
Your name must appear first on a
resume.  Include your e-mail
address, if you have one.  If you
have a personal web page, you
can list it also — but only if the
content will help you get a job.

Begin with a list of keywords.  A
growing number of employers
will only look at “extracted”
resumes — a blunt, skeletal
summary of the content of your
resume.  Complete resumes aren’t
reviewed until the majority of the
applicants have been eliminated.

Anticipate the keywords that an
employer might use to describe
the position you seek by noting
the words that appear in help
wanted ads and other sources.
Use only the most common
technical abbreviations, and
minimize your use of general
abbreviations.

Electronic resume software
programs often do not search for
vague phrases such as
“communication skills,” or even
active verbs.  Instead they search
for job titles, departments,
degrees, universities attended,
companies worked for, and the
organizations you belong to.
(Belonging to professional
societies or organizations is
increasingly beneficial, as they
often appear as keywords.)  In

short, jargon is in, and nouns trump
verbs.  For example, while a regular
resume might say, “Supervised
writers, graphic artists and account
executives  in developing client
marketing materials,” a resume
intended for scanning might be
revised to read, “Multimedia
Content Director engaged in
creating four-color brochures,Web-
based advertisements, and
newspaper ad books.”

Send two versions of your
electronic resume: a very basic
one in text-only format, and a
fancier one in Microsoft Word or
WordPerfect.  (You can attach the
latter version as a file.)

Try to construct your resume so
that, if printed, it will fit on a
single  page.

If you’re applying to a company,
don’t forget to send a cover letter.
We suggest that you also send a
hard copy of your resume and
cover letter to the company, but
it’s not essential.

Important: Before e-mailing your
resume, send a copy to yourself so
you can check over its appearance.

Lastly, if faxing, set the fax
machine on fine instead of
standard mode — it’s worth the
extra cost.

DINA SOROS
194 Saurischia St.

Syracuse, NY 13202
315-555-8423

dina@meteormail.com
www.sorosorosoros.com

Keywords: Manager, wholesaler, theme restaurant, fine dining, highly rated, 4-star reviews,
hire/fire, budgeting, team builder, service-oriented, knowledgeable food/wine/liquor, take-
charge, order/purchase supplies, high-volume, plan menus, personnel assignment,
scheduling, calculate daily receipts, check, solve food quality/service complaints,
promotions, parties, energetic, dynamic, speed, cleanliness, flexible, hands-on, courteous,
personable, FoxPro, Lotus 1-2-3, Microsoft Word, Windows 2000, National Association for
Restaurant Managers, Roundtable for Women Food-Beverage-Hospitality.

SKILLS:
Energetic, service-oriented individual.
Take-charge, results-driven manager.
Courteous, personable; excellent communicator and public speaker.
Committed to quality and excellence in all endeavors.
Experienced in both fine-dining and family-style settings.
Knowledgeable in all areas of food/wine/liquor.
Computer skills: FoxPro, Lotus 1-2-3, Microsoft Word, Windows 2000.

EMPLOYMENT HISTORY:
Manager, Cornucopia, 1995–present

Over 20% sales and 30% profit increase (annually) of 65-seat restaurant.
Award-winning food and service led to 4-star reviews in area papers.
Changed menu theme from continental to world cuisine.
Computerized ordering/inventory system.
Hire, supervise, coordinate, and evaluate personnel.
Order/purchase supplies; plan menus; calculate daily receipts; plan promotional
activities.

Wholesaler, Meat Products, What’s Your Beef?, 1991–1995
Boosted profits 19% annually at high-volume family-run meat products company.
Trimmed costs in accordance with budget plan to secure stronger market position.
Hired/fired/assigned personnel; arranged work schedules.

Assistant Manager, Rex’s All-Night Bar and Grille, 1989–1991
Managed 50-seat food establishment open 24-hrs a day; worked flexible shifts.
Resolved food quality/service complaints.
Arranged for parties and other festive occasions.
Organized workers in teams to quicken service and reduce waste.

EDUCATION: Bachelor of Arts, Business
SUNY–Plattsburgh, NY

PROFESSIONAL ORGANIZATIONS: National Association for Restaurant Managers
(NARM), Roundtable for Women Food-
Beverage-Hospitality (RWFBH)

·······

······

···
····

Electronic Job Search Opportunities
Just as the information revolution is changing the way workers apply for a
job, it is also changing the way employers advertise a job.  As a result, the
Internet is one of the most important information sources for job seekers.

Our web site address is www.labor.state.ny.us. From it, you can connect
to America’s Job Bank (www.ajb.org/ny/seeker), which enables you to
create and update an electronic resume that will be stored in an
employer-searchable database.  In addition to its job seeker services, our
web site includes information on subjects such as job openings, wage
data, unemployment insurance, and worker health/safety guidelines.

To obtain copies of this publication and other published material to assist
you in your job search, contact us at:

New York State Department of Labor
Division of Research and Statistics
Publications Unit
State Campus, Building 12, Room 403
Albany, New York 12240
(518) 457-1130
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Most researchers agree that the dinosaurs, who survived on

the earth for eons, perished after a meteor struck the planet

and  profoundly changed global climatic conditions. Today,

most labor market analysts agree that advances in computer

technology, like that meteor, are changing the conditions for

survival in the world of work.

Today many companies rely on applicant-tracking systems and resume
scanning software to evaluate potential employees.  This  change is rewriting
the rules of searching for a job, and could turn the traditional paper resume
into a dinosaur. In fact, a survey conducted by the on-line job search
company, OfficeTeam, found that the number of hiring managers who would
rather receive resumes electronically than through the mail now stands at 48
percent, a 44 percentage point jump from just two years ago.  (American
Demographics, January 2001)

This pamphlet looks at the electronic job search — its possibilities and
its problems — and offers two sample resumes.  The first resume highlights
common features of a modern resume that a computer scanner would find
difficult to interpret or decipher.  The second resume provides strategies for
modifying today’s resume to mesh with tomorrow’s technology.

How Electronic Resume Scanning Works
In a typical scenario, when a position opens at a company that uses

resume-scanning software, the computer system is programmed to search
the resumes received for specific keywords pertaining to that position.  Job
seekers who submit resumes with the greatest number of matching
keywords will be considered for interviews.

Resume Don’ts
Don’t put parentheses around
telephone number area codes.

Don’t use fancy typefaces —plain,
is better; fancy fonts will confuse
the computer.  Generally stick to a
font size between 10-14 points, 12
is most typical.

Excess lines will confuse the
computer.  Use horizontal lines
sparingly, and leave plenty of white
space between line and text.  Do
not use vertical lines.

The computer may read circles (o)
as the letter ‘O’; use solid dots or
bullets, or left-justify the text.

Italics, underlining, shadowing, and
graphics may impress a person, but
they will confuse a machine.
Bolding is one of the only stylistic
tricks acceptable to scanners, and
even that isn’t guaranteed.

Don’t use dark or patterned
paper — it can interfere with the
scanner’s ability to read the text.

Don’t submit multiple resumes to
various departments in an
organization; or alter resumes to
highlight different sets of skills for
jobs at the same place.  With
current technology, it’s easy to
determine that you’re doing this,
and it usually makes you look
unfocused, somewhat
untrustworthy, and desperate.

DINA SOROS Day: (315) 555-7636
194 Saurischia St. Evening: (315) 555-8423
Syracuse, NY 13202

OBJECTIVE Experienced manager who thrives in a competitive,
fast-paced environment seeks leadership position in food
service business.

SKILLS o   High-energy, service-oriented individual.
o   Take-charge, hands-on manager.
o   Excellent communication skills.
o   Adept at a variety of software programs.

________________________________________________________________________

EMPLOYMENT HISTORY

Manager, Cornucopia, Syracuse, NY 1995–present
o   Boosted sales by 20% and profits by 30% since assuming position.
o   Expanded menu from continental to world cuisine.
o   Selected staff to prepare high-quality specialty cuisine.
o   Computerized ordering/inventory system.

Wholesaler, Meat Products, What’s Your Beef?, Utica, NY 1991–1995
o   Took charge of family-run meat product sales company; profits averaged a 19%

annual increase during its years of operation.
o   Handled payroll, work schedule, inventory responsibilities.

Assistant Manager, Rex’s All-Night Bar and Grille, Plattsburgh, NY 1989–1991
o   Accepted night-shift assignments.
o   Defused confrontational situations.
______________________________________________________________________________________

EDUCATION B.A. Business
SUNY–Plattsburgh, NY

PROFESSIONAL National Association for Restaurant Managers
ORGANIZATIONS (NARM)

Roundtable for Women Food-Beverage-Hospitality
(RWFBH)

_____________________________________________________________________________________

SAMPLE 1  Typical Resume

This change implies that the traditional aim of a resume — to impress
or otherwise capture the attention of the person looking at it — has lost its
preeminence. Now, a job seeker must produce a resume that can withstand
high-tech scrutiny before anyone else even glances at it.

This does not mean the current resume format is on the brink of
extinction, nor that the “human element” has been entirely erased from
the job search process.  The majority of employers still have personnel
assigned to review resumes and select which applicants might best fill an
available position.  Thus, you should ideally have two versions of your
resume: a visually impressive one for the traditional, hands-on reviewer,
and a basic one suited for scanning.  Likewise, you should continue to
include a cover letter with your resume.  Finally, no matter how many of a
job candidate’s keywords match, it’s the job interview that ultimately
determines who gets hired.

Electronic Job Search Advantages
Perhaps the most significant advantage of placing your resume in a

company’s database is that computers can function 24 hours a day.
Therefore, databases provide an ideal forum for active job seekers, as well as
for currently employed workers who want to keep their qualifications visible.

The computer revolution brings with it another key advantage. Just as
resume-scanning software enables companies to scour mounds of resumes
for specific criteria at lightning speed, you can use various on-line services
to rapidly search employer databases (and other sources) for openings
suited to your ambitions.

In other words, electronic job searches should be in addition to, and
not in place of other methods.  Scanning classified ads, attending job fairs,
actively networking, and taking advantage of the Department of Labor’s
many services all remain viable, and vital, means of finding a job.

An Electronic Job Search Primer
Electronic Job Search
Disadvantages

Despite the advantages just
described, there are some drawbacks
to electronic job searches.  For
instance, inflexible keyword search
parameters can limit your options,
especially for negotiating your salary
during or after an interview.  If a
database requires you to list a wage or
salary range, you must comply.
Skipping the question will simply force
the computer to skip over your resume
as it scans.

Then there is the absence of the
human factor.  Computers scan resumes
to identify your qualifications, and
experience, and are unswayed by
glittering adjectives and vivid verbs. A
poor or weak work history is hard to
disguise.

Strategies For The Future
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company, OfficeTeam, found that the number of hiring managers who would
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In a typical scenario, when a position opens at a company that uses

resume-scanning software, the computer system is programmed to search
the resumes received for specific keywords pertaining to that position.  Job
seekers who submit resumes with the greatest number of matching
keywords will be considered for interviews.

Resume Don’ts
Don’t put parentheses around
telephone number area codes.

Don’t use fancy typefaces —plain,
is better; fancy fonts will confuse
the computer.  Generally stick to a
font size between 10-14 points, 12
is most typical.

Excess lines will confuse the
computer.  Use horizontal lines
sparingly, and leave plenty of white
space between line and text.  Do
not use vertical lines.

The computer may read circles (o)
as the letter ‘O’; use solid dots or
bullets, or left-justify the text.

Italics, underlining, shadowing, and
graphics may impress a person, but
they will confuse a machine.
Bolding is one of the only stylistic
tricks acceptable to scanners, and
even that isn’t guaranteed.

Don’t use dark or patterned
paper — it can interfere with the
scanner’s ability to read the text.

Don’t submit multiple resumes to
various departments in an
organization; or alter resumes to
highlight different sets of skills for
jobs at the same place.  With
current technology, it’s easy to
determine that you’re doing this,
and it usually makes you look
unfocused, somewhat
untrustworthy, and desperate.

DINA SOROS Day: (315) 555-7636
194 Saurischia St. Evening: (315) 555-8423
Syracuse, NY 13202

OBJECTIVE Experienced manager who thrives in a competitive,
fast-paced environment seeks leadership position in food
service business.

SKILLS o   High-energy, service-oriented individual.
o   Take-charge, hands-on manager.
o   Excellent communication skills.
o   Adept at a variety of software programs.

________________________________________________________________________

EMPLOYMENT HISTORY

Manager, Cornucopia, Syracuse, NY 1995–present
o   Boosted sales by 20% and profits by 30% since assuming position.
o   Expanded menu from continental to world cuisine.
o   Selected staff to prepare high-quality specialty cuisine.
o   Computerized ordering/inventory system.

Wholesaler, Meat Products, What’s Your Beef?, Utica, NY 1991–1995
o   Took charge of family-run meat product sales company; profits averaged a 19%

annual increase during its years of operation.
o   Handled payroll, work schedule, inventory responsibilities.

Assistant Manager, Rex’s All-Night Bar and Grille, Plattsburgh, NY 1989–1991
o   Accepted night-shift assignments.
o   Defused confrontational situations.
______________________________________________________________________________________

EDUCATION B.A. Business
SUNY–Plattsburgh, NY

PROFESSIONAL National Association for Restaurant Managers
ORGANIZATIONS (NARM)

Roundtable for Women Food-Beverage-Hospitality
(RWFBH)

_____________________________________________________________________________________

SAMPLE 1  Typical Resume
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or otherwise capture the attention of the person looking at it — has lost its
preeminence. Now, a job seeker must produce a resume that can withstand
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DINA SOROS Day: (315) 555-7636
194 Saurischia St. Evening: (315) 555-8423
Syracuse, NY 13202

OBJECTIVE Experienced manager who thrives in a competitive,
fast-paced environment seeks leadership position in food
service business.

SKILLS o   High-energy, service-oriented individual.
o   Take-charge, hands-on manager.
o   Excellent communication skills.
o   Adept at a variety of software programs.

________________________________________________________________________

EMPLOYMENT HISTORY

Manager, Cornucopia, Syracuse, NY 1995–present
o   Boosted sales by 20% and profits by 30% since assuming position.
o   Expanded menu from continental to world cuisine.
o   Selected staff to prepare high-quality specialty cuisine.
o   Computerized ordering/inventory system.

Wholesaler, Meat Products, What’s Your Beef?, Utica, NY 1991–1995
o   Took charge of family-run meat product sales company; profits averaged a 19%

annual increase during its years of operation.
o   Handled payroll, work schedule, inventory responsibilities.

Assistant Manager, Rex’s All-Night Bar and Grille, Plattsburgh, NY 1989–1991
o   Accepted night-shift assignments.
o   Defused confrontational situations.
______________________________________________________________________________________

EDUCATION B.A. Business
SUNY–Plattsburgh, NY

PROFESSIONAL National Association for Restaurant Managers
ORGANIZATIONS (NARM)

Roundtable for Women Food-Beverage-Hospitality
(RWFBH)

_____________________________________________________________________________________
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Your name must appear first on a
resume.  Include your e-mail
address, if you have one.  If you
have a personal web page, you
can list it also — but only if the
content will help you get a job.

Begin with a list of keywords.  A
growing number of employers
will only look at “extracted”
resumes — a blunt, skeletal
summary of the content of your
resume.  Complete resumes aren’t
reviewed until the majority of the
applicants have been eliminated.

Anticipate the keywords that an
employer might use to describe
the position you seek by noting
the words that appear in help
wanted ads and other sources.
Use only the most common
technical abbreviations, and
minimize your use of general
abbreviations.

Electronic resume software
programs often do not search for
vague phrases such as
“communication skills,” or even
active verbs.  Instead they search
for job titles, departments,
degrees, universities attended,
companies worked for, and the
organizations you belong to.
(Belonging to professional
societies or organizations is
increasingly beneficial, as they
often appear as keywords.)  In

short, jargon is in, and nouns trump
verbs.  For example, while a regular
resume might say, “Supervised
writers, graphic artists and account
executives  in developing client
marketing materials,” a resume
intended for scanning might be
revised to read, “Multimedia
Content Director engaged in
creating four-color brochures,Web-
based advertisements, and
newspaper ad books.”

Send two versions of your
electronic resume: a very basic
one in text-only format, and a
fancier one in Microsoft Word or
WordPerfect.  (You can attach the
latter version as a file.)

Try to construct your resume so
that, if printed, it will fit on a
single  page.

If you’re applying to a company,
don’t forget to send a cover letter.
We suggest that you also send a
hard copy of your resume and
cover letter to the company, but
it’s not essential.

Important: Before e-mailing your
resume, send a copy to yourself so
you can check over its appearance.

Lastly, if faxing, set the fax
machine on fine instead of
standard mode — it’s worth the
extra cost.

DINA SOROS
194 Saurischia St.

Syracuse, NY 13202
315-555-8423

dina@meteormail.com
www.sorosorosoros.com

Keywords: Manager, wholesaler, theme restaurant, fine dining, highly rated, 4-star reviews,
hire/fire, budgeting, team builder, service-oriented, knowledgeable food/wine/liquor, take-
charge, order/purchase supplies, high-volume, plan menus, personnel assignment,
scheduling, calculate daily receipts, check, solve food quality/service complaints,
promotions, parties, energetic, dynamic, speed, cleanliness, flexible, hands-on, courteous,
personable, FoxPro, Lotus 1-2-3, Microsoft Word, Windows 2000, National Association for
Restaurant Managers, Roundtable for Women Food-Beverage-Hospitality.

SKILLS:
Energetic, service-oriented individual.
Take-charge, results-driven manager.
Courteous, personable; excellent communicator and public speaker.
Committed to quality and excellence in all endeavors.
Experienced in both fine-dining and family-style settings.
Knowledgeable in all areas of food/wine/liquor.
Computer skills: FoxPro, Lotus 1-2-3, Microsoft Word, Windows 2000.

EMPLOYMENT HISTORY:
Manager, Cornucopia, 1995–present

Over 20% sales and 30% profit increase (annually) of 65-seat restaurant.
Award-winning food and service led to 4-star reviews in area papers.
Changed menu theme from continental to world cuisine.
Computerized ordering/inventory system.
Hire, supervise, coordinate, and evaluate personnel.
Order/purchase supplies; plan menus; calculate daily receipts; plan promotional
activities.

Wholesaler, Meat Products, What’s Your Beef?, 1991–1995
Boosted profits 19% annually at high-volume family-run meat products company.
Trimmed costs in accordance with budget plan to secure stronger market position.
Hired/fired/assigned personnel; arranged work schedules.

Assistant Manager, Rex’s All-Night Bar and Grille, 1989–1991
Managed 50-seat food establishment open 24-hrs a day; worked flexible shifts.
Resolved food quality/service complaints.
Arranged for parties and other festive occasions.
Organized workers in teams to quicken service and reduce waste.

EDUCATION: Bachelor of Arts, Business
SUNY–Plattsburgh, NY

PROFESSIONAL ORGANIZATIONS: National Association for Restaurant Managers
(NARM), Roundtable for Women Food-
Beverage-Hospitality (RWFBH)
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Electronic Job Search Opportunities
Just as the information revolution is changing the way workers apply for a
job, it is also changing the way employers advertise a job.  As a result, the
Internet is one of the most important information sources for job seekers.

Our web site address is www.labor.state.ny.us. From it, you can connect
to America’s Job Bank (www.ajb.org/ny/seeker), which enables you to
create and update an electronic resume that will be stored in an
employer-searchable database.  In addition to its job seeker services, our
web site includes information on subjects such as job openings, wage
data, unemployment insurance, and worker health/safety guidelines.

To obtain copies of this publication and other published material to assist
you in your job search, contact us at:

New York State Department of Labor
Division of Research and Statistics
Publications Unit
State Campus, Building 12, Room 403
Albany, New York 12240
(518) 457-1130
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