
Resume 
Workshop



Agenda
￮ Importance of a strong resume and cover letter
￮ Walking through an example and critiquing a 

resume
￮ Checklist of what a good resume should include 
￮ Common problems with resumes
￮ How organizations filter resumes and Applicant 

Tracking Systems 
￮ Things to keep in mind
￮ Impact
￮ Question and Answer with Panel
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Importance of a strong resume 
and cover letter

￮ First impression for the recruiter 
￮ Can be a the difference between being 

screened out and landing an interview
￮ Highlights key skills which make you an 

ideal candidate
￮ Employers use resumes to get a deeper 

understanding of candidate skills, 
strengths and experience (indeed.com)
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Strong Structured Resume 
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Critiquing a Resume 



Cover letter example 
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Resume Checklist
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￮ Overly detailed and lengthy
￮ They have grammatical and spelling 

mistakes 
￮ They do not align with the role that is 

being applied for
￮ They fail to have sufficient details
￮ They are not in chronological order and 

there are large gaps between positions 
or education

￮ They do not highlight relevant courses or 
experience 

Common mistakes with 
resumes and cover letters 

8



Job 
Description
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Candidate 1:
Applied for a Systems 
Analyst role
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Analyst

Software 
Developer

York University



Candidate 2:
Applied for a Systems 
Analyst role
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Filtering Resumes 
& Applicant 
Tracking Systems

￮ Large organizations have systems in place to 
filter resumes

￮ Key word searches allow recruiters to weed 
out resumes that do not meet the skills

￮ Thousands of resumes come in weekly into 
these systems

￮ Even when there is no system, a recruiter 
may have a skills checklist they are looking 
for to short list candidates
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Example of an ATS
Role: Senior Recruiter 
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Example of an ATS
Role: Senior Recruiter
Filtering: Recruiter Experience 
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Things to keep in Mind 
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Avoid “I” and 
“Me”
Social
Media

RESEARCH THE COMPANY

APPLICANT TRACKING SYSTEM

USE ACTION WORDS 

MOST RECENT FIRST

It is crucial to research the organization 
and role you are applying for. Do not just 
apply blindly 
  Using words such as achieved, lead, 
implemented, designed and initiated are 
important and  highlight your potential 

Use appropriate keywords so that you do 
not get screened out
Write your resume in reverse 
chronological order. Do not go too far 
back in time
Avoid using I and me – instead use 
statements that summarize your 
performance. Ex – planned an interfaith 
symposium attended by 200 guests
Keep  your social medial footprint 
professional. Resumes are not the only 
things employers check!



Tips from 
Expert Panel



Questions and 
Answers with Panel 
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