
“ F l e x i b l e  P e o p l e  D e l i v e r i n g  

F l e x i b l e  S o l u t i o n s ”  

A 
ll resumes should contain the essentials – 
contact information, education, experience, 
accomplishments, skills and so on. The format 

you choose to lay such information out, however, is 
entirely up to you. Most people adopt the traditional 
approach and setup a chronological resume, 
highlighting experience over skills, but in the IT sector, 
job seekers might want to reconsider and use the 
functional template. 
 A functional resume emphasizes skills rather 
than experience, making it suitable for people who are 
changing industries or have gaps in their work history. 
That said, it also suits positions that demand a long list 
of technical skills. Since the industry changes so 
rapidly, the work performed five years ago may no 
longer demonstrate the technical skills required. As new 
technologies emerge, it may also become harder for 
candidates to show work experience in specific fields. 
For these reasons, the functional resume trumps the 
chronological. 
 On the job market, candidates should note a 
certain resistance towards the functional resume. To get 
around this, IT professionals can compromise with a 
combination resume. Essentially, this format borrows 
elements from both templates discussed, helping 
applicants lead with the most relevant information. Such 
formats should adjust to the position, meaning they 
need constant tweaking and revising. ■ 
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M 
ost applicants recognize that resumes contain 
keywords, ones that match specific job 
requirements and ones that identify  

competency. But of these applicants, most fail to choose 
the right keywords. Live Career, a company dedicated 
to connecting online job seekers with employment 
opportunities, estimates that 80% of employers run 
software checks to review resumes in bulk. If a resume 
does not match at least 90% of the employer’s search 
terms, it is likely discarded, regardless how impressive 
the other credentials are. 
 Sometimes, companies list keywords explicitly 
in the job description. Other times, you must read 
between the lines, so to speak. Put yourself in the 
employer’s shoes and adopt his or her perspective to 
pinpoint the most critical skills and qualifications. These 
may include programming languages, experiences or 
even, in some cases, soft skills. Once you’ve compiled a 
list, use these keywords in various contexts for a higher 
density. 
 Target new keywords by narrowing your search 
terms for a particular job listing. Enter a few queries 
into the database and keep track of those that retrieve 
your chosen post. If you see other related positions, 
investigate those too for usable keywords. Remember to 
reduce words to their core (i.e Java, not just Java 
developer). This allows you to place keywords uniquely 
throughout the resume without sounding forced. When 
in doubt, get a second opinion from a recruiter or 
friend in the industry. ■ 

Do You Need a Keyword-Rich Resume 

and Cover Letter? 
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Resume Tips for IT Professionals 

Veto the Objective Statement 

Unless you’re changing careers, lose the objective 
statement. Instead, include a brief, detailed summary of 
qualifications that outlines your accomplishments. 
Include anything marketable! Move your most 
impressive qualifications to the top third of your 
resume, later expanding on some of these points without 
redundancies. 

Summary 

Show don’t tell. While you need to talk about your past 
responsibilities, do so in a way that stresses your 
previous successes. You need to show the employer 
why you are prepared for the role. When writing this 
section, stick to the active voice and begin bullet points 
with strong verbs. 

Experience 

For new talent in the tech industry, get a few freelance 
gigs under your belt. Sometimes even with the right 
credentials, employers want to see proven success — 
not hypothetical.  This relates to resume skills: It’s great 
that you have these abilities, but how can you apply 
them? How you portray your qualifications could make 
the difference between getting an interview and getting 
rejected. ■  

W 
e’ve all written at least one resume, but 
whether or not that resume effectively 
conveyed our skills, experiences and 

values is another story. So let’s return to the basics to 
ensure your resume speaks true to who you are in the 
best way possible. After all, the resume is your foot-in-

the-door; it’s your first impression before meeting the 
employer in-person. 

Update, Update, Update! 

Revisit your resume quarterly, adding new 
qualifications and relevant keywords. When doing so, 
include precise details and dates: Employers want to see 
when you last worked in certain environments, 
especially in the ever-changing tech industry. 



Things That Do Not Belong on a  

Resume 

A 
 resume should only span one or two pages, 
meaning space is limited and there is no room 
for nonessential information. A resume 

should make the argument that you are the perfect 
candidate for the job. This means the details must be 
persuasive.  
 Before editing your resume for the items below, 
ensure that it is organized, inviting and grammatical. 
Keep in mind the differences between a cover letter, 
resume, CV and LinkedIn profile — each requires a 
different form of writing. 

• Skip the title “Resume” or the sign-off “References 
Available upon Your Request.” Chances are the 
employer knows what a resume looks like, and if 
they are interested, they will ask for your references. 

• Leave out sensitive information (i.e. SIN or criminal 
record) and personal profiling (i.e. age, age, race, 
sex, political and religious preferences, etc.). Along 
these lines, do not attach a photo unless the ad says 
otherwise. 

• List post-secondary educational achievements, but 
forgo the mediocre GPA. Similarly, high school 
graduation is often assumed — so take this off.  

• Include recent and related work experience only, 
unless lacking in this respect. Always demonstrate 
why these positions qualify you for the job. As well, 
do not describe your salary history. 

• Save space by removing your hobbies. During the 
interview, you may have the chance to talk more 
personally about yourself, but on a resume it just 
consumes  space. ■ 
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Should I Apply If I’m Under-Qualified? 

R 
ealizing you’re under-qualified for a job can be 
demoralizing. But does this mean you should 
refrain from applying? Not necessarily. Most 

job descriptions outline the ideal employee, meaning 
who they hire will appear differently on paper.  

FlexStaf Pg.3 



A resume missing a few requirements can still rise to 
the top of the pile if it compensates for what the 
candidate lacks. Consider how you can do the same. 
Keep in mind, however, some credentials are concrete, 
so practice good judgement if you intend to apply to a 
position slightly out of your league. 
 

Transferable Skills and Experience 

If a position demands 10 years of experience, you may 
get away with less. Accomplishments speak loudest, so 
if you have worked only a short time but own a wall of 
trophies and certificates, you’re ahead of the veteran 
with nothing to boast. Jobs not directly relevant often 
have merit as well, especially in regards to soft skills. 
This means you can sometimes add work experience 
together for a combined total. 
 

Training and Certification 

Unlike soft skills, hard skills can be taught and learned 
(generally speaking). Some companies may even invest 
in a candidate’s education because all other aspects of 
the resume blew them away. Always express a 
willingness to improve as this shows employers drive 
and commitment. Referrals may also help in this 
respect. Some technical and managerial positions will 
not offer training, so research the company and position  
before submitting an under-qualified resume. ■  
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Stay Relevant in Today’s IT Market 

T 
echnology frequently evolves. This is a universal 
truth, so those fresh out of school often feel most 
in-tune with the modern IT industry. But not all 

young professionals find jobs right away. In fact, many 
older professionals have years of in-field training and 
experience that out-value a new degree. As competition 
between generations intensifies, IT workers need to stay 
relevant to avoid displacement. 
 For modern job seekers, social networking is 
vital. The “LinkedIn” resume has become nearly as 
powerful (if not more-so) than the traditional cover 
letter/resume duo. Social networking connects you to 
more professionals who can assist, recommend and hire 
you during your job search. Not to mention, the wealth 
of information available online is enough to keep most 
professionals up-to-date on new software and hardware 
developments. 

 Besides networking, one way to prove your 
relevancy is through freelance and contract work. Short 
term projects help candidates market themselves, almost 
like a startup’s “proof of concept.” Employers look for 
candidates who are seemingly in-demand, and with a 
resume packed with long- and short-term positions, you 
can create this effect. In interviews, always exhibit your 
knowledge through experience as it merges the best of 
both worlds. ■  
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