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• Keys to a Great Resume

• Placement & Frequency of Keywords

• How to Send your Resume

• Key Words are Mandatory
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Keys to a Great Resume

• Consistency of resumes sent to recruiters 

• Clear and concise resume – maximum 6 pages

• Complete contact information – not in the header/footer

• Include your full name – use both first and last name

• Don’t assume that others will assume – not on your resume = you don’t have it

• Ensure everything on your resume is verifiable – including education and certifications

• Proofread – check spelling and grammar every time

• Over bolding key words – skills, technologies should not be randomly bolded

• Remove tables or complex formatting – this ensures ease of editing
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Placement & Frequency of Keywords

Include relevant keywords 
throughout the body of your 
projects and not just the summary

Keyword Use

Key skills in jobs should be 
mentioned 6-8 times in your last 5 
years of work

Repetition is necessary

These should be included with 
each project and not in a summary 
at the top or bottom of resume

Technical Skills

Keywords used early in the resume 
are valued higher than those lower 
in the resume

Keyword Placement
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How to Send Your Resume

• Send a Word format of resume – speed to market is key and your resume is edited for every role

• Provide a complete address – include your Street, City and Province and Postal

• Radial search is driven off of postal code

• Remove from header/footer and place in the body of the document as parsers do not see this information

• Non abbreviated form of Province are better for search

• Remove graphics, logos and pictures
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Key Words are Mandatory
• Long Form and Abbreviation (bracketed)

 Project Management Professional (PMP)

 Systems Requirements Specifications (SRS)

• Industry – include the industry within the text of the assignment (Financial Services, Banking, Insurance, Retail)

• Sub segment experience – include keywords that are associated with the industry segment that further narrows
your experience (Wealth Management, Capital Markets, Property and Casualty (P&C))

• Additional key words that may be associated – i.e. Capital Markets- derivatives, securities, trading systems
(Charles Rivers), stock/bond issues

• Relevant law and regulations – include experience or training with specific laws or regulations (Basel, Volcker, Dodd
Frank, SOX, etc.)

• Be inconsistent and creative with words – i.e. Social media, social networks, social networking, Facebook, Twitter,
LinkedIn, Pinterest, Instagram

• Include languages – Bilingual – French and English (state the language and your fluency)

• Include size and scope of projects (budgets and # of resources)

• Job titles – don’t change your title but hyphen to an industry recognized title or include two job titles if dual role
held. (i.e. Senior Consultant/Java Developer or Business Analyst/QA)



© 2019 Procom; All rights reserved. Confidential & proprietary, not for external distribution (including electronic) 7

Role Match
Your target job title should be 
compatible with the title that’s 

being advertised

Value Match
Find overlap between your previous 

responsibilities and qualifications

Skill Match
Identify the hard and soft skills from 

the job opening and mirror the 
same language in your resume.

ResumeJob Description
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