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Agenda 

 Intro 

 The IT Resume 

– Applicant Tracking Systems 

– Resume Template 

 Transferrable Skills 

 Finding and Using Keywords in IT 

 Questions 

 Upcoming Webinars 
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Subjectivity in the Job Search 
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Applicant Tracking Systems 

 Flawed resume parsing software created to reject resumes before they 
reach a human 

 Works via keyword selection 

 The employer sees the parsed information, not the resume submitted 

 Tips for your clients: 

– Use keywords from job lead, and customize each resume 

– No tables, lines, images, or fancy graphics 

– It’s possible to submit longer resumes to an ATS, but the client should use 
caution 

– Call work experience “work experience”, not “employment history”, etc. 

– Know someone*  

 Red flag for ATS problems: “I’m qualified, but I never hear anything back!” 
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Resume Template 
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 Background and sources 

 Difference between IT resumes and 
other types 

 Overall layout tips 

– 1st half of the 1st page is the most 
important 

– No references 

– No fancy lines or graphics 

– Chronological > Functional 

– Customize for every job lead 

– No dense blocks of text 

– Consistency in fonts, bullets, 
periods, and dates  
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Resume Template 
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 Resume length 

– Lots of subjectivity here, but no 
more than 3 pages, ideally only 1-2 

– No farther back than 10-15 years 

 Layout sections 

– Contact information 

– Title 

– Summary 

– Skills/Keywords 

– Technical Abilities 

– Work Experience 

– Education 



Copyright (c) 2014 CompTIA Properties, LLC.  All Rights Reserved.  |  CompTIA.org 

Resume Template 
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 Proofreading 

– Many clients forget to proofread 

– Just ONE mistake and the client will 
lose credibility 

– Clients can read their resume 
backwards to find typos 

 Client Honesty 

– Some clients bend the truth beyond 
credibility 

 Things NOT to do! 

– White font keyword trick 

– Unusual file formats 



Copyright (c) 2014 CompTIA Properties, LLC.  All Rights Reserved.  |  CompTIA.org 

Transferrable Skills 
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Probing for Transferrable Skills – Sample Questions 

 Describe the types of electrical equipment you worked with on a daily basis (phone systems, 
computers, copiers, iphone/ipad, electronic cash register) in each position.   

 Describe the software and hardware you used on a daily basis. 

 What type of customer interaction did you have in each position?  What was the best part of 
that interaction?  What did you dislike about that interaction? 

 Describe the process you would go through to solve a problem in each position.   

 How do you access the internet at home?  Do you currently use a home pc, tablet, or 
smartphone?  How did you set up that network?  What type of internet service do you use?  
How do you connect to the internet?  Have you ever had an issue with your home computer/ 
internet access and how did you resolve that issue? 

 How comfortable are you taking an object apart and putting it back together in working order?  
How do you remember the steps to put it back together properly? 

 Have you helped friends/family members to purchase an electronic device and what factors 
helped you promote that device?   
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The JD NEG grant 
plan recognizes 
the need to locate 
technical aptitude 
tests targeting IT 
customers. 

Tests needed to 
determine 
customers’ aptitude 
in two areas: 
 
• Brand new to IT 

 
• Previous IT 

experience 

Our goal is to 
provide  tests useful 
for IT customers 
using both JD NEG 
and WIOA formula 
funds.   
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Keywords  
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Sample of Wordle  - www.wordle.net 

22 



Copyright (c) 2014 CompTIA Properties, LLC.  All Rights Reserved.  |  CompTIA.org 

Sample of Tagcrowd – www.tagcrowd.com 
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Questions?? 

We want to hear from 
you! 

 

Where are you 
struggling when working 
with your IT focused 
clients? 

 

What information would 
you find beneficial to 
help make the IT JD NEG 
grant a success?   
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Upcoming Webinars: 

 Here is a link to our previous webinars 
discussing CompTIA’s IT Certification 
Roadmap/Job Locator Tools, and 
Technical Aptitude Tools. 

 Participant Outreach and Marketing 
Tools: 3/31/15 (est.) 

 Illinois workNet IT NEG Website (TBA)  
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Please visit the NEG page on Illinois workNet for an up-to-date calendar of events 
and registration information: 

www.illinoisworknet.com/jobdrivenNEG 

https://comptia.webex.com/comptia/lsr.php?RCID=73038684fa3909ac15e18167427508c1
http://www.illinoisworknet.com/jobdrivenNEG


Thank you. 

Closing slide 



For more information contact: 
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Jeff Lareau 

Office: 630-678-8480 
Jlareau@CompTIA.org 
3500 Lacey Road 
Suite 100 
Downers Grove, IL 60515 
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Nicole Maseberg 

Office: 630-678-8477 
NMaseberg@CompTIA.org 
3500 Lacey Road 
Suite 100 
Downers Grove, IL 60515 
 

Get the latest IT business and career advice from CompTIA 


