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Module 2 Deep Dive Guide: 

Applying for Positions 
Learn all the ways to apply to maximize your job chances! 
 
 
Post your resume online on sites like Indeed.com 
and CareerBuilder to be seen by employers. 

 Best format: .doc (Word 1997-2003). 

 To retain your privacy, remove your street 
address (just include city/state). Also consider 
using an alternate email address that you use 
just for applying for jobs. 

 Repost your resume once a month to attract 
new attention to you. 

 Consider not posting your resume online when 
you are working with a recruiter because 
recruiters cannot help you if you are applying 
directly with a company. 

 
Organize the online application process: 
 Create a detail document that includes 

information that is not usually found on your 
resume, but that is often required on online 
application forms. 

 Keep answers short, strong and consistent on 
all applications to save time/alleviate stress. 

 On your detail document, include: 
o Current and past company name, address 

and (main) phone number 
o Supervisor’s name, title, phone number, 

and email address 
o Your job titles + beginning/ending dates, 

beginning/ending salaries 
o Reason for leaving, stated positively. 

Example: “Part of a 25% staff reduction.” 
 

 
 Keep this detail document open while applying. 

Copy/paste your information into application. 

 Have a cover letter ready that is optimized for 
the open position before you apply online. 

 Read online site instructions carefully.  

Including early jobs 

 Only list college-type jobs until established in your 
career. 

 Play up duties/accomplishments from your college 
jobs that relate to the career jobs that you want. 
 

 
Applying online best practices: 

 Spit back what they want in the job description as 
honestly as possible.  

 If the job description says: 
o Able to develop sales plans and programs 

within budget restrictions 

 You write: 
o Developed sales plans within a $50,000 

budget, which brought in $100,000 in sales. 

 Include keywords in an alphabetical summary list 
and in context. Explain why the duties mattered.  
Example: 
o Led new business development; exceeded 

$1.2 million sales quota, driving record sales. 

 If you didn’t accomplish goals alone, mention that 
you were “part of team”, “played a major role” or 
“handled the X part” of a project. 

 
Lack the needed experience? 

 Play up relevant volunteer/startup efforts 

 Emphasize related class work 

 Build skills independently and mention growth 
o Sign up for topical newsletters 
o Join LinkedIn groups/Google+ communities 
o Compile knowledge into topical documents 
o Create/show independent samples 

1 



 Applying online strategies 

 Allow 1 hour per application; 2 hours for 
typically difficult sites, such as higher education. 

 Work quickly so the system doesn’t time out.  

 Save your application often (if possible).  
 
Applying with your resume 

 Upload your resume (if possible) rather than 
cutting/pasting your resume into boxes. It’s 
easier and helps ensure it’s formatted well. 

 Save resume as Word .doc (Word 1997-2003), 
not as a pdf or jpeg, or the newer Word .docx. 

 Refer to the Applying Online Take Action Guide 
for resume formatting guidance. Also refer to 
the Module 2 presentation and Resume / 
References Take Action Guide for detailed 
guidance on how to craft your resume. 

 
Be a perfect match 

 Add descriptors to job titles. Example: 
Sales Specialist (Design / Copywriting). 

 Improve vague titles: Marketing Guru 
BETTER: Chief Marketing Officer / CMO 

 
Include proficiencies on your resume and on your 
online job applications. 
Example: 

PROFICIENCES: Adept at Microsoft Office Suite, 
including Access, Excel (including Pivot Tables), 
Outlook, PowerPoint, and Word (if you can state 
so honestly). 

 
Add certifications on your resume and on your 
online job applications.  
Example: 

Project Management Professional  
Certification (PMP) 
Project Management Institute 
License PMP Number 1654514 
July 2013 – Present 

 
Add education on your resume and on your online 
job applications.  
Add:  

 Degrees attained and areas of focus 

 School names and full addresses 

 Grade point average (if impressive) 

 Month/years attended (optional) 
 

 

Include relevant classes  
The classes may contain strong keywords and such 
relevant classes may impress hiring managers. 
 

 
 
Prepare a quick cover letter for online applications 

 Create cover letter before you apply because 
systems often ask for it midway. Include: 
o Position title and company name 
o Why you are uniquely qualified for the job 
o Why you want to work for the company 
o Your contact information 
o A call to action to get an interview scheduled. 

 

  
 
Handling salary questions on online applications 

 
Research salary sites to learn salary ranges. Sites: 
Bureau of Labor Statistics (bls.org), Glassdoor.com, 
Indeed.com/salary, Jobs-salary.com, Monster.com > 
Salary Wizard, Payscale.com, Salary.com, 
Salarylist.com, and Simplyhired.com/salaries.  
 
Options: Indicate that salary is negotiable, or state 
salary history, or state salary range. 
 
LinkedIn Job Seeker Premium account holders can 
view salary ranges when they apply on LinkedIn. 
 
Best salary wording: “The salary range for this 
position, based on the job description and my 
research, is $XX to $XX, not including benefits. My 
requirement is negotiable within this range.” 
 
Save job descriptions. Keep a log of positions, for 
which you’ve applied. (See “Application Log” sheet). 
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GENERAL DO’S 

 DO change your resume to match 
every opening as closely as possible. 
This means including duties you’ve 
done that are requested for the job 
and using the same titles/keywords.   

 DO include a bold headline that uses 
the exact job title/requirements and 
why you are uniquely qualified for 
the position. Example: “Proven 
Human Resources Director with 
International Healthcare and Hospital 
Experience.” 

 DO include a CORE STRENGTHS 
summary that spits back specifically 
why you match the key job 
requirements in order. 

 DO use the keywords and duties 
listed in the job description. 

 DO list duties, accomplishments and 
education in order of importance. 

Module 2 Take Action Guide: 

Applying Online for Positions 
By Kathy Bernard, exclusively for participants of the WiserU Career System 

 
Mastering online job application systems, called Applicant Tracking Systems, or ATS, 
is essential since it’s the number one way job seekers must apply for jobs. Despite 
their widespread use, ATS can be exceptionally challenging to complete, which is 
why up to 75% of online job applications are rejected for two big reasons:  

1) Improper formatting, which can make your application blank or unreadable.  
2) Applications/resumes that don’t prove the candidate matches the job description. 
 
Here are do’s and don’ts to exponentially improve your chances of successfully 
applying online and securing the job interview for the positions that you want: 
 

 DO use keywords in context (like in 
duties sentences), not just in lists. 

 DO include quantifiable results, such 
as “Increased sales by XX% or $XX.”  

 DO include company, city/state and 
company descriptions, such as “XYZ 
Corp. – The world’s largest widget 
maker” after your company name.  

 DO include certifications in process. 
State anticipated completion date. 

 DO proof your resume and online 
application. Companies reject 
people for typos and poor grammar. 

 DO include months in start/end 
dates. Format: 12/2009-Present. 

 DO include both the abbreviation 
and your full degree name, like this: 
BS – Bachelor of Science: Biology.  
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FORMATTING DO’S 

 DO include your name on one line, 
your address on the next line (or 
just city/state), your main contact 
phone number and email address 
on the next line and your LinkedIn 
profile address on the next line.  

 DO include section headers in ALL 
CAPS, such as “WORK HISTORY”. 

 DO keep margins 1” all around. 
Otherwise, words can get cut off. 

 DO use standard fonts, such as 
Arial, Calibri, Georgia, Tahoma, 
Times Roman, or Verdana. 

 DO list your company name first in 
work entries. Put your job title on 
the next line with dates to the far 
right on the same line. 

 DO upload your resume rather than 
cutting/pasting sections into 
application text boxes. 

 DO use bold and ALL CAPS for 
emphasis. 

 DO use bullet points to break up 
copy. Avoid long paragraphs. Try to 
keep entries to one line each. 

 DO use a typeface that is at least 11 
pt. size, but no larger than 14 pt.  

 DO bold your name headline and 
make it between 16 and 24 pt. size. 

Applying Online for Positions, cont. 

 DO make your resume as long as 
needed (ATS doesn’t care about 
resume length). Two pages are 
standard so you may want to stick 
to that length so that you don’t 
overwhelm human resume readers. 

 DO list and expound upon your 
proficiencies, such as “Microsoft 
Office Suite, including Access, Excel, 
Word, PowerPoint, Outlook, and 
Publisher.” The reason: Keyword 
search could be looking for the 
Suite name AND the individual 
software name in your resume. 

 DO include your “[NAME], cont.” at 
the top of all pages after page 1.  

 DO start lines with a power verb, 
such as “Directed” or “Led”. 

 DO delete unnecessary words, such 
as “a”, “an” and “the”. 

 DO be consistent with verb tenses. 
Speak in past tense except for your 
current position.  

 DO capitalize job titles. 

 DO use both the abbreviation and 
the spelled out words, such as CPA 
(Certified Public Accountant). 

 DO delete clutter/unnecessary info, 
such as really old, irrelevant jobs. 
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 Applying Online for Positions, cont. 

GENERAL DON’TS 

 DON’T include an objective. Instead 
use a bold headline that matches 
the job description closely. 

 DON’T include skills that you don't 
possess. You will need to 
substantiate claims at the interview. 

 DON’T use dates to describe 
projects or accomplishments (or else 
ATS will think the dates indicate an 
additional position that you held).  

 DON’T include the useless 
“References available upon request” 
line. Either include your references 
when you apply or provide the 
references when they are requested. 

 DON’T use the word “I”. 

 DON’T use jargon or abbreviate 
words, unless you explain the 
meaning. Explain complex terms. 

FORMATTING DON’TS 

 DON’T use a template. Instead, save 
your resume as a Word .doc (Word 
97-2003). Some ATS systems can’t 
read newer .docx Word documents. 

 DON’T save your resume as a PDF, 
RTF, or JPG due to readability issues. 

 DON’T insert a header or footer. 
These “ghosted” sections typically 
cannot be read by ATS. 

 

 DON’T use boxes, lines or borders. 

 DON’T use multiple columns. Text in 
some columns could be blank. 

 DON’T include punctuation, such as 
parentheses, commas or slashes in 
your name section. 

 DON’T use a table. ATS will often 
misread the proper order of tables. 

 DON’T use text boxes.  

 DON’T use shading. 

 DON’T use images or graphics. 

 DON’T use italics or underlining, or 
at least minimize their use – they are 
harder to read than regular type.  

 DON’T put extra spacing between 
words. 

 DON’T double space between 
sentences. 

 DON’T use special characters (other 
than the regular bullet) or accents, 
such as résumé – both can be 
garbled by ATS. For example, résumé 
could be misread as “r?sum?”.  

 DON’T mix fonts. Stick to one.  

 DON’T limit your resume to one 
page. Make it a strong two pages! 
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Module 2 Deep Dive Guide: 

Applying through Job Fairs 
By Kathy Bernard and David White, exclusively for participants of the WiserU Career System 

 
1. Register for the job fair in advance to receive guidance about what to expect and how to 
benefit from attending. Some fairs are informal; others are highly structured. Be ready for 
whatever happens.   

2. Research attending companies so that you can speak knowledgeably to company 
representatives. Mention what you know and like about the company or its products or 
services to the company representatives at the booth. 

3. Arrive early to get a jump on the competition. Lines can be long and company 
representatives can grow weary. Keep your energy level high and your interactions with 
company representatives positive and enthusiastic. Seek to be memorable. 

4. Dress like you would for an interview. It is better to be over-dressed than under. 

5. Bring more resumes than you need. Also bring business cards (with all correct and up-to-
date contact information, including name, general job title, phone number, email address, 
and LinkedIn profile address, which can be found under your picture on your LinkedIn 
profile) and notepad and pen for jotting down information. You may want to staple your 
business card to your resume to make it easy for recipients to contact you. Be cautious 
about taking notes on your mobile phone as you can look like you are texting. 

6. Think of booth interactions as mini-interviews. They may be brief, but expect the sort of 
questions that you would get at interviews. Be prepared to answer well. 

7. Attend workshops that might be part of the job fair. Use such opportunities to not only 
learn new information, but also to network with presenters and attendees. 

8. Manage your expectations. Job fairs can be frustrating and unproductive, but seek to get 
what you can out of each opportunity. 

9. Practice your quick pitch that you will make to company representatives. Modify it if it's 
too long, or not as smooth and engaging as you would like it to be. 

10. Ask questions and ask for business cards to continue the conversation after the job 
fair. Ask questions that show you know about their company and that lets the company 
representatives know that you “get” their business. 

11. Send a thank you email to company representatives. If you are interested, let them 
know it and tell them why specifically that you are interested in their company. Seek to 
arrange an interview or coffee meeting. If you are not interested in their company, thank 
them anyway for taking their time to speak with you. 
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Application Log 
Keep track of the positions for which you have applied so you are ready if you receive a call from one 
of your sought-after companies. The log will also come in handy if you need to track job application 
information to submit an unemployment claim. 

 
Date Source Company Title Action Notes Response 
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Module 2:  Detailed Document 
Complete this section to keep track of information that will be constantly asked on application forms. 

Next most recent position Your responses 

Company name  Phone 

Company address  

City/State/Zip  

Supervisor’s Name  

Supervisor’s Title  

Supervisor’s Phone  

Supervisor’s Email  

Titles Held  

Duties  

 

Reason for Leaving   

Start Date  End Date Starting Salary Ending Salary 

  
Next most recent position Your responses 

Company name  Phone 

Company address  

City/State/Zip  

Supervisor’s Name  

Supervisor’s Title  

Supervisor’s Phone  

Supervisor’s Email  

Titles Held  

Duties  

 

Reason for Leaving   

Start Date  End Date Starting Salary Ending Salary 

  
Next most recent position Your response 

Company name  Phone 

Company address  

City/State/Zip  

Supervisor’s Name  

Supervisor’s Title  

Supervisor’s Phone  

Supervisor’s Email  

Titles Held  

Duties  

 

Reason for Leaving   

Start Date End Date Starting Salary Ending Salary 

  
Educational History Your response 

Elementary School Name  

School Address    

City/State/Zip   

Phone       Start Date End Date 

  

Middle School Name  

School Address    

City/State/Zip   

Phone       Start Date End Date 

High School Name  

School Address    
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City/State/Zip   

Phone       

Start Date      Start Date End Date 

School Address    

City/State/Zip   

Degree Attained General GPA Graduate? 

  

Higher Education  

School Name  

School Address  

City/State/Zip  

Phone Number  

Major(s)  

Degree(s) Attained  

Start Date End Date GPA GPA w/in Major: Graduate? 

  

Post-College Education  

School Name  

School Address  

City/State/Zip  

Phone Number  

Major(s)  

Degree(s) Attained  

Start Date End Date GPA GPA w/in Major: Graduate? 

  

Military History  

Social Security #  

  

Often Requested Info  

Driver’s License # State Class Restrictions Lic. Plate # 

Certifications 
 

 
 
 

Licenses 
 

 
 
 

Proficiencies 
 

 
 
 

Skills/Abilities 
 

 
 
 

Awards 
 

 
 
 

Professional Activities 
 

 
 
 

Volunteer Activities  
 
 

Other Items to 
Remember 
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Deep Dive! Assignment: 

Applying for Positions 
 

Now that you’ve learned about the many ways to apply and the importance of applying well online, let’s 
review what you’ve learned and put it into practice. 
 
Quick Quiz: 
 
1) What is the best resume document format for online applicant tracking sites and why? 

______________________________________________________________________________________ 
_____________________________________________________________________________ (See page 1)  
 

2) What are some ways to overcome a lack of experience? _______________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________ (See page 1) 
 

3) How should Microsoft Office Suite proficiencies be listed? ______________________________________ 
_____________________________________________________________________________ (See page 2) 
 

4) How should your education be displayed on your resume? _____________________________________ 
_____________________________________________________________________________ (See page 2)  
 

5) When should you prepare the cover letter when applying online? ________________________ (See page 2)  

 
6) Explain how to respond to required salary boxes on online application sites: 

_____________________________________________________________________________________ 
_____________________________________________________________________________________ 
_____________________________________________________________________________ (See page 2) 

 
7) What are the two main reasons that job applications are rejected? _______________________________ 

_____________________________________________________________________________ (See page 3) 
 

8) How do you prevent online application systems from populating its boxes with your information in the 
wrong order? __________________________________________________________________ (See page 4) 

  
9) What should you use instead of an objective on your resume? __________________________________ 

_____________________________________________________________________________ (See page 5) 
 

10) Which line is useless and should be excluded on your resume? ___________________________________ 
______________________________________________________________________________ (See page 5)  

 
Assignment 1: Apply for three jobs on online application sites using the advice provided in the video and Deep 
Dive guide. Track your jobs on the Application Log (see page 7).  
 
Assignment 2: Complete the Detailed Document (pages 8 and 9) to keep track of information that will be 
constantly asked on application forms. 
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