The Scannable Resume
Today, many organizations use database retrieval or applicant tracking software into which resumes are electronically submitted or scanned.  Employers identify possible candidates by searching for specific skills and qualifications of applicants in their resume database.  Resumes prepared to be read by computers rather than humans must be prepared using key words, specific information that is generally included in the context of the job description.
A scannable resume maximizes the computer’s ability to “read” resumes.  To maximize the computer’s ability to read your resume, start with a blank Microsoft Word document and type your content.  Do not use resume templates or unusual formats, such as a newsletter layout, adjusted spacing, or large font sizes (>14).  Use the cleanest format and use a standard style resume.  Do not use underlines, vertical lines, italics, fancy fonts such as script, pictures, graphics, tables, or other characters (£, Ω) that are not accurately read by many retrieval systems.

Currently employers are asking for resumes to be submitted in the text of an email or cut and pasted into content boxes within applications.  In addition to having a visually pleasing formatted resume, create a simple Electronic Resume using a Times Roman font.  Start at the top of a MS Word blank document and type all of your information starting on the left margin.  Do not use justification, tabs, bolding, bullets, or any of the negatives stated above.  Only use spaces between major categories.  Replace bullets with hyphens.  Use capital letters instead of bolding to highlight your name and category topics.
Which ever format you use for your resume, test it out.  Email the formatted and simple electronic versions of your resume to a number of friends, including a Career Services professional, in order to see how they look from the reviewers’ perspective.  Does it look the same to the reviewers as it did to the creator?  Can the reviewers open each version and read it?  
As with any resume, make sure that it sells you effectively to your target audience.  Key words can help.  Also, proofread your resumes VERY carefully.  Ask your reviewers to point out any errors they may spot and make sure you make the corrections before submitting it to an employer.

