
In today’s job market, many companies use Applicant 

Tracking Systems (ATS) to manage applicant submissions. 

Understanding how to optimize your resume for ATS 

technologies may significantly increase your chances of 
landing an interview. Applicant Tracking Systems (ATS) 

are software tools used by employers to manage and 

streamline the recruitment process. 

How Applications Are Filtered & Ranked

KEYWORD MATCHING

ATS scans resumes and applications for specific 
keywords that match the job description. These 

keywords typically include skills, qualifications, 
job titles, and relevant experience. The closer the 

match between the resume’s content and the job 

description, the higher the application will rank.

RELEVANCE OF EXPERIENCE

ATS evaluates the relevance of a candidate’s 

experience, often focusing on recent job titles, 

companies worked for, and the duration of employment. 

Resumes with relevant experience are prioritized.

How to Optimize Your  
Resume for Recruiters
A STEP -BY-STEP GUIDE 

This guide provides step-by-step instructions on formatting your 

resume for ATS and tailoring it for specific job descriptions.



Step-by-Step Guide to Formatting an ATS Resume  

STEP 1: START WITH THE BASICS

1. Name and Contact Information 

• Full Name: At the top of your resume.

• Phone Number

• Email Address: Use a professional email address. 

(Separate from your current employer email address. 

• LinkedIn Profile: Ensure it’s up-to-date and relevant.  

Check out our blog “How to Optimize Your LinkedIn 

Profile for Success: Strategies for Professionals”
• Address: Add your city, state and zip  

code – recruiters will filter this for roles

2. Professional Summary or Objective

• A brief statement summarizing your experience  

and career goals. Be sure to include your 
industry and your years of experience. 

• Tailor this section to the job you are applying for to.

3. Skills

• List relevant skills that match the job description.

• Use keywords from the job posting. Artificial 
intelligence platforms are great to merge job post 

keywords into a resume. Be prepared to discuss 
the skills listed on your resume in your interview. 

4. Work Experience

• Job Title

• Company Name

• Location (City, State)

• Dates of Employment (Month/Year – Month/Year)

• Bullet Points of Responsibilities and 

Achievements: Use action verbs and 

quantify achievements where possible.

5. Education

• Degree 

• School Name

• Location (City, State)

• Graduation Date (Month/Year)

6. Certifications and Licenses (if applicable)

Include any relevant certifications and licenses.

STEP 2: FORMATTING YOUR RESUME 

ATS systems can struggle with complex formatting like tables, graphics, or unusual fonts. Simply formatted resumes  

are optimized best for recruiting software (e.g., plain text, clear headings) because they are easier for ATS to read and, 

therefore, less likely to be filtered out.

1. Use a Simple Layout

• Stick to standard fonts like Arial, 

Times New Roman, or Calibri.

• Use a font size between 10 and 12 points.

• Use standard margins (1 inch on all sides). 

2. Headings and Sections

• Clearly label each section (e.g., “Work 

Experience,” “Education,” “Skills”, etc.).

• Use bold or capital letters for headings 

to make them stand out.

3. Consistent Formatting

• Ensure consistent use of bullet points, dates, 

and fonts throughout the resume.

• Avoid using tables, text boxes, or graphics 

as ATS may not read them correctly.

4. File Format

Save and submit your resume in .docx or .pdf 

format, as per the job application instructions. 

If not specified, .docx is often safer for ATS.

https://www.linkedin.com/pulse/how-optimize-your-linkedin-profile-success-strategies-job-seekers-yjgoe/
https://www.linkedin.com/pulse/how-optimize-your-linkedin-profile-success-strategies-job-seekers-yjgoe/


Example of a Resume Optimized for Recruiting Software

Once your resume optimized for recruiting software, your next step is to customize it based on a role you’re  applying for.

John Doe
City, State, ZIP  |  (123) 456-7890  |  johndoe@example.com  |  linkedin.com/in/johndoe

PERSONAL SUMMARY

Dedicated and detail-oriented engineering professional with 8 years of experience in mechanical design and project management. 

Proven track record of developing innovative solutions and improving production efficiency. Seeking to leverage my expertise in a 
dynamic engineering role.

RELEVANT SKILLS 

• Mechanical Design

• Project Management

• CAD Software (AutoCAD, SolidWorks)

• Finite Element Analysis (FEA)

• Technical Documentation

JOB EXPERIENCE 

XYZ Corporation City, State  

Mechanical Engineer  June 2019 - Present

• Designed and developed mechanical components and systems for various projects.

• Conducted finite element analysis (FEA) to evaluate the performance and reliability of designs.

• Collaborated with cross-functional teams to ensure project requirements were met.

• Created detailed technical documentation and reports.

• Led a team of junior engineers in project execution and problem-solving.

ABC Industries City, State 

Junior Mechanical Engineer January 2017 - May 2019

• Assisted in the design and development of mechanical parts and assemblies.

• Performed CAD modeling and drafting using AutoCAD and SolidWorks.

• Supported senior engineers in project planning and execution.

• Participated in design reviews and provided constructive feedback.

• Conducted tests and experiments to validate design concepts.

EDUCATION

University of Engineering City, State 

Bachelor of Science in Mechanical Engineering Graduated: May 2016

CERTIFICATIONS

• Certified SolidWorks Professional (CSWP)

• Project Management Professional (PMP)



STEP 3: TAILORING YOUR RESUME FOR A SPECIFIC JOB DESCRIPTION

1. Analyzing the Job Description 

Carefully read the job description and identify 

keywords and skills that are frequently mentioned.

2. Adjusting the Personal Summary

Modify your personal summary to reflect 
the job you’re applying for, incorporating 

key terms from the job description.

3. Highlighting Relevant Skills

Ensure your skills section mirrors the skills mentioned in 

the job description. Emphasize the most relevant ones.

4. Customizing Job Experience

Reframe your job experience bullet points to align 

with the responsibilities and qualifications listed in 
the job description. Use specific and quantifiable 
examples, such as data points, numbers, etc. 

to demonstrate your relevant experience. 

Job Description Example 

Job Title: Senior Mechanical Engineer 

Location: City, State 

Company: ABC Engineering Solutions 

Job Type: Full-Time

About Us: ABC Engineering Solutions is a leading provider of innovative engineering solutions in the mechanical, electrical,  

and plumbing sectors. We are dedicated to delivering top-notch services and solutions to our clients, ensuring efficiency and 
sustainability in every project.

Job Summary: We are seeking a highly experienced and motivated Senior Mechanical Engineer to join our dynamic team.  

The ideal candidate will have a proven track record in mechanical design, project management, and team leadership. This  

role requires a deep understanding of mechanical engineering principles, a keen eye for detail, and the ability to lead complex 
projects from concept to completion.

Key Responsibilities

• Lead the design and development of mechanical systems  

and components for various projects, ensuring compliance 

with industry standards and client specifications.
• Conduct detailed analysis and simulations using Finite 

Element Analysis (FEA) and Computational Fluid  

Dynamics (CFD) to validate and optimize designs.

• Oversee and manage multiple projects simultaneously, 

ensuring timely delivery and adherence to budgetary 
constraints.

• Collaborate with cross-functional teams, including electrical 
engineers, project managers, and manufacturing teams,  

to ensure seamless project execution.

• Prepare and review technical drawings, specifications, and 
documentation to ensure accuracy and completeness.

• Mentor and provide technical guidance to junior engineers, 

fostering a culture of continuous improvement and 

professional development.

• Conduct design reviews, risk assessments, and failure  

mode effects analysis (FMEA) to identify and mitigate  
potential issues.

• Stay updated with the latest industry trends, technologies,  

and best practices to drive innovation within the team.
• Communicate effectively with clients, stakeholders, and  

team members to ensure alignment and project success.

Qualifications
• Bachelor’s degree in Mechanical Engineering or a related  

field (Master’s degree preferred).
• Minimum of 8-10 years of experience in mechanical 

engineering, with a focus on design and project management.

• Proficiency in CAD software (e.g., AutoCAD, SolidWorks, 
CATIA) and analysis tools (e.g., ANSYS, Abaqus).

• Strong understanding of mechanical systems, 

thermodynamics, fluid mechanics, and materials science.

• Excellent problem-solving skills and attention to detail.
• Proven ability to manage multiple projects and lead  

teams effectively.
• Strong communication and interpersonal skills.

• Professional Engineer (PE) license is highly desirable.
• Experience in the automotive, aerospace, or manufacturing 

industries is a plus.



Example of the ATS Resume Tailored to the Job Description

John Doe
1234 Engineering Lane, City, State, ZIP  |  (123) 456-7890  |  johndoe@example.com  |  linkedin.com/in/johndoe

PERSONAL SUMMARY

Results-driven Senior Mechanical Engineer with over 8 years of experience in mechanical design, project management, and team 

leadership. Proven track record of developing innovative solutions, conducting detailed analyses, and improving production efficiency. 
Seeking to leverage my expertise in a dynamic engineering role at ABC Engineering Solutions.

RELEVANT SKILLS 

• Mechanical Design

• Project Management

• CAD Software (AutoCAD, SolidWorks, CATIA)

• Finite Element Analysis (FEA) and Computational  

Fluid Dynamics (CFD)

• Team Leadership and Mentoring

• Technical Documentation

• Risk Assessment and Failure Mode Effects Analysis (FMEA)

JOB EXPERIENCE 

XYZ Corporation City, State  

Senior Mechanical Engineer  June 2019 - Present

• Led the design and development of mechanical systems and components for various projects, ensuring compliance with industry 

standards and client specifications.
• Conducted detailed analysis and simulations using Finite Element Analysis (FEA) to validate and optimize designs.

• Managed multiple projects simultaneously, ensuring timely delivery and adherence to budgetary constraints.
• Collaborated with cross-functional teams, including electrical engineers, project managers, and manufacturing teams,  

to ensure seamless project execution.

• Prepared and reviewed technical drawings, specifications, and documentation to ensure accuracy and completeness.
• Mentored and provided technical guidance to junior engineers, fostering a culture of continuous improvement  

and professional development.

• Conducted design reviews, risk assessments, and failure mode effects analysis (FMEA) to identify and mitigate potential issues.

ABC Industries City, State 

Mechanical Engineer January 2017 - May 2019

• Assisted in the design and development of mechanical parts and assemblies.
• Performed CAD modeling and drafting using AutoCAD and SolidWorks.

• Supported senior engineers in project planning and execution.

• Participated in design reviews and provided constructive feedback.
• Conducted tests and experiments to validate design concepts.

EDUCATION

University of Engineering City, State 

Bachelor of Science in Mechanical Engineering Graduated: May 2016

CERTIFICATIONS

• Certified SolidWorks Professional (CSWP)
• Project Management Professional (PMP)


