
Resume Survey Feedback:

HR Staff, Recruiters, Hiring Managers&
Upper Management Perspective
What Gets their Attention in a Resume?

What’s Their Opinion on Resume Enhancers (e.g. Work Samples)?

What’s Their Opinion on Resume Follow Techniques
(e.g. Short Marketing Slide Show)?
1/19/2009

Introduction

I did a survey of people from HR, Hiring Managers, Recruiters, and Upper Management (Directors, VPs, Presidents, and CEOs) to find out what attributes a resume had to have to be selected for further consideration.  I also asked if there were items you could submit along with a resume (e.g. work samples) that would make a difference and also asked their feedback on several resume follow up techniques (e.g. short marketing slide show).  The actual questions are listed below.

Since you used to be a recruiter, I thought you might be able to give me your insights on this. We're planning a Roundtable Discussion for several job seeker support groups and there's one question I'm certain everyone will have.  They all want to know how Hiring Managers, HR Staff, and Recruiters make decisions about which candidates to bring in for an interview based on their resume and/or cover letter.  What is it that really attracts your attention, makes you feel s/he is a good fit, and compels you to bring him/her in for an interview (or at least do a telephone pre-screen)?  If you could email me your thoughts and perhaps cite an example or two, I'd really appreciate it.  Then I can compile them with other people's responses and give them to the job seekers at each group's meeting.

 

Oh, one other thing.  After someone submits a resume, what would you recommend they do to follow up that appears positive and isn't taken as being pushy?  Is it appropriate to follow up with 1-2 work samples (or send with initial resume), mail a card that briefly reiterates your skills and enthusiasm for the job, ear mail a brief 4-6 screen marketing slide show (with graphics) that highlights your skills, or anything else like that?  I've attached samples of these three items so you can see what I mean.  Also, if a job candidate made a reference in their resume to a URL containing their career portfolio, would you typically look at it?

Their responses to these questions are included below.  I hope you them helpful in your job search.

Larry LaBelle, Training Tamer Inc., Tampa, FL  
www.trainingtamer.com 
HR Staff Feedback
From Alicia Gordon, HR Person

 

In a recruiting or staffing function, I always read the cover letter, to see A) if the applicant can write a coherent document (tense, sentence structure, spelling, punctuation, etc.), and B) if he/she has documented some of the specific experience that our ad/posting requires, or brings to the reader's attention relevant exp/background.  I hate standard cover letters and not signing them!  Then I glance over the resume to look at the industries they've been in, their roles, and description of their duties.

 

From there, I determine my "yes" pile and telephone screen those folks to see if how they perform on the phone.  I'm looking for their demeanor, how they handle themselves, how they answer my questions, vet for specific experience and requirements of the job.  From there, I determine if I want to present that individual to the hiring manager.

Also,  if someone has been "downsized" or laid off, I ask what they've been doing.  If they reply, "Looking for a job.", I ask, "How have you been looking for a job?"  I'm looking for what networking groups have they been going to, what volunteer work they've been doing, are they helping their family or exercising, have they started a home business like walking dogs or handywoman, are they DOING,  are they INVOLVED, or are they sitting on the couch watching TV, eating potato chips?  The answers have been interesting at times.  You don't want the interviewer to think you're just sitting around like a bump on a log.

 

And the minute they begin to speak poorly of their former employer or supervisor, or in general complaining, I begin to write them off.  Hey, these are tough times for EVERYONE - I don't need to hear your complaining.  Remember, life is like a cocktail party, no one likes to hear about your health problems, marital problems, or any problems.  I am calling you about a job; I am not your therapist.

 

And when I call, if that is not a good time because the kids are home, or you cannot devote quiet time for me, then tell me and I am happy to reschedule.  Tell the recruiter, "May we reschedule so that the house is quiet for me to speak with you uninterrupted?"
Oh, one more thing.  If the job seeker has specific exp the employer is looking for, highlight that work in your resume.  For instance, if I am submitting my resume for a staffing job, I highlight the work "recruitment" or "staffing" in each job (one per job is enough) - not highlight my title, but in the description of my job duties.  In my resume, I have "full cycle staffing" highlighted.  This will catch a reader's eye.

 

Recruiters or HR folks are skimming, so catch their eye

 

Thanks, 

Alicia

Alicia10@insightbb.com

From Michael Schweizer, SPHR, Tampa, FL
As you know, there is no "magic" to getting picked for an interview.  Indeed, there are probably books on this subject out there.
We (us "HR types") get asked this question a lot during PPN, "Tweener", TPTB and other "job club" meetings.   We don't take it personally.  We understand the frustration, because we feel it too.   The ironic part is, even WE have trouble getting interviews; in spite of everyone's suspicion that we secretly know "how the game is played."  Some of the worst resumes I've read, came from HR people.  Some of the worst interviews I've done were with HR people.  So don't think we have all the answers, because we don't.
There is no mathematical equation, secret words or phrases, lucky charms, chants or prayers that will score you an interview.   Even these brief paragraphs won't give you a clear roadmap to the interview table.  Sadly, it is sometimes a case of luck and timing.  But it's also a case of writing a good resume that gets my interest.  A resume is just a marketing tool that gets you an interview.
By the time I start recruiting, I've already identified and confirmed what the minimum and desired qualifications and requirements are for the position with the hiring manager.  As you know, HR does not always do the selection and hiring, but merely serves as a conduit to the hiring manager.   So, when I screen resumes/applications I look for people who have the "desired" qualifications who go in my "yes" pile and put those who meet the "minimum" requirements in another pile ("maybe") for possible consideration later.  The rest, who do not meet the minimum quals, go in a "no" pile.  Personally, I don't read cover letters until I get to the resume into the "yes" or "maybe" pile...and that's on a second pass at the resume. That's just me.

The problem is, many times (probably more so now, in this dismal job market) the vast majority of those who apply for a job are not even remotely qualified.  This takes time for the HR person to read/scan over the resume and adds to the screener's fatigue, making it possible for the resume screener to overlook an otherwise qualified candidate as the day wears on.  Thus the "luck and timing" I mentioned earlier.
Consider this, a company may easily get 600+ resumes for a single position; so the name of the game is to eliminate as many resumes/apps as you can to get to the "prime candidates".  If I am recruiting for 10 positions, I am looking at 6,000+ resumes.  Does it all become a blur after a while?  Isn't there an element of luck and timing in all this?  Sure, there are electronic resume scanners/software that search for key words, but those are of limited reliability in my experience.
So, on my "second pass" at the resumes in the "yes" pile, I will look closer at the cover letter and resume.  I look for stability in their employment history and a history of achievements.  I am hesitant to send a resume of a candidate who appears to switch or lose jobs every couple of years to a hiring manager.  I look for their ability to express themselves and their thoughts.  Writing skills enter into the equation here.
I may, or may not, do a phone interview (from those remaining in my "yes" pile) before deciding to send the resume on to the hiring manager.  I will sometimes do the personal interviews with the hiring manager present by request, but many times will leave that task to the hiring manager and perhaps a team of other interviews in his/her department.
Hope this helps. You'll probably get a similar but somewhat different approach from other HR professionals and different organizations.

Michael A Schweizer, SPHR

hrpro3351@aim.com
Career Specialist
 
When I have been in hiring situations, and have a pile of resumes from which to select candidates for interviews, it’s usually fairly easy to separate those who are serious about the position from those who have sent their resumes in just because there’s an open position.  Candidates who are serious about a position will have done a lot of research BEFORE they apply.  Their resumes address what we are looking for fairly close to the top so we can find it easily.  They go into more detail with their previous positions that show they have experience in what we’re looking for, even if it was just a part of a job.  They break it down and give us the results of their efforts to show that they can do the job.    Their cover letters specifically address what we are looking for and give examples of their experience that meets our qualifications.  It is evident from looking at their materials that they have researched the job and the company as much as they could and then crafted their resumes and cover letters according to our needs.
 
Others stand out as destined for File 13 for the opposite reasons.  They send a generic resume and cover letter that is so vague it’s obvious they send the same one for every opening.  They do not address the letter to anyone personally, nor do they show that they know anything about the company or what we’re looking for.  As an aside here, I implore employers to give a good job description for the open position so the candidates can address the specifics.  
 
I’m sure that I don’t have to add that any resume or cover letter that has misspelled words or improper grammar is immediately rejected because this is an example of how their work will be completed -  without making sure that it was done correctly and without flaws.  
 
When it comes right down to it, those who have previous experience doing this job and discuss their accomplishments get an interview.  The more experience and the better accomplishments, the higher on the interview list.  Of course, they may still blow the interview, but at least they get a chance.  Those without experience, even though they may be quick learners and great people, will usually not be invited in, especially if there is a significant number who have experience.
 
Hope this helps.
 
Marsha
 

Marsha M. Leap
863-607-3090 PH  888-290-7771 Fax
marsha@LeapAheadToday.com  LeapAheadToday.com
 
Recruiters Feedback
From Ross Squire, Recruiter/President, KnowledgeStaff, New York, NY
 

Here are some thoughts that may be helpful to the job seekers:

 

1.       The average time that I spend on a resume before making my initial assessment is usually less than 10 seconds. That’s it and that’s all the time that job seekers have to grab my attention. Other resume screeners may allot more time but my guess is that they are not allotting much more time before making their initial assessments.

2.       Wherever and whenever possible the resume should be targeting directly to the job that has been posted. I rarely read cover letters anymore. Resumes should be customized to specifically address the activities and skills being stressed job description. Customizing the resume will greatly increase the likelihood of being called in for an interview. 

3.       Resumes should use the terms used in the job description. For example, if the position calls for a, Executive Assistant, those exact words should show up somewhere in the resume. The reason that this is important is that most resume screeners use a search function to access online resume database. If I am searching the database and enter the words “Executive Assistant” and your resume uses some other title (for the same type of job function), your resume will not appear in my search results list. If your resume does not show up in my search results list the odds are likely that you will not receive an invitation to interview. 

4.       The primary importance of the resume during a job search is to generate interviews. If you are not getting invitations to interview the resume needs to be tweaked. 

5.       I would recommend that wherever possible job seekers should try and forward their resumes directly to a hiring manager. Depending on the level of the position, the name of the manager could be found through internet searches, membership directories, or calling the corporation. Your approach to the hiring manager can indicate that you heard through contacts that there may be an appropriate opening in this organization. Hiring managers, while busy, are best qualified to make assessments on the resumes of candidates for their position.

 

In response to your questions:

 

Is it appropriate to follow up with 1-2 work samples (or send with initial resume) – YES

Mail a card that briefly reiterates your skills and enthusiasm for the job – YES

Email a brief 4-6 screen marketing slide show (with graphics) that highlights your skills, or anything else like that?  - YES

Also, if a job candidate made a reference in their resume to a URL containing their career portfolio, would you typically look at it? -YES

Keep in mind that if these additional steps are targeted to an HR rep or recruiter they may be less effective than if they were addressed to a hiring manager.

 

Hope this helps!

  

Ross Squire
KnowledgeStaff
T: 866-742-2410
F: 646-792-4170
rsquire@knowledgestaff.com
 
From Livia Wright, Recruiter, Lakeland, FL
 
I do the initial phone screens for my clients.  I will only schedule phone interviews with candidates whose resumes or cover letters clearly have the skill set, experience, and education my client requires for their positions.  And it does have to be clear!  I don’t have time to guess.  IT resumes typically are the best examples of this.  Most IT professionals list their years of experience along with their skills and certifications at the top of their resumes, e.g. .net developers will have a list of programming and development languages and Java or Windows certifications. And they will make a distinction between contract or permanent positions on their resumes under experience again with the languages or skills used for the particular position or project.  But a candidate in any profession can do the same thing.
 
I normally don’t read separate cover letter attachments but will glance at those incorporated in the email.  The only time I’ll open up a cover letter attachment is if I can’t discern for what position the candidate is applying.  That’s not good.
 
Hope this is helpful.  Let me know if you need anything else.  I plan to be at the ProNetPolk meeting on the 19th.  And if you have anything you would like to post on the ProNet LI group you are always welcome.
I don’t look at work samples or marketing slide shows but a hiring manager might depending on the industry and skill sets. Too much can be overwhelming and seem a bit cheesy.  I do look at URLs with career portfolios as IT people typically have them and would encourage all job seekers to have them if possible. A URL will make it easier will make it easier for a recruiter to find their resume with a Google search.  Not all recruiters have access to big job boards but good ones know how to use a search string on Google to find candidates.
 
 
Livia
lwright@tampabay.rr.com
From Christine Hampton, Recruiter, Harbor Light Recruiting, Tampa, FL
The best advice is to make sure your resume fits the job description.  I think this has to be said to candidates the right way so they know I don’t mean, “lie on your resume”.  What I mean is that candidates really have to look at the job description.  Then they need to be sure that the experience they have is highlighted plainly on the resume – NOT THE COVER LETTER!!!!!!  I almost never read a cover letter.  This might mean that they change their resume with every job they apply for, yes – it does.  Keep track of the resumes they submit and they will be just fine. 
As a recruiter, candidates assume they will get the chance to talk to me about their background and “prove” to me they are qualified when I call them.  That won’t do them any good if I don’t even have enough reason to call them.  I know this seems simple, but you’d be amazed how many people just don’t do it.  If it’s a RECEPTIONIST job that calls for EXCEL experience - then you better be sure the resume says exactly how skilled I am at excel and highlights, bullet points all my prior reception duties including details about how many phone lines I worked, etc…  
Without lying, MAKE the resume fit the job description.  Put effort into the resume.  Every single résumé, with every single submission.  No one said looking for a job was supposed to be easy.
 
Good luck!
  
Regards,
 
Christine Hampton
 
Manager - Recruiting
Harbor Light Recruiting, Inc.
Tampa, FL
christine.hampton@harborlightrecruiting.com
941-306-1374 (voice)
727-674-4032 (fax)
 www.harborlightrecruiting.com
Linsy Guerrero, Recruiter, TECHUSA, Tampa, FL
I would be happy to answer your question from a technical recruiter’s perspective (mine specifically), strictly on the staffing augmentation side of business.
 
As far as a cover letter is concerned, I do not ever use them. They can serve a good purpose of highlighting skill sets in reference to a job description, but it is my job to talk to a candidate and ask detailed questions about their background in reference to an opportunity, so I do not have the need for them. 
 
As far as resumes are concerned, I want to make it clear that FIRST and FOREMOST, I go through my “hotbook” of candidates for any new position that comes our way. My hotbook consists of candidates that I keep in contact with frequently and whose skill sets I am very familiar with. This is a benefit to working with recruiters as they should remember their qualified candidates and their capabilities. I will give the opportunity to people that either I or the company have already worked with or been in contact with over someone I have yet to meet if it is a good fit for them. If it is not someone I know personally, I will conduct a search through our database first by doing a general quick key word search, much like I would do a search on a job board. Since I work with a vast number of technologies, I will type in whatever the actual role is (i.e. “QA”, “developer”, etc.) as well as the technologies used (i.e. “Siebel”, “Oracle”, etc.). Of course the more intense the requirements, the more intense my key word search is, and I ALWAYS do a Boolean search using asterisks. I will then open up my search to the job boards, usually Dice, CareerBuilder and Monster to begin with.
 
I also use networking to find candidates, sites like LinkedIn, Facebook and several others if necessary.
 
If I get search results from a key word search, no matter where I pulled it from, I will look first at the important technologies in reference to the job description. If they are a match, I will call the individual to determine more details of their experience. I also look for continuity of jobs (no large gaps in employment), progression of career (especially if they are several job changes), and location of jobs (to see if they have moved around quite a bit). Not that any of these would necessarily throw a candidate out of the running, but I believe it is a general recruiting practice, regardless of the industry to look for these things. If someone is a consultant, seeing several jobs is certainly OK. Otherwise, it conveys to an employer that the person may be a “job hopper” and not have much loyalty to a company and could potentially be a flight risk. It has become more acceptable in general to see resumes that have more than a few jobs, again especially if it was for a much larger advancement in their career path.
 
If I feel after talking to someone that they fit a description well, but that their resume does not reflect that 100%, I will discuss making changes to highlight the necessary skills being requested. I do not ever make the changes myself, and I believe it is not good practice to do so. They should be the one to adjust their information. I will however do a write up on the individual and send it to my account manager to present to our client, which will highlight their important skills as well as other pertinent information I feel the client may need (like willingness to travel, interview availability, soft skills and personality attributes). Again, it pretty much fills the purpose of a cover letter; it is my introduction of the candidate. The difference is that I have screened this individual and the employer knows that. I am giving my word that I have verified the individual’s skills. On that note, we will also check references which our client’s also know. 
 
If my candidates are selected for a phone screen, I will prepare them to the best of my ability for that (manager’s personality, what type of questions to be prepared to answer, etc.). I also have several documents that I send out to prepare them as well. It is up to the candidate to do their homework and be prepared from there (which you are very familiar with ). There ARE interviewing skills which are very important to practice and study. It is not just suggested, it is necessary. Employers can tell when candidates are prepared!!!
 
The rest is history…..the same preparation will come at every step of the interview process. 
 
To summarize, it is important for technical resumes to be updated frequently, with new versions of technologies, new technologies in general, as well as new certifications and educational achievements. Most of the time, we will pull out the important information we need pretty quickly as long as there is some indication there is a match of skills and requirements. 
 
Sorry if I rambled or did not answer your question properly, I just figured I would let you know what my personal process looks like from start to finish. As I mentioned, recruiting is different in this arena. If you have the skills, you have the skills!
 
If I can help you out any further in relations to this matter, please let me know!
 
Have a GREAT day!!!
Linsy
TECHUSA, Tampa, FL

Lguerrero@techusa.com
Carol Evans, Recruiter, Management Recruiters, Lee, NH

Hi Larry 
Here is a quick response to your questions.  Remember that I served as a recruiter and Training Director for an executive search firm a long time ago, in the early 80's and the world has changed to electronic communication. When I've seen the job search sites on the web, you only get a limited ability to differentiate yourself and the results pouring into companies can be searched by key words, all of which serves to take the personal element out of it.

Especially in this market, I would think what will matter most to employers is the specific, factual examples of what the candidate knows and has done in the past.  The PowerPoint work sample does that the best; the Card does that the least.
I always looked for someone who could write a cover letter which was clear, readable with correct spelling and grammar stating concisely why I should consider talking with them.  I doubt if many candidates today can spell and write as well as in the past.  We recruiters all looked for folks with very specific knowledge who could hit the ground running.  It is insufficient for anyone these days to describe themselves as "organized" or "personable" or a "self starter."  All of these kind of qualities are assumed.
Let me know if there is more that you need. 

Carol
Hiring Managers Feedback
Larry LaBelle, Director of Training, Platinum Technology Inc. (now Computer Associates)
In reviewing resumes to identify people to bring in for an interview (or to consider further) , I looked for key attributes at the top of their resume (in a Skills Summary section or equivalent) that showed the candidate had the skills listed in the job description.  I also wanted to see information about any significant accomplishments that proved what they could do and made it clear they could hit the ground running.  Whatever claims they made up front had to be supported by the details in the Employment History section of their resume.

For certain positions, such as a course developer, I also required that each candidate submit a work sample along with their resume to I could better assess their skills but I’d only look at it if the resume passed muster.  For trainers, I required them to do a sample to minute training program for our team during the interview so we could better assess their training skills.  You need to be prepared for things like this (or Tests before an interview) and ask the hiring manager in advance if you’ll be required to do things like this.  Otherwise, you may be caught off guard and flop.  Those who are prepared win! 
Any follow up material (e.g. very short self-marketing slide show) that add value or showcase your worth are definitely worthwhile and get you back into the forefront of the hiring manager’s mind and reinforce your message and strengths.  Remember to always send these directly to the hiring manager, not to HR.
Upper Management (Directors, VPs, Presidents, and CEOs) Feedback
None for now!
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