Tips for Resumes Posted on Internet Job Sites
Here's some tips for those of you posting your resume on Monster, Career Builder, etc

HR staff and recruiters search these sites to find qualified candidates.  To do this, they search all the resumes posted there for Keywords that related to the job they're trying to fill.  Whether or not your resume is found or not depends on whether your resume has the Keywords they're using.  To make sure you do but don't clutter up your resume, do the following:

1. Go to the bottom of your resume.

2. Enter the phrase:  "Search Keywords:"

3. On the next line, enter all your keywords.  This includes information from the job description (and any related acronyms that could be used in a search) such as the job title/functions, key skills/critical words in the job description, software required for the job, minimum qualifications, etc.  Be sure to use names that are commonly used in your industry.  
For example, for an Instructional Designer, the list of keywords could be:

· Job Titles/Functions:  Instructional Designer, Instructional Design, Instructional Specialist, Course Developer, Curriculum Developer, Curriculum Designer, eLearning Specialist, eLearning Developer

· Key Skills: Graphics, Animation, Interactive Training, Project Management, 

· Software: Trainersoft, Softsim, Captivate, Pagemaker, Framemaker, Computer Based Training, CBT, Web Based Training, WBT, PaintshopPro, Word 2003, Word 2007, Excel 2003, Excel 2007, Office 2003, Office 2007, Outlook 2003, Outlook 2007, Windows XP, UNIX, Project 2003, Adobe Acrobat 9 Pro

· Minimum Qualifications: 5 Years Experience in Instructional Design

One you get this done, here's a way to ensure this isn't visible on your resume (on screen or printer).  First, highlight all the text.  Then change the point size to 1 by clicking into the Font Size box and entering a 1.  Then change the Font Color of the highlighted text to White.  This will make your Keywords List invisible but it is still there to be found in a Search.  Cool!

One note related to this Keywords process.  If you save your resume in Plain Text format, the Keyword will show up again (white color is removed) and you’ll have to remove them.

The second tip is to regularly update your resume that you have stored on Monster, CareerBuilder, and other Internet Job Sites.  This changes the posting date on the file so it appears to have been posted more recently.  HR staff and recruiters searching for resumes on these sites are looking for/at those most recently posted since there's a greater chance the candidate is still actively doing a job search. To do this, all you have to do is add a SPACE at the bottom of your resume and then repost it on Monster, etc.  If you can edit your resume directly on any of these sites, just do the same thing to that stored version and save it.
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