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Tailor your CV to Beat the Bots



What we will 
we be 

focusing on in 
this episode….

How software is used to 
screen CVs

Applicant Tracking Systems 
(ATS) and how they work

How to tailor your CV so it 
beats the bots! 



• Designed to search your CV for key words, terms, titles, experience, qualifications, 
skills etc.

• Results of electronic scan are used to score applicants - only high scoring 
applications get seen by recruiters

Image: SoftwareSuggest



Key words and 
terms are taken 

directly from 
the job advert



How ATS works

• Your CV is loaded into an ATS and 
text is then broken up and analysed

• Your CV will be overlooked if it's in a 
complicated format or doesn’t use 
key words

Image: Hire by Google



Formatting 
Guidelines

Do not use tables, 
columns, graphs, 

images or headers 
and footers

Use standard, 
explanatory 

headings separating 
sections

Sequence activities 
in reverse-

chronological order 
with clear dates in 
consistent format 

e.g. December 2019 
– February 2020

Use one simple font Stick to simple bullet 
points and use only 

for sub-points

Submit in requested 
format



Style and 
Content 

Guidelines

Only include relevant points and keep them concise

Leave off any roles or experiences not applicable

Give more words and space to most relevant activities 
and achievements

Try to include measurable results and quantifiable 
evidence

Use action words

Use simple, note-style language 

Write out terms in full and also include acronyms e.g. 
Bachelor of Arts (BA)



Tailoring your 
CV

Adapt your CV each time to the role that 
you are applying to



How to Tailor your CV

Use exactly the terms (and 
acronyms) from the job advert e.g. 
Fluent French, Report writing, 
Computer-Aided Design (CAD)

Include a Skills section

Place key words or terms 2-3 times 
in your CV – these are most often 
tasks or skills e.g. Relationship-
building, Content development, 
Social media marketing

Reiterate key words in various 
sections e.g. Data analysis can go 
under Skills and within Work 
Experience wherever it was 
performed



Final Touches

Don’t forget to check for typos 
or errors!

Test your CVs performance by 
uploading to a free ATS review  
such as Jobscan.Co
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