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B E F O R E  W E  S T A R T

Your Resume Has
Exactly One Job.

Not to summarize your career. Not to list everything you've ever
done. Its only job is to get you the interview. That's it.

Once you stop trying to make your resume "complete" and start

making it convincing, everything gets simpler — what to include, what

to cut, how to phrase it. The same shift applies to interviews: the goal

isn't to recite your resume out loud, it's to have a focused

conversation that answers the one question every interviewer is

quietly asking — can I trust this person to solve my problem?

This guide is short on purpose. Every chapter is something you can

apply to your resume or your next interview today, not "eventually."

HOW TO USE THIS BOOK
Read it once, start to finish. Then pull your current resume
back up and apply Chapters 1-4 line by line before your next
application.
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The Six-Second
Truth
What actually happens in the seconds after you hit
"apply."
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You're Being Scanned, Not Read

Recruiters spend an average of just a handful of seconds on a first

pass of any resume. They're not reading — they're scanning for a

shape: recognizable job titles, a logical timeline, and a few numbers

that jump out. Only resumes that survive this scan get an actual read.

Before a human sees it at all, many resumes pass through an 

Applicant Tracking System (ATS) — software that parses your resume

into a database and lets recruiters search or filter by keyword. This

isn't a mysterious robot rejecting you; it's closer to a search engine. If

the job description says "project management" and your resume only

says "led initiatives," a keyword search might miss you entirely.

Neither of these facts means you need tricks or keyword-stuffing. It

means clarity and structure aren't nice-to-haves — they're the whole

game.

THE TAKEAWAY
Write for a tired human skimming fast and a keyword search
running quietly in the background — at the same time.

G E T  T H E  I N T E R V I E W • E A S Y T O O L S . F U N • 0 5



C H A P T E R  0 2

Resume
Anatomy
The sections that matter, and the order that helps
you most.
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Six Sections, in This Order

1. Contact info

Name, phone, email, city (no full address needed), LinkedIn or portfolio
link.

2. Summary (optional, 2-3 lines)

Only include this if you can say something specific — role, years of
experience, one standout strength. Skip generic lines like "hard-working
team player."

3. Experience

Reverse chronological — most recent first. This is 70% of what gets
read; give it the most space and the sharpest bullets.

4. Skills

A focused list matching the language of the job posting — not every tool
you've ever touched.

5. Education

Degree, institution, year. Move this above Experience only if you're a
recent graduate.

6. Optional extras

Certifications, relevant projects, or volunteer work — only if they
support the role you want.
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Bullet Points That
Prove Impact
The one formula behind almost every strong resume
line.
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The Accomplished-X-By-Y
Formula

Most resume bullets describe duties. Strong ones prove results.
This formula forces the shift.

T H E  F O R M U L A

Accomplished [X] as measured by [Y] by doing [Z]

Start with an action verb, name the measurable result, then explain

how you got there. Numbers don't need to be dramatic — "reduced,"

"grew," "cut," "saved," and "in X weeks" all count.

D U T Y - F O C U S E D

"Responsible for managing social media accounts."

I M P A C T - F O C U S E D

"Grew Instagram engagement 40% in 3 months by shifting to a
weekly video series."

No hard numbers available? Estimate honestly, or use scope instead:

team size managed, number of clients served, frequency of a process

you improved.
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Tailoring for
Each Job
Beating the ATS without gaming it — same resume,
sharper focus.
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Match the Language, Not Just the
Skills

Mirror the job posting's exact terms. If it says "stakeholder
management" and you wrote "worked with clients," change your
wording — ATS keyword matching is often literal.

Reorder bullets by relevance. Put the most relevant achievement for
this specific job first in each role, not necessarily the most
impressive one overall.

Cut what doesn't serve this application. A skill or project irrelevant
to this role is just noise diluting the ones that matter.

Keep a master resume. Maintain one long version with everything,
then trim a copy down for each application — never edit your only
copy.

WHAT TAILORING IS NOT
It's not inventing experience you don't have or stuffing invisible
keywords in white text. Both get caught — by ATS updates or by
the human who interviews you next.
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Mistakes That
Quietly Cost You
Six habits recruiters notice immediately — and how
to fix each one.



C H A P T E R  0 5

Six Things Quietly Costing You
Callbacks

Wall of text
Dense paragraphs get
skipped. Short bullets,
generous white space.

Objective
statements
"Seeking a challenging
role..." says nothing
about you. Cut it or
replace with a
summary.

One-size resume
The same resume for
every job undersells
you for each specific
one.

Typos and
inconsistent
tense
Small errors read as
carelessness on a
document that's meant
to prove attention to
detail.

Unexplained gaps
A one-line note
(freelance, caregiving,
study) removes the
guesswork for a
reader.

Duties, not results
"Managed inventory"
vs. "Cut inventory
costs 15% by
renegotiating supplier
terms."
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The Interview
Mindset
From "prove yourself" to "have a real conversation."
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They're Not Testing You. They're
Solving a Problem.

Every open role exists because something isn't getting done. The

interviewer's real question, underneath every specific one they ask, is

simple: will this person reliably solve that problem? Reframing the

interview this way changes how you prepare — instead of memorizing

facts about yourself, you're gathering evidence that answers their

actual concern.

This also means an interview is genuinely two-directional. You're

evaluating whether this role and team fit you, just as much as they're

evaluating you. Walking in with that framing — rather than "please

pick me" — tends to come across as calm confidence, which

interviewers consistently respond well to.

THE TAKEAWAY
Before the interview, write one sentence: "The problem this role
solves is ___." Let every answer you give connect back to that
sentence.
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The STAR
Method
A simple structure for answering almost any
behavioral question.
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Situation, Task, Action, Result

When you're asked "tell me about a time when...", STAR keeps your

answer structured instead of rambling.

Situation

Set the scene in 1-2 sentences — enough context to understand the
stakes, no more.

Task

What were you specifically responsible for? Not the team's goal — yours.

Action

What did you actually do? This is the longest part — be concrete, use "I"
not "we."

Result

What happened? Quantify if you can, and add what you learned or
would do differently.

PREPARE 4-5 STORIES, NOT 20 ANSWERS
Most behavioral questions can be answered by adapting the
same handful of real stories — a conflict, a failure, a leadership
moment, a tight deadline, a mistake you fixed.
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Questions to Expect,
Questions to Ask
Prepare both sides of the conversation, not just your
side.

?
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What They'll Ask — What You
Should

"Tell me about yourself."

Not your life story — a 60-second arc: where you are now, one relevant
highlight, why this role next.

"Why do you want to work here?"

Reference something specific about the company or role — generic
answers are the most common tell of low preparation.

"What's your biggest weakness?"

Name a real one, then show what you're actively doing about it. Skip the
humble-brag disguised as a weakness.

Questions worth asking them:

"What does success look like in this role after 6 months?"

"What's the biggest challenge someone in this position would face
right now?"

"How would you describe the team's working style?"
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Before, During,
After
A simple checklist that covers the whole process, start
to finish.
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The Full-Process Checklist

Before

Research the company's recent news, product, and the interviewer if
named

Prepare 4-5 STAR stories covering different themes

Prepare 3 questions to ask them

During

Arrive (or log on) 5-10 minutes early, not 30

Let a short silence sit before answering hard questions — rushing
reads as anxious

Take a note or two — it signals genuine engagement

After

Send a short thank-you note within 24 hours, referencing one
specific thing discussed

Note what you'd improve for next time, win or lose
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O N E - P A G E  S U M M A R Y

The Quick-Reference
Cheat Sheet

RESUME INTERVIEW

R E M E M B E R  S T A R

Situation Task Action Result

Match the job posting's exact
language

—

Lead every bullet with an action
verb

—

Quantify results wherever possible—

One page unless 10+ years
experience

—

Tailor per application, keep a
master copy

—

Proofread out loud before sending—

Know the problem this role solves—

Have 4-5 STAR stories ready—

Prepare 3 real questions for them—

Pause before answering hard ones—

Send a thank-you within 24 hours—

Treat it as two-directional
evaluation

—
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Good Luck Out There.
This guide is free to keep, free to share, and worth a re-read

before every interview that matters.

E A S Y T O O L S . F U N  —  M O R E  F R E E  G U I D E S  H E R E
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