
Quick tweaks to increase your interview rate 

EXECUTIVE RESUME CHEAT SHEET 

Major & Relevant 

Strengths  

Follow each strength 

up with proof. 

Context for 

Achievements 

Subheadings 

Draw readers’ eyes to 

your key hard skills. 

Quantified 

Accomplishments 

Give your bullets context 

by describing the 

challenge you overcame. 

Graphs* 

For higher level 

positions, use graphs to 

show the overall impacts 

of your actions. 

The Job You’re 

Interested In 

Powerful & “Unselfish” 

Branding Statement 

 

Leadership-Focused 

Summary Section 

This includes keywords, 

which are important for 

ranking in Applicant 

Tracking Systems and job 

boards like Monster and 

LinkedIn. 

* 

This resume utilizes graphs, 

color, and textboxes. Therefore, it 

is unsuitable for online 

applications. Pair your colorful 

resume with a simpler, plain-text 

version to use online. 



Summarize Earlier 

Achievements 

To avoid blatantly aging 

yourself, summarize 

earlier non-management 

positions.*  

Use a Technical Skills 

table to make sure you’re 

not missing any keywords. 

*Although illegal, ageism 

is the #1 form of 

discrimination in the US. 
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Land your dream job with 

CAREERTUNERS 

Need resume help?  

Give us a call! 

951.284.5404 

https://careertuners.com/services

