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Creating an ATS-Compatible Resume 

 

Any recruiter with game is using recruiting software, commonly referred to as “ATS” (Applicant Tracking System). ATS 

can read your resume into a database and get you into the process, such as assigning your resume to a specific job for 

consideration. These systems are impressive in their ability to read content, but not perfect. Therefore, it is important to 

format your resume the right way for ATS to read it, as follows:  

 Draft your resume in Microsoft Word. Do NOT use Acrobat (PDF) because ATS can interpret it as an image, not 

text. Do NOT send a Notepad version (.txt). It reformats and looks like a mess.   

 Do NOT put your name in a header. ATS doesn’t read headers and will load it WITHOUT YOUR NAME. Also, it 

isn’t necessary for your name to appear on each page.   

 Do NOT insert tables or graphic imagines in your resume. Microsoft Word allows the user to insert text in 

tables, embedded spreadsheets and blocks of graphic images, which looks really cool in printed format. 

However, ATS will struggle to read the information and likely ignore it. The recruiter will either request a resume 

formatted in text in MS Word or delete your resume. Keep it simple. The content is more important.  

 Title the resume file with your full name. ATS will save your resume as a document that might be forwarded to 

a hiring manager. The document should NOT read as “resume.doc” or “my resume.doc” or “Jim resume.doc”.   

 Exclude an address at your own risk. Good recruiters focus on skills and experience first in a search, noting that 

some candidates may require relocation. Others may use location as a criteria and exclude your resume.  


