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For everyone who’s been overlooked, underestimated, or ghosted by a system that
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Your story isn’t over. It’s being redesigned, realigned, and rebuilt on your terms.
May this guide remind you that you’re not broken — the process was. And now,

you’re taking it back.
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SECTION 1: The ATS Black Hole - Why Your
CV Is Being Rejected

Before you can fix your job search strategy, you need to
understand what’s working against you — and why your
applications may be disappearing without a trace. This section
takes you behind the curtain of the Applicant Tracking System
(ATS), the invisible but powerful technology used by most
employers to screen CVs.






What is an ATS?

The Invisible Gatekeeper of Your Career

f you’ve been submitting job applications online and hearing nothing
in return, you’re not alone. Many professionals are in the same position
— applying to dozens, sometimes hundreds, of jobs and receiving no
interviews, no rejections, and no feedback.
It’s disheartening. But the reason is rarely your experience or your talent.
It’s usually the system that’s reviewing your CV before any human ever sees it.
That system is called the Applicant Tracking System (ATS) — and under-
standing how it works is your first step towards overcoming it.

What Exactly Is an ATS?

An Applicant Tracking System is software used by employers to manage the

hiring process. It allows companies to:

- Receive and store every application submitted through their website, job
board, or recruitment platform
+ Convert your CV into plain text

+ Scan for keywords that match the job description
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- Filter out CVs that don’t meet the criteria

- Rank candidates in order of relevance for recruiters to review

In essence, the ATS is the first gatekeeper in your job application process. If
your CV doesn’t pass its filters, it’s unlikely anyone will ever read it.

How Common Are ATS Platforms?

You might think only large corporations use these systems — but they’re now
standard across companies of all sizes.

- Nearly 99% of Fortune 500 companies use ATS software

- Most mid-sized companies (50+ employees) rely on ATS to manage job
applications

- Platforms like LinkedIn, Indeed, Workable, and SmartRecruiters often
feed into ATS pipelines

If you’re applying online, you should assume your CV is being reviewed by an

ATS before it reaches a human being.

How an ATS Thinks: A Real-World Analogy

Think of the ATS as a search engine — much like Google — but instead of
indexing web pages, it’s indexing CVs. Arecruiter types in the job title, required
skills, and key experience, and the ATS returns the top-matching candidates.

For example, if a job post says they need someone skilled in “Google
Analytics,” “SEO,” and “content marketing,” but your CV only says “online
marketing” or “campaign planning,” it may not register as a match — even if
your experience is relevant.

The ATS isn’t smart enough to infer context. It’s a literal system that

responds to exact keyword matches and simple formatting.
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Key Features of an ATS

Function

Resume Parsing

Keyword Matching

Filtering

Scoring & Ranking

Recruiter Dashboard

What It Does

Converts your CV into plain, machine-readable text

Searches your CV for job-specific terms and phrases

Excludes candidates who don't meet specific criteria (e.g. location, degree, years of
experience)

Assigns a score to your CV based on how well it matches the job

Presents top-ranked candidates for further review

Glossary: ATS Terms You Should Know

Term

Parsing

Keyword Matching

Filters

Boolean Search

Ranking

Meaning

The act of breaking down your CV into structured data (sections, bullet points, keywords)

Identifying how well your CV matches the job description

Pre-set rules (e.g. location, minimum qualifications) used to exclude candidates

A way recruiters search using operators like AND, OR, NOT

The order in which candidates appear to a recruiter, based on match score

% %k %k
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ATS Isn’'t the Enemy — But It Is a Filter

It’s easy to feel like the ATS is an unfair system. But the reality is this: the ATS
is not designed to reject you — it’s designed to help recruiters save time. The
problem arises when job seekers don’t understand how to format and tailor
their CVs to work within the system.

The ATS is not biased — it’s blind. If you don’t speak its language,

you won'’t be seen.

The good news? You can learn to speak that language — and this guide will
show you how to do exactly that.

Quick Audit: Have You Been Playing the Game
Blindfolded?

Answer the following:
- Have you ever tailored your CV for a specific job description?
- Have you tested whether your CV is readable by an ATS?

- Do you know which companies use which ATS platforms?

If not, don’t worry — you’re about to learn everything you need to shift the
odds in your favour.

k %k 3k
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Optional Exercise: Audit Your Application Trail

1. Write down three companies you’ve applied to recently.

2. Look up what ATS they use (search “[Company] + ATS” or use a site like
Jobscan).

3. Check your CV formatting — is it ATS compliant?

This simple exercise will help you spot where your applications may have gone

wrong.

% 3k 3k

Next Chapter: How the ATS Works (Behind the Scenes)

Now that you understand what an ATS is and why it matters, we’ll walk you
through exactly what happens to your CV when you hit “Submit” — so you
can learn how to control what happens next.



How the ATS Works

The Journey of Your CV — What Really Happens After You
Hit ‘Submit’

ou’ve tailored your CV, clicked ‘Apply’, and now you’re waiting for
the magic to happen.
But what actually happens once your application enters the system?
This chapter breaks down, step-by-step, the journey your CV takes through
the Applicant Tracking System — and where most candidates unknowingly
fall out of the process. Once you understand this, you’ll be able to design your
CV to stay in the running and rank higher than the competition.

Step 1: Parsing — Breaking Your CV Down Into Data

As soon as you submit your application, the first thing the ATS does is strip
your CV of all design elements. It converts it into plain text so it can process
it using its internal logic.

That means:

- Images, tables, text boxes, and columns are removed or ignored

+ Your headings (like “Work Experience”, “Education”) are detected and

8
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interpreted

- It attempts to extract your name, contact details, dates, and job titles

If your CV contains formatting elements that confuse the parser, your
information can end up in the wrong fields — or not be read at all.

Example: If your name and email are embedded in a header or a text box, the
ATS may completely miss them. In the eyes of the system, it’s as if you never

provided them.

Step 2: Keyword Matching — The First Round of Filtering

Once your CV has been parsed into plain text, the system begins scanning for
relevant keywords based on the job description.

These keywords are usually derived from:

+ The title of the role (e.g. “Digital Marketing Specialist”)
 Required skills and technologies (e.g. “SEO”, “Google Analytics”,
“Figma”)
+ Certifications or education (e.g. “CIPD”, “MBA”, “BSc”)
N«

- Experience levels or industries (e.g. “SaaS sales”, “project lifecycle”,

“clinical research”)

The ATS is looking for exact or close variations of these terms. If your CV lacks

them, it may score lower — even if your real-world experience is relevant.

This is why tailoring your CV for each application matters. A one-size-

fits-all CV rarely performs well.
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Step 3: Filtering — Automatic Knockouts

The ATS may have pre-set filters configured by the recruiter or hiring manager.
These are binary criteria that can exclude candidates outright.
Common filters include:

- Number of years of experience in a specific field

- Presence of a required degree or certification

- Location (e.g. only local applicants)

- Eligibility to work in a certain country

- Keywords that indicate industry fit (e.g. “Agile”, “NHS”, “Python”)

Example: If the recruiter requires “5+ years of experience in JavaScript” and
your CV doesn’t mention that specific phrasing, you may be disqualified —

even if you have the experience.

Step 4: Scoring and Ranking — How You're Stacked Against the
Competition

Once the ATS completes filtering, it will often assign a match score to your
CV. This score is based on how closely your CV matches the job description.
Factors that influence your score:

- Keyword frequency and relevance

- Keyword placement (e.g. are they in the professional summary or buried
at the bottom?)

- Job title match

- Skills and education alignment

- Recent employment history

The recruiter typically sees a dashboard of top-ranked applicants — often
sorted by match score, from highest to lowest.

CVs with low scores may not appear at all unless the recruiter manually

10
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expands the search range.

Step 5: Human Review — But Only If You Make the Cut

Only after passing parsing, filtering, and scoring does your CV reach a human
being.

But at this point, the recruiter is usually looking at the top 10 to 30
candidates. If your CV is ranked lower, you may never get a glance.

This is why even qualified, experienced professionals can be ghosted —
their CV wasn’t optimised for this behind-the-scenes process.

ATS Technology Is Evolving — But Still Flawed

While some newer systems use Al-enhanced matching (such as Greenhouse
or Lever), most ATS still rely on structured logic and keyword parsing. The
more complex your formatting, the more risk you run of your CV being
misinterpreted.

The majority of ATS systems do not “read” your CV like a human does

— they interpret it through algorithms that need clear structure and
language.

Behind the Curtain: ATS by the Numbers

Process Stage System Action Common Pitfalls

Parsing Converts CV into plain text Text in headersffooters, columns, or graphics may be lost
Keyword Matching Scans for relevant terms Vague, general language leads to low match rates

Filtering Applies rules to eliminate candidates Missing degree, location, or key experience may exclude you
Scoring Ranks based on keyword match and formatting Misaligned job titles or missing recent work history reduce score
Human Review Only top matches are seen by recruiter If you're not in the top 10-20%, you may never be reviewed

11
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How to Use This Knowledge to Your Advantage

Now that you understand the system’s process, you can design your CV to:

- Avoid formatting pitfalls that confuse parsing

- Intentionally include the right keywords from each job posting
- Match the job title, even if your current role is different

- Add a professional summary that reflects key terms upfront

- Use tools to test your match score before applying

Reflection & Action Prompt

Review your current CV and ask:

- Is my name and contact info in plain text at the top of the document?

- Are my skills phrased using the language found in the job post?

- Have I avoided columns, tables, and design elements that might confuse
parsing?

- Have I tailored the title of my CV to match the role I'm applying for?

If the answer is “no” to any of these — don’t worry. In the next chapter, we’ll

show you exactly how to reformat and rewrite your CV so it’s ATS-proof and
ready for human eyes.

12



The Big Mistakes - Why Most CVs Get
Ghosted

Getting Ghosted Isn’t Personal — It’s Procedural

f you’ve ever applied for a job, felt qualified, and then heard nothing
back — not even a rejection — it’s not just discouraging. It’s confusing.
You may wonder, “What did I do wrong?”

But in most cases, it’s not about your skills. It’s about how your CV is
structured, formatted, and interpreted by the ATS. And the mistakes you’re
about to see are responsible for thousands of qualified candidates being filtered
out before they’re ever seen by a human being.

Let’s break down the most common mistakes — and show you how to fix

them.

Mistake 1: Using Fancy CV Designs That Break ATS Parsing

A well-designed CV may look beautiful to the human eye, but the ATS does
not care about visual aesthetics. In fact, elaborate designs can actively work
against you.

Common formatting issues include:

13
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- Two-column layouts (ATS reads from left to right — which jumbles the
order)

- Text inside tables or boxes (may be invisible to the system)

- Graphs, charts, or logos (ignored entirely)

- Icons used in place of bullet points (may disrupt parsing)

What happens when this goes wrong? The ATS either skips over key

information or places it in the wrong category. You might have your name

show up in the ‘skills’ section or lose your entire work history in parsing.
What to do instead:

- Use a clean, single-column layout
- Stick to basic bullet points (— or +)
- Avoid headers, footers, and sidebars

- Use standard fonts like Arial, Calibri, or Times New Roman

Remember: A CV that looks ‘plain’ is often the one that performs best in

an ATS environment.

Mistake 2: Not Using the Right Keywords

ATS platforms don’t understand nuance or synonyms in the way a human
does. If the job description says ‘“project management,” and your CV says
“coordinated deliverables,” the match score will be lower — even if the
meaning is similar.

Common keyword-related issues:

- Using industry jargon or internal company language that’s not in the job
description

- Failing to customise your CV per application

- Assuming the ATS will infer meaning

What to do instead:

14
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- Scan the job description and highlight key skills, tools, certifications, and
terms

+ Naturally incorporate those exact phrases into your CV — especially in
your summary, skills section, and bullet points

+ Use tools like Jobscan or Resume Worded to test your keyword match score

Tip: If a keyword appears multiple times in the job description, the ATS

is likely prioritising it in its scoring.

Mistake 3: Using the Wrong File Format

Believe it or not, the file format you use can determine whether your CV is
even readable by the ATS.

Common file mistakes:

- Submitting as a PDF when the system only reliably parses .doc or .docx

+ Uploading a Google Docs link or an image file

- Saving your file with an unrecognisable or generic filename (e.g.
“resume_ final_v6.pdf”)

What to do instead:

+ Submit in .docx format whenever possible

+ Use a filename that includes your name and the job title (e.g. “RayaWhite
_ ProjectManager_ CV.docx”)

+ Avoid special characters in filenames

Some modern ATS can read PDFs, but many older or proprietary systems

cannot. Always err on the side of compatibility unless the employer specifically
requests PDF format.

15
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Mistake 4: Sending a Generic CV for Every Role

This is one of the most common — and costly — mistakes. A generic CV lacks
alignment with the specific job you’re applying for, which results in poor
keyword matching and low ATS scores.

Common signs of a generic CV:

- No mention of the company or job title anywhere
- Skills listed are vague or unrelated to the role
+ Accomplishments don’t tie back to what the employer is looking for

What to do instead:

- Customise your professional summary for each role
- Adjust your bullet points to reflect the top priorities of the job description
- Align your job titles and skills section with the language used in the posting

Yes, this takes time — but sending 5 tailored applications is more

effective than sending 50 generic ones.

Mistake 5: Omitting Key Sections That the ATS Looks For

Some applicants attempt to be creative or minimalist with their CV layout —
but in doing so, they remove essential information that ATS systems expect

to find.
Key sections that must be present:

- Contact information (name, phone number, email)
- Work Experience

- Skills

- Education

Optional, but recommended:

16
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+ Certifications

- Projects

- Languages

+ Volunteer Work

What to do instead:

- Use clear, conventional headings for each section

- Don’t rely on non-standard terminology (e.g. “Professional Journey”
instead of “Work Experience”)

+ Include dates, job titles, and employer names in standard format

Mistake 6: Job Titles That Don’t Match Industry Standards

Recruiters often search using specific job titles. If your CV uses a creative or
internal title, it may be missed altogether.
Examples:

- “Sales Ninja” or “Growth Guru” - will not be picked up for roles titled
“Sales Executive” or “Business Development Manager”
- “Digital Alchemist” - will not match “Digital Marketing Specialist”

What to do instead:
- Use standard industry-recognised job titles, even if your official title was
different

+ You can include your original title in parentheses if necessary (e.g. “Prod-
uct Manager (official title: Product Champion)”)

17
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Mistake 7: Burying Your Most Relevant Experience

Recruiters and hiring managers often focus on the first 1—2 pages of a CV. If
your relevant experience is at the bottom, or difficult to scan quickly, it may
be overlooked.

What to do instead:

- Move the most relevant roles to the top of your Work Experience section

- Use a “Key Achievements” section near the top if needed

- Consider including a strong summary that immediately highlights your
fit for the role

Avoiding These Pitfalls Can Be a Game-Changer

Every single one of these mistakes can reduce your visibility in the hiring

process — but the good news is they’re all fixable.

Now that you understand the most common causes of rejection, you’re ready
to move into the solution phase: how to rewrite your CV to work with the ATS,

not against it.

Next Chapter: Real ATS Systems & Their Role in Hiring

In the next chapter, we’ll look at the most commonly used ATS platforms
across industries, how they differ, and how understanding their quirks can
help you adapt your application strategy accordingly.

18



Real ATS Systems & Their Role in Hiring

Not All ATS Are Created Equal

ow that you understand what an ATS is and how it processes your CV,
it’s time to look at the actual platforms behind the scenes. While all
ATS perform similar core functions — parsing, filtering, keyword
matching — each system has its own quirks, capabilities, and weaknesses.
If you want to stay ahead of the game, knowing what system you’re applying
into can make all the difference.

Why This Matters to You

Each ATS handles formatting, keyword matching, and candidate ranking
slightly differently. Some are strict with layout, others are more flexible
with PDFs, and some even use Al enhancements.

When you know which system is being used, you can tailor your CV
accordingly — giving you a competitive advantage most job seekers don’t
even realise exists.

19
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The Most Common ATS Platforms and What You Need to Know

Here’s a breakdown of the most widely used ATS tools across industries —
and how they behave:

1. Workday

Used by: Amazon, Netflix, Salesforce, AstraZeneca
Known for:

- Being highly structured and enterprise-grade
- Stripping out formatting aggressively

- Requiring clear, simple CVs in .docx format

- Not parsing headers, footers, or tables well

Implication:
Use a minimalist format. Avoid graphics, columns, and complex design.
Ensure contact info is in the body of the CV.

2. Taleo (Oracle)

Used by: UnitedHealth, Marriott, General Motors, Nissan
Known for:

- Being keyword-sensitive but difficult for applicants to navigate
- Strict file requirements (often .doc or .docx only)

« Occasionally misreads creative job titles or embedded fonts
Implication:

Use direct job title matches and standard section headings. Avoid uploading
PDFs unless specifically requested.

20



REAL ATS SYSTEMS & THEIR ROLE IN HIRING

3. iCIMS

Used by: Target, Uber, Spotify, FedEx
Known for:

- High keyword dependency
+ Allows recruiters to manually weight criteria
- Displays parsed CV data alongside uploaded CV

Implication:
Tailor your CV to mirror the job description language. Assume recruiters
are searching by exact keyword matches.

4. Greenhouse

Used by: Airbnb, Dropbox, Pinterest, Stripe
Known for:

+ Being more modern and candidate-friendly
- Integrating with LinkedIn Easy Apply
- Offering collaborative hiring and recruiter notes

Implication:
Greenhouse is more flexible with formatting, but keyword optimisation still

matters. Including soft skills and achievements may carry extra weight.

5. Lever

Used by: Shopify, Atlassian, Netflix (in some regions), Canva

Known for:

- Combining ATS and CRM features
+ Allowing recruiters to tag and rank candidates flexibly

21
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- Being used heavily in tech and scale-up environments

Implication:
If you’re applying in tech/startup spaces, assume Lever is in use. Use a
keyword-rich CV and avoid generic language.

6. JazzHR

Used by: Small to mid-sized businesses
Known for:

- Simplicity and affordability
- Being more forgiving of basic formatting

- Allowing quick reviews of candidate profiles

Implication:
Still use ATS best practices, but you may have more flexibility with creative
design — as long as keywords are clear and readable.

7. Zoho Recruit

Used by: SMEs and global companies across Asia and Europe
Known for:

- Integration with the Zoho suite
- Being used by recruitment agencies for volume hiring
- Strong filtering capabilities

Implication:

Expect keyword scanning, but be mindful of industry-specific phrasing.
Tailoring to the agency’s role requirements is crucial.

22
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Quick Reference Table: ATS Systems at a Glance

ATS Platform Commonly Used By Key Considerations

Workday Multinational corporations Avoid tables, use .doex, no headers/footers
Taleo Large global enterprises Exact keyword matching, aveid PDFs

iCIMS Retail, tech, healthcare Use standard section titles, mirror JD language
Greenhouse Start-ups, tech ATS-friendly but modern; soft skills matter
Lever Saa$, tech, growth companies Use keyword density and achievements
JazzHR SMEs Light formatting OK, keywords still important
Zoho Recruit SMEs, Asia/Europe Treat like agency ATS — be role-specific

How to Find Out Which ATS a Company Uses

You can often discover which ATS a company uses by:

- Looking at the URL of their application form (e.g. “myworkdayjobs.com”
for Workday)
- Using browser extensions like Jobscan’s “ATS Checker”

.

Searching “Which ATS does [Company Name] use?” online
- Looking at job board integrations (e.g. if it says “Apply with Lever,” that’s
your system)

Even if you can’t find the exact system, assume ATS is being used and default

to universal compatibility best practices.
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ATS Awareness = Strategic Advantage

The majority of candidates submit CVs with no knowledge of how different
systems read and rank their documents.

By understanding the tools recruiters use — and how to play to their
strengths — you move from hopeful applicant to strategic contender.

Next Chapter: How ATS Filters & Ranks Candidates

In the next chapter, we’ll dig into the scoring algorithms behind ATS systems
and show you how the language you use — and where you place it — can

determine whether you rank highly or vanish from consideration.

24
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The Ranking Game: Why Two Nearly Identical CVs Get
Very Different Results

he difference between getting shortlisted or ghosted often comes
down to how well your CV is matched, scored, and prioritised by
the ATS.
Even among equally qualified candidates, the ATS will rank one higher based
on keyword placement, structure, and context — not necessarily competence.
This chapter will show you exactly how the system evaluates your CV and
how to position your content to score higher and stay in the running.

Step-by-Step: How the ATS Filters & Scores CVs

1. Parsing and Normalisation

The system first extracts your text and “normalises” it, meaning it tries to
organise the information into predictable categories:

- Contact details
+ Work history

25
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- Skills
- Education

- Certifications

If the ATS cannot properly parse your document, you’ll be scored lower or
even eliminated — even if you’re highly qualified.

2. Basic Filtering Rules

Most recruiters set basic filters that automatically exclude candidates who:

+ Lack the required number of years of experience
- Are missing mandatory qualifications or certifications
- Are located outside the hiring region

- Don’t have the right to work in the relevant country

These are binary cut-offs. You’re either in or out — and the recruiter often
doesn’t see anyone who fails at this stage.

Tip: If you’re missing a required qualification but can demonstrate equiva-
lent experience, find a way to reference it (e.g., “Project leadership experience

equivalent to PRINCE2 training”).

3. Keyword Matching

This is the heart of the ATS scoring process.
The system compares the job description to your CV, scanning for:

- Hard skills (e.g. Python, AutoCAD, SEO, budget forecasting)
- Soft skills (e.g. team leadership, adaptability)

- Job titles (e.g. “Product Manager” or “Data Analyst”)

- Relevant action verbs and industry terms

Your CV receives a relevance score based on:
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+ The frequency of keyword matches
- The placement of those keywords (summary, headings, bullet points)
+ The context in which those keywords appear

The same keyword repeated ten times in your skills section is not as
effective as five strategically placed examples embedded in your work
history.

4. Semantic Matching (Advanced ATS Only)

Some newer ATS platforms use AI-enhanced parsing to look for conceptual
matches, such as:

- “Customer support” being considered close to “client service”

- “Campaign optimisation” aligning with “paid media strategy”

But unless you’re applying to a tech-forward company with tools like HireVue,
Greenhouse, or Eightfold.ai, it’s safer to use exact phrasing from the job
description.

5. Scoring and Ranking

Once all the above steps are complete, your CV is scored and ranked.
Let’s look at a simplified version of how the ATS might assign points:
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Criteria Max Points Notes

Keywords Matched 40 Weighted by importance and frequency
Format Coempatibility 20 Parsing success, file type, no design issues
Experience Relevance 20 Years of experience, role alignment
Education & Certifications 10 Degree type, industry certificates
Additional Preferences 10 Languages, location, availability

Total Score: 100
Only the top-scoring candidates are forwarded to the recruiter

for review.

Real-World Example: Two CVs, Different Outcomes

Job Description (Excerpt):

“We’re looking for a project manager with experience in Agile environ-
ments, team leadership, stakeholder communication, and managing

budgets over £1M. PMP certification preferred.”

Candidate A’s CV:

- Uses title “Programme Coordinator”

- Mentions “team collaboration” and “strategic meetings”
- Says “overseeing project timelines and deliverables”

- No mention of Agile, PMP, or stakeholder communication

Result:
Low keyword match. Scored 55/100. Not seen by a human.
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Candidate B’s CV:

+ Uses title “Project Manager”

+ Includes phrases like “Agile methodology”, “stakeholder management”,
“PMP-certified”

- Describes managing “budgets exceeding £2M”

Result:

High keyword match. Scored 87/100. Reviewed by recruiter within 24
hours.

CV Placement Matters

Where a keyword appears affects its value. Most ATS prioritise keywords found
in the following order:

1. Professional Summary
2. Job Titles & Role Descriptions
3. Skills Section

4. Education and Certifications

Alist of buzzwords at the bottom of the CV without supporting context carries
less weight than those embedded naturally in bullet points.

How to Tailor for Higher ATS Scores

To improve your ranking, every CV should be:

- Tailored per role using the job description as your guide

+ Written using the employer’s language, not your own internal jargon

- Balanced between keywords and narrative, so it works for both ATS and
humans
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Pro Tip: Use a tool like Jobscan, Teal, or Resume Worded to test your CV
against real job posts. These platforms mimic ATS logic and give you a match
percentage, highlighting what to fix.

Quick Checklist: Are You Optimising Your Score?

1. Have I included exact keywords from the job description?

2. Is my job title aligned with the role I'm applying for?

3. Are important keywords placed throughout my summary and work
history?

4. Have I avoided keyword stuffing or vague terminology?

5. Have I tested my CV against the job post using a resume scanner?

Next Chapter: Examples of ATS Scanning in Action

Now that you understand the ranking logic, we’ll walk through an example
job description and evaluate how different types of CVs perform against it —
including what to fix, what to avoid, and how to optimise fast.
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Examples of ATS Scanning in Action

Why You Need to See This in Action

t’s one thing to understand the theory behind keyword matching and

scoring — but it’s another to see how different CVs perform when faced

with the same job description. This chapter walks you through a live
comparison so you can observe the small but critical differences that determine
whether your CV passes or fails the ATS filter.

The Job Description (Excerpt)

Here’s a simplified excerpt from a real job post for a Marketing Coordinator

role:

“We’re seeking a Marketing Coordinator with experience in digital
marketing, content creation, and SEO strategies. Must have proficiency
in Google Analytics and social media management. The ideal candidate
will demonstrate strong written communication skills and attention to
detail.”

From this short job description, we can extract a clear target keyword list:
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Category Keywords the ATS Will Scan For

Core Responsibilities “digital marketing", “content creation”, "SEQ strategies™
Tools “Google Analytics”, "social media management”

Soft Skills “written communication”, "attention to detail”

These are non-negotiable — your CV needs to reflect these words clearly and
contextually.

Candidate A: Generic CV

Professional Summary:

“Experienced marketing professional with a background in campaign devel-

opment and audience engagement.”

Skills:

- Online campaigns
- Metrics reporting
- Strong communication

- Collaboration

Work Experience:

Marketing Assistant, XYZ Ltd
- Supported senior team with creative campaigns

- Wrote weekly newsletters

- Assisted in team meetings and presentation prep
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Why Candidate A Fails the ATS

What’s Missing:

+ The term “digital marketing” is not explicitly used

- “Content creation” is implied but not clearly stated

- Nomention of “SEO”, “Google Analytics”, or “social media management”
- Soft skills are too vague or not directly aligned with the JD language

Score (based on keyword match): ~45%
Likely Outcome: Filtered out before human review
Even though Candidate A might have the right skills, the ATS has no way of

confirming this — so they are quietly excluded.

Candidate B: Targeted CV

Professional Summary:

“Marketing professional with 3+ years’ experience in digital marketing,
content creation, and SEO strategy. Proficient in Google Analytics and social
media management. Known for delivering engaging campaigns with clear

attention to detail and strong written communication.”

Skills:

- Digital marketing

- Content creation

- SEO strategies

+ Google Analytics

+ Social media management

- Written communication
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Work Experience:

Marketing Coordinator, ABC Agency

- Created weekly content calendars and wrote blog posts optimised for SEO

- Managed company LinkedIn and Instagram accounts, growing followers
by 40%

- Used Google Analytics to monitor campaign performance and inform
strategy

« Collaborated with copywriters to ensure written tone matched brand
guidelines

Why Candidate B Passes the ATS

What’s Working:

- Direct, exact-match keywords from the job description
- Skill section includes all the relevant terms
- Experience section reinforces those skills with measurable outcomes

- Soft skills are described using the employer’s language

Score (based on keyword match): ~90%
Likely Outcome: Flagged as a top match and reviewed by a recruiter

How to Analyse Your Own CV Against a Job Post

Here’s a simple process you can follow using free or low-cost tools:

Step 1: Extract Keywords from the Job Description

- Use aword cloud tool like WordClouds.com or MonkeyLearn

- Paste in the job description and identify the most frequently repeated

words — these are likely important keywords.

34


https://www.wordclouds.com

EXAMPLES OF ATS SCANNING IN ACTION

Step 2: Compare Your CV to the Job Description

+ Use tools like:
- Jobscan.co — Advanced keyword and match score comparison.
- Resume Worded — Feedback on keyword use, structure, and clarity.

- Teal HQ — Job tracker with resume tailoring features.

These tools scan your CV and compare it to the job post, giving you a match
score (typically aiming for 75%+).

Step 3: Use an ATS-Friendly CV Builder

If you’re starting from scratch or struggling with layout, consider using:

Tool Best For

Resume.io Clean, ATS-friendly templates with clear formatting

Zety Drag-and-drop CV builder with real-time content suggestions
Enhancv Stylish, modern CVs with ATS-aware structure options

Canva (with caution) Custom design, but only use ATS-safe templates (no columnsfimages)

Tip: Resume.io and Enhancv both offer built-in ATS readability
checks as part of their premium plans.
Even if you love your current CV design, it’s worth testing it

through one of these platforms to ensure it’s fully machine-readable.

Final Thought: The ATS Sees Words, Not Intent

It cannot infer that “creative campaign manager” means “digital marketer.”
It will not assume that “tracked engagement” means “used Google Analyt-
ics.”
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THE ATS-FAST TRACK CV BLUEPRINT

If the right words aren’t there, you won’t be considered — even if you’re
the perfect fit.

This isn’t about gaming the system. It’s about speaking the system’s
language so you can move forward in the hiring process and be seen by the
right people.
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SECTION 2: The ATS Hack - How to Make
Your CV Unstoppable

This is where things get tactical. Now that you understand how
ATS systems work, it’s action time. In Section 2, you’ll learn how
to reverse-engineer job descriptions and turn your CV into an
ATS-passing machine. You’ll walk away with tools, templates,
and strategies that get your CV seen — and acted on. No fluff. Just
practical moves that put you ahead of the competition.






Reverse Engineering Job Descriptions (The
Keyword Hack)

Your Job Search Is Only as Good as Your Targeting

ost job-seekers hit ‘Apply’ without ever fully analysing what the
employer is asking for. But to win the ATS game, you must think
like a recruiter — and that means learning to reverse-engineer
job descriptions.
In this chapter, you’ll discover how to extract the keywords the ATS is
looking for, how to align your CV with those keywords naturally, and how
to use free and paid tools to streamline the process.

Why Reverse-Engineering Works

The ATS doesn’t judge you based on your potential or personality. It judges
you based on how well your CV matches the job description — word for word,
section by section.

By breaking down a job advert, you can:

- Identify exactly what the system is looking for
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- Use those terms strategically across your CV

- Boost your match score, improving your chances of getting shortlisted

Step-by-Step: How to Reverse-Engineer Any Job
Description

Step 1: Identify Core Keywords

Read the job description and highlight:

- Job titles (e.g. “Business Analyst”, “UX Designer”)

- Technical skills (e.g. “SQL”, “Python”, “Figma”, “CRM platforms”)

- Industry-specific terms (e.g. “clinical trials”, “agile methodologies”)

- Certifications (e.g. “CFA”, “CIPD”, “PMP”)

- Tools and software (e.g. “Salesforce”, “Google Analytics”, “Power BI”)

- Soft skills (e.g. “stakeholder communication”, “attention to detail”)

Quick technique:
Paste the job description into a word cloud generator like:

- WordClouds.com

+ MonkeyLearn

This will help you visually spot the most common terms.

Step 2: Use CV Scanning Tools to Validate Your Match

Before applying, test your CV against the job description using one of these
tools:
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REVERSE ENGINEERING JOB DESCRIPTIONS (THE KEYWORD HACK)

Tool What It Does

Jobscan.co Compares your CV to a job description and provides a match score
Resume Worded Gives feedback on keyword relevance, tone, and formatting

Teal HQ Tracks applications and helps tailor CVs by highlighting gaps
Rezi.io Allows you to build ATS-optimised CVs and test alignment live

Aim for a match score above 75% before submitting — this significantly
increases your chances of getting through the ATS.

Step 3: Create a Master Keyword List

From your analysis, build a tailored list of keywords to weave into your CV.
Categorise them by type:

Keyword Type Example Keywords

Job Title Marketing Coordinator, Data Analyst

Hard Skills Google Analytics, SEQ, budgeting

Tools & Software Salesforce, Excel, Figma

Certifications PMP, CFA, CompTIA

Soft Skills Cross-functional collaboration, stakeholder engagement

Keep this list open as you rewrite or update your CV — it becomes your personal
optimisation checklist.
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Step 4: Use the Keywords Naturally

This is where many candidates go wrong: keyword stuffing. ATS systems
penalise repetition and detect unnatural phrasing.
Poor example:

Skills: SEO, SEO, SEO, SEO, SEO

Experience: I used SEO every day to do SEO work in SEO platforms.

Better example:

“Increased website traffic by 40% through targeted SEO campaigns using
keyword research, on-page optimisation, and analytics tools such as Google
Search Console.”

Use keywords in context:

- Within bullet points in your Work Experience
- In your Professional Summary
- In the Skills section

- Once or twice in your Education/Certifications (if applicable)

Real Example: Reverse-Engineering a Job Post

“We’re hiring a Finance Analyst with experience in budgeting, forecasting,
and Excel modelling. Ideal candidates will have worked with BI tools such
as Power BI or Tableau, and have a strong understanding of variance

analysis, stakeholder reporting, and month-end close.”
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Extracted Keywords:

Category Keywords

Hard Skills budgeting, forecasting, variance analysis, month-end close
Tools Excel, Power B, Tableau

Soft Skills stakeholder reporting, collaboration, communication

Job Title Finance Analyst

You now want your CV to reflect those terms as closely as possible.

Optimised Bullet Point Example:

“Led the monthly forecasting and budgeting process using Excel modelling
techniques. Delivered variance analysis reports to senior stakeholders and
automated month-end close tasks using Power BI dashboards.”

How Many Keywords Should You Include?

There’s no fixed number, but aim to match at least 70—80% of the relevant
keywords from the job description.

Balance is key:

You’re writing for both a machine and a human reader. Focus on readability
and impact.

43



THE ATS-FAST TRACK CV BLUEPRINT

Final Thoughts: Treat Every CV Like a Micro-Product

Every CV should be:

« Purpose-built for the role
- Backed by data and relevance
- Aligned to the employer’s language

This doesn’t mean rewriting your CV from scratch each time — but it does
mean repositioning your strengths to speak directly to the job you want.

Next Chapter: Formatting Your CV for ATS (The Structure
That Works)

Now that you know what to say, we’ll walk through how to lay it out — so your
CV sails through parsing and lands in the hands of real decision-makers.
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Formatting Your CV for ATS (The Structure
That Works)

A Well-Written CV Can Still Fail — If It's Not Formatted
Correctly

ou’ve now identified the right keywords and tailored your content.
But if your CV isn’t laid out in a way that the ATS can understand, it
may never get read — no matter how qualified you are.

This chapter provides a step-by-step formatting structure that will make
your CV not only pass ATS parsing but remain clear and compelling for the
human eye on the other side.

The Golden Rule: Simple Is Powerful

ATS systems aren’t designed to interpret beauty. They interpret structure,
clarity, and content hierarchy. Anything outside of those priorities increases
your risk of being misread or filtered out.
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Formatting Pitfalls to Avoid

Let’s start with the most common formatting mistakes that break ATS parsing:

Mistake Why It's a Problem

Tables and Columns ATS reads left to right and can't distinguish separate columns, often jumbles
content

Text Boxes or Shapes Content inside may be ignored or placed in the wrong section

Graphics and Logos Completely unreadable by most systems

Headers/Footers Often stripped out entirely — contact details in headers = invisible CV

Custom Fonts and Colours May render incorrectly or distort spacing

PDF Format Mot all ATS can parse PDFs reliably; some prefer .docx only

ATS-Friendly File Format: Always Default to .docx

Unless the application specifically states PDF is acceptable, use Microsoft
Word (.docx) format.
Why?

- .docx is widely compatible across ATS platforms
- Better parsing accuracy

- Lessrisk of rendering issues across systems

Pro tip: Avoid older formats like .doc or rich-text files (.rtf) — they
introduce more risk than reward.
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FORMATTING YOUR CV FOR ATS (THE STRUCTURE THAT WORKS)

The Ideal ATS-Compatible CV Layout

Here’s the structure that works across nearly all ATS platforms:

1. Contact Information (Top of Page, Plain Text)

Include:

+ Full name

- Email address

- Phone number

+ LinkedIn URL (optional)

+ Portfolio or personal website (if relevant)

Do not put this in a header or a text box. It should be the first thing on the
page, in standard text format.

2. Professional Summary (3-4 Lines)

Think of this as your personal trailer. It should:

- Highlight 2-3 core skills or achievements aligned with the job
- Use keywords from the job description
+ Include industry-specific language

Example: “Experienced Project Manager with over 7 years of success leading
cross-functional teams in Agile environments. Proven record of delivering
high-value infrastructure projects on time and within budget. Skilled in
stakeholder engagement, process improvement, and team leadership.”
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3. Core Skills & Competencies (Keyword-Rich)

Use a bulleted list or grid-style layout, avoiding tables.

Example:

- Project Management

- Agile / Scrum

- Budget Forecasting

- JIRA / Confluence

- Risk Assessment

- Stakeholder Communication

You don’t need to list every skill you have — just the ones that are
directly relevant to the job.

4. Work Experience (Reverse Chronological Order)

Each role should follow a clean structure:

Job Title | Company Name | Location | Dates of Employment

- Bullet point 1: What you did + what tool or skill you used
- Bullet point 2: The impact or result (include numbers where possible)

- Bullet point 3: Context, scope, or scale (e.g. size of team, project budget)
Example: Digital Marketing Manager | BrandCo | London | June 2020 — Present

- Led SEO and PPC strategy, improving search rankings for 50+ core
keywords

- Managed £80,000 annual ad budget and reduced cost-per-click by 22%

- Coordinated with design and content teams to align messaging across
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platforms

5. Education

Stick to the essentials:

- Degree
- Institution
+ Graduation year (optional if not recent)

Example: BA (Hons) Marketing | University of Leeds | 2016
Include certifications in this section or add a separate section if relevant
(e.g. Certified Scrum Master, PMP, Google Analytics Individual Qualification).

6. Optional Sections (Use if Relevant)

- Certifications

- Projects

- Languages

- Volunteer Experience

- Professional Development / Courses

Keep the formatting consistent with your Work Experience section — plain
text, bullet points, and standard headings.

CV Length: How Long Is Too Long?

There’s no strict limit, but here are practical guidelines:

- Early career: 1 page
+ Mid-level to senior: 2 pages
- Only go to 3 pages if absolutely necessary — and only if every line adds

value
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Remember, ATS doesn’t penalise for length — but the human reviewing your

CV later may.

Quick Checklist: ATS-Friendly CV Essentials

- File format is .docx

- No columns, tables, or text boxes

- Contact details are in plain text at the top

- Standard fonts (Arial, Calibri, Times New Roman) used throughout
- Sections follow a logical, predictable structure

- Keywords from the job description are included naturally

- Bullet points are used for responsibilities and achievements

- Length is appropriate for experience level

Next Chapter: Al & Tools to Optimise Your CV

With your formatting and structure in place, we’ll now look at how to test and
fine-tune your CV using smart tools and Al-based services — so you know
you’re ready to hit submit.
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Al & Tools to Optimise Your CV

The Smartest Jobseekers Don’t Guess — They Test

ou’ve learned how to structure your CV, tailor your content, and align
with job descriptions. Now it’s time to take it a step further — by
putting your CV through the same kind of scrutiny that the ATS will.

This chapter will introduce you to AI-powered platforms and CV enhance-

ment tools that can help you:

+ Score your CV against a job description
+ Identify formatting and keyword gaps
- Receive real-time suggestions for improvement

- Ensure your CV performs well in both ATS scans and human reviews

These tools don’t replace your judgement, but they offer valuable feedback
and precision — especially when applying for competitive roles.

51



THE ATS-FAST TRACK CV BLUEPRINT

CV Optimisation Tools You Need to Know

Each of the tools below plays a slightly different role in helping you improve
your CV. Some are for keyword matching, others for formatting validation or

content enhancement.

1. Jobscan.co

Best for: Comparing your CV to a job description (ATS-style)

Features:

- Keyword match percentage
- Top skills and missing phrases
- ATS compatibility score

- Customised tips for improvement

Use Case:

Paste your CV and the job description into the scanner. Jobscan provides a
detailed match analysis and guides you on what’s missing.

Tip: Jobscan is especially good for senior roles, where precise alignment

matters.

2. Resume Worded

Best for: Real-time feedback and Al-powered review

Features:

- Match score vs. job posting

- Formatting and grammar suggestions
- Soft skill and tone assessment

- LinkedIn profile optimisation tools

Use Case:
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Use it to check that your CV communicates both hard skills and career
narrative. Great for people switching careers or translating experience from

one industry to another.

3. Teal HQ

Best for: Managing multiple CV versions and tracking applications
Features:

- Resume builder and editor

- Highlighted keyword matches from job posts
+ Tailoring suggestions by role

- Integrated job tracker

Use Case:
Ideal if you’re applying for a large number of roles across sectors. Teal
saves different CVs and lets you track where you’ve applied and how well each

version is optimised.

4. Resume.io

Best for: Quick-start CV templates that are ATS-friendly
Features:

- Dozens of clean, professional templates
+ Guided writing prompts

+ ATS-safe designs

- PDF and .docx export options

Use Case:

A great place to begin if you’re starting from scratch or need to move
fast. Avoid their more graphic-heavy templates — choose the “Simple” or
“Modern” layouts for ATS use.
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5. Zety

Best for: Interactive CV builder with intelligent content suggestions

Features:

- Drag-and-drop design interface
- Keyword guidance

- Example-based prompts for experience sections

Use Case:

Zety is helpful for those who struggle with writing the actual bullet points
or summaries. It suggests high-impact phrasing aligned with the job you’re
targeting.

6. Enhancv

Best for: Stylish, readable CVs that remain ATS-safe
Features:

- Design-forward, yet ATS-conscious layouts
- Personal branding section prompts

- Content scoring and grammar tips

Use Case:
If you want a more modern look but still need ATS compliance, Enhancv
strikes a good balance — particularly for creative or hybrid tech/marketing

roles.

7. Grammarly (Bonus Tool)

Best for: Ensuring polished, error-free content
Features:
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- Grammar, spelling, and tone suggestions
+ Clarity and conciseness ratings

- Integration with web-based CV editors

Use Case:
A quick final check for every CV version before submission. Even one typo
can make a recruiter question your attention to detail.

How to Integrate Tools Into Your Workflow

Here’s a simple process:

1. Build your tailored CV based on the job description (using Word, Re-
sume.io, or Zety)

2. Check formatting for ATS compatibility (Teal or Enhancv)

3. Paste into Jobscan or Resume Worded alongside the job post

4. Review the suggestions and make changes based on score and content
analysis

5. Final polish with Grammarly

6. Save a clean .docx version for upload

Don'’t Let Al Do All the Thinking

While these tools offer remarkable insights, remember that they are supple-
ments, not substitutes. No Al knows your career story better than you do. Use
these tools to fine-tune, not to replace, your personalisation and professional

judgement.

Quick Checklist: Have You Used Tools to Optimise Your CV?

- Did I run my CV through a keyword-matching tool?
- Have I scanned for formatting and ATS issues?
- Did I tailor my CV using feedback from Al-based platforms?
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- Have I checked for spelling, clarity, and tone?

If not — take 15 minutes to run one of your CVs through this process. The

insight is well worth it.

Next Chapter: Avoiding Common ATS Pitfalls
(Last-Minute Checks That Matter)

Before we move on to new strategies, we’ll do a final check on formatting and
phrasing traps that trip up even experienced professionals. A handful of small
tweaks can drastically improve your pass-through rate.
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Avoiding Common ATS Pitfalls (Last-Minute
Checks That Matter)

It's Often the Small Things That Sabotage a Strong CV

ou can have the right keywords, the perfect structure, and tailored

content — and still fall short. Why? Because small technical or

phrasing errors can throw off parsing and cost you your spot in the
shortlist.

This chapter is your final quality control pass — the last-minute checklist
designed to help you avoid unnecessary mistakes that derail even the most

experienced professionals.

Pitfall 1: File Format Errors

The file type you submit is critical.

Common mistake: Uploading a PDF when the ATS only reliably parses .docx
files.

Fix: Default to .docx unless the job listing specifically requests a PDF.

Also avoid:
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- Rich Text Format (.rtf)
- Google Docs links
- Scanned images or screenshots of your CV

Tip: Name your file clearly: FirstName_ LastName_ JobTitle_ CV.docx

Pitfall 2: Mislabelled Sections

ATS systems are trained to scan for standard section headings. Creative
variations can confuse the system and result in missed content.

Avoid headings like:

- “My Journey” instead of “Work Experience”
- “Where I Studied” instead of “Education”
- “What I’m Great At” instead of “Skills”

Use clear, traditional headings:

- Professional Summary
- Skills

- Work Experience

+ Education

- Certifications

- Projects (optional)

Pitfall 3: Missing Dates or Locations

Many ATS systems filter based on location or date relevance. If your employ-
ment entries lack this information, they may not register as valid entries.
Best practice for each role: Job Title | Company | City, Country | Start Date —

End Date
Example: Project Manager | Global Tech Ltd | Manchester, UK | March 2020 -

Present
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Pitfall 4: Overusing Acronyms or Internal Jargon

Your previous employer might have called it “NPD Strategy” or “Tech Stream,”
but the ATS — and most recruiters — won’t know what that means.

Use industry-standard terminology.

If you must use an acronym, spell it out at least once.

Example:

Instead of: “Led KPIs for SME retention across APAC funnel”

Write: “Led key performance indicator (KPI) strategy for small and medium
enterprise (SME) retention across Asia-Pacific (APAC) sales funnel.”

Pitfall 5: Inconsistent Formatting

Disorganised spacing, alignment issues, or inconsistent punctuation can
reduce readability — both for the ATS and for human reviewers.
Watch out for:

+ Mixed bullet styles (-, —, »)
- Inconsistent use of full stops in bullet points
- Changing font sizes across sections

- Irregular line spacing between roles

Tip: Keep a consistent font size (11—12pt), spacing (1.15-1.5), and use
only one bullet style throughout.

Pitfall 6: Forgetting to Include Soft Skills Where Relevant

While ATS prioritises hard skills and tools, soft skills still count — especially
when described in context.

Rather than listing:

“Communication, collaboration, team player”

Write:

“Delivered weekly stakeholder briefings and led cross-functional team
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workshops, strengthening communication and alignment across depart-
ments.”

Use phrasing from the job post — especially when it asks for specific soft
skills.

Pitfall 7: Ignoring Job Title Alignment

If your current job title is too niche or creative, the ATS may not recognise it
as a match.

Instead of:

Digital Catalyst | BrandCo

Use:

Digital Marketing Manager (official title: Digital Catalyst)

This allows you to preserve your actual title while optimising for relevance.

Final 10-Point ATS-Ready Checklist

Before submitting any CV, ask yourself:

. Is the file a .docx format?

. Are all sections clearly labelled using standard headings?

. Is my contact information in plain text, not in a header?

. Have I removed all tables, text boxes, and graphics?

. Are all job titles, companies, locations, and dates included?
. Have I used keywords from the job description?

. Are bullet points consistent and properly aligned?

. Is the formatting clean, minimal, and distraction-free?

O 009 O V1 & W N =

. Have I included relevant soft skills in context?
. Did I test the CV with an ATS scanner before submitting?

=
o
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Final Thought: You're Ready for the System — And the Stage
Beyond

By avoiding these common pitfalls, you give yourself the best possible chance
of making it past the digital gatekeepers and into the hands of a decision-
maker. From here, it’s about strategy, positioning, and human engagement.

You’ve got the tools. You’ve got the structure. Now it’s time to put it into

action.

Next Section: Beyond ATS - Standing Out to Recruiters

Section 3 is where we go beyond the machine — and focus on the humans.
We’ll explore how to optimise your LinkedIn presence, build meaningful

professional connections, and prepare for interviews with confidence.
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SECTION 3: Beyond ATS - How to Stand Out
to Recruiters & Land More Interviews

You’ve learned how to beat the algorithm — now it’s time to
stand out to real people. In this section, we shift gears and focus
on what happens beyond the ATS. From building a
recruiter-ready LinkedIn profile to networking with purpose and
handling interviews like a pro, this is where you move from
invisible to unforgettable.
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LinkedIn Optimisation - Be Found, Be
Remembered

Recruiters Don't Just Wait for CVs — They Search

ou’ve passed the ATS. Your CV made it through. What happens next?

In many cases, the recruiter or hiring manager will go straight

to your LinkedIn profile to learn more about you — often before
deciding to call you.

And here’s the catch: if your profile isn’t optimised — or worse, if it’s
inconsistent with your CV — you risk undermining everything you’ve done so
far.

This chapter shows you how to build a LinkedIn profile that amplifies your
CV, attracts recruiters, and positions you as a serious contender in your field.

Why LinkedIn Matters (A Lot)

- Over 90% of recruiters use LinkedIn to source and vet candidates
+ More than 50 million people search for jobs on LinkedIn every week
- A strong LinkedIn profile can result in direct outreach from hiring

managers — bypassing the ATS entirely
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In short, LinkedIn is your digital first impression — and it needs to be as

strong as your CV.

Profile Essentials - What You Need to Get Right

1. Your Profile Photo

Professional, clear, and recent.

« Dress for the role you want
- Use a neutral background and natural lighting
- Look approachable, confident, and genuine

Avoid:

Holiday photos, selfies, group shots, or overly filtered images.

2. Your Headline

Your headline is one of the most searchable and visible elements of your
profile. It appears in search results and determines how recruiters categorise
you.

Bad example:

“Open to Work | Seeking New Opportunities”

Better example:

“Digital Marketing Specialist | SEO & Paid Media | Google Analytics Certi-
fied”

Best practice: Use this formula:

[Job Title] | [Top Skills or Tools] | [Certifications or Key Impact]
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3. Your ‘About’ Section

Think of this as your Professional Summary, told in the first person. It should
be keyword-rich but human in tone.
Include:

+ Years of experience

+ Core specialisms

- Notable accomplishments (include metrics)

- Keywords from your target job roles

- A sentence or two about your values, working style, or industry passion

+ A clear call to action (e.g. “Let’s connect” or “I’m open to freelance
projects”)

Example opening: “I’m a Senior UX Designer with 8+ years of experience
designing intuitive digital products across fintech and e-commerce. My
work has helped scale mobile platforms to over 1 million users and increase
conversion rates by 35% year-on-year.”

4. Your Experience Section

This should reflect — and reinforce — your CV. Use bullet points, results-
focused language, and include relevant keywords.
Do:

+ Use the same job titles as your CV (unless the platform auto-links to
company pages)

- Keep formatting clean and simple

- Highlight achievements, tools used, and value created

Don’t:

- Copy and paste long, unbroken paragraphs from your CV
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- Omit key roles or inconsistently list dates

5. Skills & Endorsements

You can list up to 50 skills — but aim for your top 10—15 to be tightly aligned
with your target roles.
Order your top 3 skills strategically — these are what recruiters see first.
Example:

1. Digital Marketing
2. Google Analytics
3. Paid Search (PPC)

Tip: Ask previous colleagues to endorse your top skills. This builds social
proof and increases visibility.

6. Recommendations

Strong recommendations humanise your profile and give recruiters insight
into your working style.

Aim for 2—3 meaningful testimonials from:
- Managers or supervisors
- Colleagues or collaborators

- Clients (if freelance/contractor)

Ask for specificity: What was it like to work with you? What results did you
deliver?
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7. Open to Work Settings

If you’re actively job hunting, enable the “Open to Work” feature in a way
that only recruiters can see.
Go to:
Profile > Open to > Finding a new job > Choose ‘Recruiters only’ visibility
This discreetly places you in recruiter searches without broadcasting your

search to your network.

Advanced Moves - To Stand Out

Use the Featured Section

Highlight:

- Arecent article or blog post

+ A portfolio link or case study

- Media coverage or speaking engagements
- A downloadable version of your CV

Engage on the Platform

Posting once a week builds authority. Comments show thought leadership.
Recruiters are more likely to notice active, engaged candidates.

You don’t need to be a “content creator” — simply:
+ Share relevant industry articles

- Post a short insight or takeaway from a project
- Celebrate milestones or reflect on a job-search breakthrough
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Align Your CV and LinkedIn Strategically

Your CV and LinkedIn don’t have to match word-for-word, but they should
be aligned:

- Same job titles and dates
- Complementary language and tone
- Reinforce the same keywords and achievements

If your CV says one thing and your LinkedIn says another, it introduces
doubt.

Quick Checklist - LinkedIn Optimised?

- Professional profile photo

- Keyword-rich headline

- Concise, engaging ‘About’ section

- Work history matches your CV

- Top 10 skills aligned with target roles

- At least 1-2 recommendations

- “Open to Work” setting enabled (if active)

- Engaging in relevant posts or discussions weekly

Next Chapter: Networking & Getting Referrals

With your LinkedIn profile polished, it’s time to use it — not just as a static CV,
but as a connection tool. In the next chapter, we’ll cover how to find the right
people, start meaningful conversations, and get closer to job opportunities

before they’re even advertised.
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Strategic Networking - How to Get
Referred Before the Role Goes Public

The Best Opportunities Rarely Make It to Job Boards

y the time you see a job advertised online, chances are it’s already
been circulated internally, shortlisted, or even half-filled through
referrals.

In fact:

+ Over 70% of jobs are never posted publicly
- Referrals increase your chance of landing an interview by up to 4x
- Companies hire faster and retain longer when they hire through personal

connections

So if you’re relying solely on applications to job ads, you’re operating with a
serious handicap.

This chapter teaches you how to network strategically and secure warm

introductions, even if you’re starting with zero contacts.
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Step 1: Shift Your Mindset - From ‘Job Seeker’ to ‘Value
Connector’

Most people approach networking from a place of need. But recruiters and
decision-makers respond better when you approach with curiosity, relevance,
and mutual benefit.

Don’t lead with:
“I need a job. Can you refer me?”

Lead with:

“I admire the work your team is doing around [X]. I’d love to learn
more about how you’re approaching [Y]. Would you be open to a short
conversation?”

This isn’t flattery. It’s strategy. The goal is not to ask for a job — it’s to
build a relationship that could naturally lead to a referral.

Step 2: Target the Right People

Start by identifying people in your target companies or industries:

- Former colleagues or classmates

- LinkedIn connections in your 1st and 2nd-degree network
+ Alumni from your university

- Current employees in roles you’re aspiring to

Use LinkedIn filters to search by:
- Company
- Job title

- Location

- “Open to connect” profiles
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Create a shortlist of 10—15 professionals to reach out to over the next 2 weeks.
Step 3: Reach Out with Clarity and Respect
Connection Request Message (LinkedIn)

‘“Hi [Name], I came across your profile while researching [Company].

I’m exploring roles in [Industry/Field] and would love to connect
and follow your updates. Wishing you continued success!”

Short, polite, and not asking for anything.

Follow-Up Message (After Connection Accepted)

“Thanks for connecting, [Name]. I’ve been following [Company’s]
work on [Topic/Initiative] — really interesting. If you’re open
to it, I’d appreciate a few minutes of your insight around
[Role/Team/Culture]. No pressure at all — just looking to learn and
stay sharp!”

What this does:

+ Opens a conversation without pressure
+ Shows respect for their time

- Makes it easier for them to say yes
Step 4: Turn Conversations Into Warm Referrals
During a short call or message exchange:

+ Ask what they enjoy most about their work
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- Mention a role you’re interested in (if relevant)
- Ask if they recommend any internal channels or contacts
- If the vibe is right, say something like:

“If you feel comfortable and think I’d be a good fit, I’d be grateful for a

referral — but no pressure at all.”

Important:
Do not push. If they want to help, they will. And if they don’t — you’ve still
built goodwill.

Step 5: Follow Up and Stay Visible

After the conversation:

- Send a thank you message within 24 hours
- Engage with their posts (genuinely) over the next few weeks

- Share relevant articles or resources from time to time

Networking isn’t about extracting — it’s about building. People remember

those who stay in touch with purpose.
Offline Networking Still Works— If You Know Where to
Look

Virtual platforms are powerful, but in-person events still carry enormous
value — especially when it comes to deeper connections, building trust, and

landing referrals.
In fact, some of the strongest connections happen at:

« Industry meetups

- Professional associations
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- Co-working events and conferences

+ Volunteering or community leadership opportunities

That said, many job-seekers — especially newcomers to a city or country —
don’t know where to even begin.

Here are some trusted tools and strategies to help you discover relevant, real-

world networking opportunities, wherever you are in the world.

Top Global Platforms for Discovering Events in Your Area

Platform What It's Good For

Meetup.com Industry events, tech talks, creative meetups, career support groups
Eventbrite.com Professional workshops, networking breakfasts, business expos
Linkedin Events Online and local events, industry panels, live Q&As

Internations.org Ideal for expats and global professionals seeking both social and career-

related gatherings

General Assembly Tech, marketing, and design-focused workshops (often free or low-cost) in
global cities
Local libraries or council websites Often host free career clinics, entrepreneurship meetups, and skill-building

sessions

Try This: A ChatGPT Prompt for Finding Local Networking Events

“I’ve just moved to [City/Country] and I’m looking for in-person
professional networking events or job seeker meetups. Can you list
some upcoming events, active organisations, or recommended spaces for
career-focused networking in this region?”

You can adapt this for your role or industry:
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“I’m a UX designer based in [City]. Can you help me find upcoming events,
talks, or creative meetups in my area that could connect me with other

professionals or hiring managers?”

Pro Tip: Search by Topic, Not Just ‘Networking’

Sometimes the best connections are made at events where networking isn’t
even the headline. Instead, look for:

« Panel discussions

- Career workshops

- Portfolio reviews

- Hackathons or problem-solving nights
- “Lunch and Learn” events

- Startup demo days

- Skill-specific study groups

These events often draw professionals who are actively engaged in the space
— and more open to conversations that lead to opportunity.

Referrals Within the Application Funnel

If you’ve applied through a standard channel but then secure a referral
internally, the company may move your CV from the general queue to the

‘referred’ shortlist.

Pro tip:
After applying, message someone in the company to let them know:
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“Hi [Name], I just applied for the [Role] at [Company] and really
admire the work your team is doing in [X]. If it’s relevant to your
role, I’d be grateful if you could flag my application. Either way, I'd
love to follow your updates — thanks for connecting.”

Even this small nudge can lift your application from the bottom of a pile to
the top 10%.

Quick Networking Wins - Even if You're Introverted or
New to the Field

-+ Setagoal: 3 connections per week
- Comment thoughtfully on posts in your industry
- Repost a job opening and tag someone in your network

- Write a short post about a recent challenge, learning, or milestone
Networking is a skill, not a personality type.

Networking Isn’t a Last Resort — It's Your Strategic Edge

The best time to network is before you need something. The second-best time

is today.
Whether you’re transitioning careers, breaking into a new industry, or

advancing within your current one — relationships unlock opportunities that

job ads never reveal.
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Next Chapter: Interview Preparation - Telling Your Story
with Confidence
With doors now opening, it’s time to make the most of every conversation.

In the next chapter, we’ll walk through how to prepare for interviews in a
way that’s structured, authentic, and deeply effective — without memorising

scripts or clichés.
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Interview Preparation - Telling Your Story
with Confidence

Interviews Aren’t Just About Answers — They're About
Connection

fter navigating ATS filters, tailoring your CV, and making it onto
the shortlist, the final hurdle is often the hardest: how you present
yourself in the interview.

Most candidates either over-prepare in the wrong way (memorising stiff,
rehearsed lines) or under-prepare entirely, hoping to “wing it” based on
experience.

The real key is to prepare with structure and self-awareness — so you can

communicate clearly, align with the role, and connect authentically.

Step 1: Know Your Story (and Own It)

Every CV tells a story — but in interviews, you need to bring it to life. That
means knowing:

- What led you to this moment
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- What’s unique about your experience
- Why this role matters to you
- What value you bring (in plain, confident language)

You don’t need to be flashy. You need to be clear, credible, and

memorable.

The Interview Classic: “Tell Me About Yourself”

This question is almost guaranteed to come up — and it’s where many
candidates go off track.
What this question is NOT asking for:

- Your life story
- Where you were born

- Why you chose your A-levels 12 years ago
What it IS asking for:

- A professional narrative that links your background, current strengths,

and future goals to this opportunity

Structure Your Answer in 3 Steps:

1. Present — Where you are now

Brief overview of your current role, industry focus, or core skills.

2. Past — How you got here

Key experience or a turning point that shaped your career trajectory.

3. Future — Why this role

What you’re excited about, how this aligns with your goals, and what you’re
bringing to the table.
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Example Answer:

“I’m currently a Marketing Executive at a B2B software company, where
lead content strategy and SEO. I transitioned into marketing after starting
in copywriting, and I’ve since worked on brand campaigns that have
doubled engagement over 12 months. What drew me to this opportunity
is your focus on ethical marketing in tech — which strongly aligns with
my values and my long-term goal of building strategy teams that balance

performance with impact.”
Why it works:

- Confident but not arrogant
+ Connects past to present with a clear throughline
- Tailored to the employer’s values

+ Natural and conversational
Step 2: Prepare for Behavioural Questions (Using STAR)
Many companies now use behavioural interviews, asking questions like:

- “Tell me about a time you handled conflict”
- “Describe a situation where you had to lead under pressure”

Use the STAR method:
Letter Meaning Example
S Situation "We were three weeks behind on a key product launch.”
T Task "As the project lead, | had to regain control of the schedule."
A Action "l reallocated resources and met with the dev team daily to remove blockers."
R Result "We launched just two days late and retained the full client budget.”
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Practice your STAR stories — ideally, have 3—4 examples you can adapt

to different questions.

Step 3: Know the Company (Beyond the Website)

To truly stand out, you need to go deeper than the “About Us” page.
Do this:

- Review their LinkedIn and recent press releases
- Note any major campaigns, funding rounds, or industry recognition
- Research the hiring manager if known — check interviews, blog posts, or

panel talks

Then, work a detail or insight into your response.

Example:

“I noticed you just launched a sustainability initiative — it really
resonated with me, especially given my recent work on carbon-labelling
campaigns at my last agency.”

Step 4: Questions That Make You Memorable

You’ll usually be asked, “Do you have any questions for us?”
This isnot justa formality — it’s a chance to position yourself as thoughtful,

strategic, and genuinely engaged.

Avoid asking:

- “What are the working hours?”
- “Do you provide snacks?”
- Anything easily found on their website
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Do ask:

- “What does success look like in this role after six months?”

- “What’s something this team is proud of that outsiders might not see?”
- “What’s the biggest challenge someone in this role is likely to face?”

- “What’s next for the team in the next 12—18 months?”

Step 5: Virtual Interviews - Details Matter

If your interview is online (which is increasingly common), make sure:

+ You test your mic, camera, and lighting ahead of time

+ Your background is neutral and distraction-free

+ You have the job description printed or open in another tab
+ You’re in a quiet, uninterrupted environment

- You maintain eye contact (look at the camera, not the screen)

Small adjustments can make a major difference to how confident and present
you appear.

The Day Before: The Confidence Checklist

- Reviewed key points in your CV

+ Researched the company and role thoroughly
+ Prepared STAR stories and examples

- Practised “Tell me about yourself” aloud

- Planned 2-3 thoughtful questions

- Tested your tech (for virtual interviews)

+ Chosen an outfit that fits the company vibe

+ Taken a breath — you’re ready
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Final Thought: You Don’t Need to Be Perfect. You Need to Be
Prepared.

You don’t need to have every answer memorised. You don’t need to pretend
you know everything.
You just need to know your story, speak with clarity, and stay focused on

the value you offer.

The best interviews are conversations — not interrogations.

Next Section: Taking It Further - From Job Search to
Career Growth

Now that you’ve navigated the CV, the system, and the interview room, what’s
next? Section 4 moves into long-term thinking: negotiation, career strategy,

and even exploring entrepreneurship and multiple income streams.
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SECTION 4: Taking It Further - From Job
Search to Career Growth

Congratulations! You weren’t just looking for a job — you were
preparing for a pivot. In this final section, you’ll learn how to
negotiate your worth, grow your career with purpose, and explore
new income streams beyond the 9—5. Whether you want stability,
freedom, or something completely new, this is where strategy

becomes sustainability — and your next chapter begins.
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Salary & Benefits Negotiation - Get Paid
What You'’re Worth

You Don't Get What You Deserve — You Get What You
Negotiate

he job offer lands. Relief, excitement... and then hesitation.
What if the salary’s lower than expected? What if the benefits
aren’t aligned with your lifestyle? What if asking for more risks
losing the offer?
These are normal thoughts — but let’s be clear: negotiation isn’t con-
frontation. It’s confirmation of your value.
This chapter will give you the tools and mindset to enter salary conversations
with clarity, confidence, and data — so you’re not just grateful to be offered a

seat at the table, but ready to make the offer work for you.
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The Mindset Shift: You're Not a Risk — You're an
Investment

Hiring managers aren’t offering you money out of generosity — they’re
making an investment. You’re solving a problem, delivering outcomes, and
improving results.

That means your pay and benefits should reflect your contribution, not just

the minimum required to secure your acceptance.

Step 1: Research the Market Rate

Before entering any negotiation, you need to know what’s typical for:

- Your job title

« Your location (or remote pay scale)
- Your level of experience

« The size and type of company

Where to research:

- Glassdoor

- Payscale
- Levels.fyi (especially for tech roles)

- Salary.com
- LinkedIn Salary Insights
Pro tip: Use multiple sources and cross-check by location and industry. Even

if salary ranges aren’t listed on the job ad, this research helps you understand
your negotiation window.

Step 2: Know When and How to Have the Conversation
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Timing matters:

+ Too early, and it may appear premature or transactional

- Too late, and you may lose leverage
Ideal timing:

+ After you’ve been invited for a second interview

+ Oronce you’ve been offered the role (especially if the offer is below market)

Sample script if asked early:

“I’m happy to discuss salary once we’ve confirmed mutual fit. That said,
based on market data and my experience, I’d expect something in the
range of £[X]-£[Y]. Does that align with your expectations for the role?”

Step 3: Frame Your Ask with Value

It’s not just what you ask for — it’s how you frame it.

Instead of:
“Can you increase the salary?”
Try:
“Based on the scope of the role, the results I’ve delivered in similar
positions, and the market benchmarks I’ve reviewed, I’d be more
comfortable at £[higher figure]. Is there flexibility on the base to reflect
that?”

Anchor with:

- Results you’ve delivered
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- Skills you bring that go beyond the job ad
- Certifications or rare experience that add value

Step 4: Know What Else Is Negotiable

Sometimes the base salary can’t be moved much — but other parts of the offer
can.

Negotiables include:

- Sign-on bonus

- Additional holiday or leave

- Flexible working / remote days

- Training or development budget

- Equity or profit sharing

- Professional membership fees

+ Relocation support

- Commuter or health benefits

- Role title (this affects future salary negotiation and positioning)

Pro tip: Prioritise 2—3 non-salary elements that genuinely matter to you.
Don’t negotiate everything at once — but know what’s on the table.

Step 5: Practise the Conversation

Negotiation can feel awkward — but it doesn’t have to be. Practise aloud (even
to yourself) so the words feel natural when it counts.

Try role-playing with a friend or coach using common scenarios:
- Employer makes an offer below your range

- Employer asks for your current salary
- Employer offers the right money, but the wrong benefits
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Confidence comes from clarity — and clarity comes from practice.

Step 6: Always Get the Final Offer in Writing

Once you’ve reached agreement, ask for the offer — with all terms — to be
confirmed in writing.
If things are changed later, the written offer becomes your record. It’s not

about mistrust — it’s about professionalism.

Negotiation Isn’t Greedy. It's Strategic.

You’re not being difficult. You’re setting the standard.
And the truth is, companies respect candidates who negotiate profession-

ally. It signals that you:

+ Know your value
- Have done your research
- Are approaching the role with a long-term mindset

Negotiation Checklist - Before You Say Yes

- Have I researched salary ranges for this role in my location?

- Do I have examples or data points that support my value?

- Have I asked about the full benefits package?

- Do I know what’s most important to me (salary, flexibility, development)?
- Have I practised the conversation out loud?

- Have I seen a full written offer before accepting?

Next Chapter: Fast-Tracking Career Growth

Once the offer’s signed, the work begins — but so does the opportunity to set
yourself up for long-term development, leadership visibility, and growth that

doesn’t require waiting for permission. Ready to level up?
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Fast-Tracking Career Growth - Level Up
Without Waiting for Permission

Getting the Job Is Just the Beginning

ost career advice stops at “How to get hired.” But what happens

after that? For many, it’s a slow drift into day-to-day survival

— reacting instead of building. Waiting to be noticed instead of
setting direction.

This chapter is about how to take ownership of your growth from day one,
so that 6—12 months in, you’re not just doing the job — you’re shaping your
future.

You don’t need a title change to start growing. You need visibility, leverage,

and a strategy.

Step 1: Define What Growth Actually Looks Like for You

Career growth isn’t one-size-fits-all. Start by identifying what you want to
build toward.
Is it:
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- Promotion and leadership?

- Mastery in your current craft?

- Cross-functional experience?

- A stepping stone to entrepreneurship?
- Flexibility and autonomy?

Without clarity, it’s easy to default to what others expect — instead of what

serves you.

Step 2: Set a 90-Day Growth Plan (Starting From Day One)

The first 90 days in a new role are critical. Not just for learning the ropes —
but for establishing your reputation.

Here’s a simple structure to follow:

Timeframe Focus

Days 1-30 Observe, build trust, understand the business, listen more than you speak
Days 31-60 Start contributing ideas, volunteer for cross-team initiatives, build early wins
Days 61-90 Deliver visible value, ask for feedback, map out your next growth opportunity

Step 3: Make Yourself Visible (The Right Way)

Doing great work isn’t enough if no one knows about it. Visibility is not self-
promotion — it’s strategic communication.

How to show up:

- Share updates during team meetings (results, not just tasks)
- Send a monthly recap to your manager with outcomes and challenges
« Offer help in cross-functional projects that expose you to other teams
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- Publish internal documentation or case studies of what you’ve done well

You want to be seen as the person who makes things clearer, better,

and more scalable.

Step 4: Build Relationships Beyond Your Team

Some of the best career opportunities come from people who aren’t in your

immediate line of sight.

- Connect with peers across departments

- Join employee resource groups or innovation committees

- Attend internal workshops, webinars, or social events

- Find informal mentors or champions in other areas of the business

The wider your internal network, the faster your name travels in the right

conversations.

Step 5: Ask Better Questions

Most people wait for performance reviews to talk about growth. You can start

much earlier by asking intentional questions like:
- “What does success look like in this role after 6 months?”
- “What skills would help me add more value to the team right now?”
- “Are there upcoming projects where I can take more ownership?”

- “What’s the best way to develop toward a [desired role] here?”

These questions show initiative — and open doors to stretch opportunities.
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Step 6: Track Your Impact (And Keep the Receipts)

Keep a personal growth file or “career portfolio” where you:

- Log your projects and outcomes
+ Record testimonials or positive feedback
- Track skills you’re developing

- Reflect monthly on challenges and learnings
This becomes invaluable when:

+ Asking for a raise

- Preparing for promotion

- Positioning yourself for a new opportunity

- Creating a case study if you move into freelancing or consulting
Step 7: Create a Growth Narrative
At every stage of your career, you should be able to articulate:

- What you’re learning

+ What you’re building

- What kind of opportunities you’re moving toward

This helps you make better decisions — and makes it easier for others to help

you get where you want to go.

If you can’t explain your direction, others can’t open doors for you.
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Fast-Tracking Growth Isn’t About Hustle Culture — It’s
About Ownership

This isn’t about doing more for the sake of it. It’s about:

- Being intentional with your energy
- Playing the long game

- Positioning yourself for the right opportunities at the right time

You don’t need to wait for your manager to tap you on the shoulder. You
can raise your own hand, shape your own career, and choose the version of
success that works for you.

Next Chapter: Building Multiple Income Streams

Growth inside a company is powerful. But so is growth beyond it. In the next
chapter, we explore how to start building income streams that give you more
freedom, more options, and more security — without quitting your job.
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Beyond the 9-5 - Building Income Streams
Outside of Your Job

Your Job Is Just One Piece of the Puzzle

elying on a single salary — no matter how well-paid — puts you in
a fragile position. Careers are no longer linear, and income doesn’t
need to be either.

In this chapter, we’ll show you how to diversify your income, explore your
skills through new lenses, and create revenue streams that support your long-
term goals — whether that’s freedom, stability, creativity, or ownership.

You don’t need to quit your job to get started. You just need to start.

Why Multiple Income Streams Matter (Especially Now)

- Economic uncertainty and layoffs are becoming more common

- Remote work and digital platforms make income diversification more
accessible

- Side projects create leverage — they give you options

- Additional streams let you test ideas without risking your main source of

income
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Resilience in today’s job market = flexibility + multiple revenue
channels

Step 1: Identify Your Transferable Skills

Start with what you already know — and how it could serve others.
Examples:

- If you're great at writing - content creation, blogging, CV writing

- If you’re detail-oriented » admin support, project management, opera-
tions

- If you're technical - coding projects, low-code builds, data dashboards

- If you enjoy teaching - coaching, online courses, tutoring

You don’t need to master something new — you just need to repackage your
skills for a different purpose.

Step 2: Choose an Income Stream That Fits Your Life

There’s no one “best” option — just the one that aligns with your energy,
goals, and availability.

Stream Type Examples

Freelancing Writing, editing, web design, admin support
Consulting/Coaching Career coaching, DEI consulting, leadership development
Product-based Printables, templates, digital downloads, courses

Affiliate marketing Recommending tools or platforms you use professionally
Teaching Tutoring, webinars, paid workshops, cohort-based courses
Platform income YouTube, Substack, Medium Partner Programme, Etsy
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Step 3: Test Before You Scale

You don’t need a business plan or brand identity to get started — you just need
areal-world test.
Ask:

- Can I offer this service to someone in my network?
- Could I create a small paid product that solves a real problem?

- Is there a platform where I can experiment with this idea quickly?
Examples:

- Offer a paid CV review to a peer group
- Create a one-hour “How to...” workshop and test sign-ups
- List a digital checklist or guide on Gumroad or Etsy

- Host a paid online event via Eventbrite

Step 4: Protect Your Energy

This isn’t about “doing more” just for the sake of it. It’s about using what you
already know to create something that supports your lifestyle and goals.
Ask:

- Does this excite me?
- Could this be automated or delegated later?

- Does this help me grow, connect, or give back?

You want one stream that moves you forward — not five that burn you out.
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Step 5: Use Your Day Job to Fund Your Freedom

If your 9—5 is stable, let it fund your side projects.

- Save for tools or training
- Invest in advertising or software

- Set aside 10% of each paycheque to reinvest in yourself

This approach keeps the pressure low and the creativity high.

Step 6: Make a Public Commitment (Even If It's Small)

Let people know what you’re doing — this is often how your first clients or
collaborators find you.
Post an update like:

“Excited to be offering career CV reviews this month — if you’re applying
for roles and want feedback, feel free to DM me.”

Or:

“I’m testing a new productivity template for freelancers. Want early

access and to help shape it?”

Visibility creates opportunity — even if it starts as a quiet side project.

The Goal Isn’t Hustle — It’s Autonomy

Building income streams isn’t about working more. It’s about building a
buffer, creating choice, and designing work that reflects your values.
Whether you want:

- More time with family
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+ The freedom to travel
+ Abusiness of your own

+ Or simply less reliance on any one source of income...
This is how you begin to make that real.

Next Chapter: The Power of Community

You don’t have to do this alone. In the final chapter, we’ll explore how joining
the right community can accelerate your growth, keep you inspired, and
connect you to people who are on the same mission.
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The Power of Community - Why You Need
to Surround Yourself with Winners

Your Environment Shapes Your Outcome

o matter how smart, skilled, or driven you are — your growth is
limited by who surrounds you.
Isolation keeps people stuck. Community creates momentum.
In this closing chapter, we’ll explore why finding or joining the right
community is one of the most underrated (and fastest) ways to grow your
career, build new income streams, and stay resilient through change.

Why Community Is a Career Accelerator

The right group of people can:

- Validate your ideas and give feedback

- Share insider opportunities before they go public

- Connect you to mentors, collaborators, and even clients
- Help you stay focused and accountable

- Keep your energy high when motivation dips
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It’s not just what you know or even who you know — it’s who’s walking
with you when you decide to go further.

What to Look for in a Growth-Focused Community

Not every group is the right fit — and that’s okay. What matters is finding a
space that aligns with your goals and values.
Look for:

+ Ashared mission or purpose (career growth, entrepreneurship, job search)
- Members who are active, not just lurking

+ Structured opportunities to connect (live events, feedback channels,
resources)

+ A culture of support, not self-promotion

Bonus if the group offers:

- Expert access or coaching
+ Early-stage opportunity sharing
+ Real-world implementation support

+ A mix of accountability and inspiration

Where to Find These Communities

Here are a few types of groups and where to look:
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Type Where to Explore

Career-focused communities LinkedIn Groups, Slack communities, Circle.so platforms

Tech and entrepreneurship Indie Hackers, Y Combinator forums, On Deck

Content creators Twitter/X cohorts, Ghost and Substack communities, Patreon
Coaching, mindset, support Facebook Groups, mastermind groups, curated Discord servers
In-person/local Meetup.com, Eventbrite, General Assembly, coworking spaces

Looking for a more guided space? Consider joining a paid
membership that aligns with your career path or future goals —
you’ll often find more engagement and curated value.

How to Add Value and Build Credibility in Any Community

Whether it’s a free group or a paid cohort, the best way to build trust and gain
visibility is to give before you ask.
Start with:

- Sharing something you’ve learned recently

- Offering help to someone asking a question

- Posting a small win or challenge

- Asking thoughtful questions, not generic ones

- DM’ing someone after a good exchange and staying in touch
This turns strangers into collaborators. And sometimes, into lifelong allies.
What Community Looks Like in Practice
Here’s what joining the right space can do for you:

- You discover a new tool that saves hours of work each week
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- Someone shares an internal job referral no one else had access to

- You get real feedback on your side project and land your first sale

+ Avirtual connection becomes your first client or business partner

+ You realise you’re not the only one navigating a career shift, and you feel

stronger for it

This isn’t theory — this is happening every day, in the right spaces.

Final Thought: You Were Never Meant to Do This Alone

You’ve done the deep work. You've tailored your CV, passed the filters,
built confidence, explored new directions, and maybe even started building
something of your own.

Now it’s time to plug in. To grow alongside others who are building,
pivoting, and dreaming bigger — just like you.

Whatever your next step is, do it with people who get it.

You’ll go further, faster, and stronger than you ever could alone.

# Thank you for reading

We hope this guide has given you clarity, confidence, and a strategy that feels
sustainable and strong.
You now have the tools — and the next move is yours.
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What's Next for You?

You’ve made it this far — and that alone sets you apart.
But you don’t have to navigate your next chapter alone. Whether
you’re aiming to land a new role, relaunch your career on your
terms, or build something entirely your own — we’re here to

support you.
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Join the 2050 Expert RELaunch Society

Join the 2050 Expert RELaunch Society

he RELaunch Society is a private community and coaching experience
for professionals who are ready to grow, pivot, or build something
bigger — with intention, strategy, and faith.

Inside, you’ll find:

- Group coaching sessions to sharpen your direction

+ Workshops on Al, career growth, entrepreneurship, and future-proof
skills

+ Access to a values-led community focused on freedom, purpose, and
sustainability

+ Optional 1:1 sessions to go deeper and build personalised momentum

Whether you’re career-focused, business-curious, or mission-driven — this

is your next move.
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@ Get Started

Visit relaunch.2050expert.com to:

- Explore group coaching offers
- Apply to join the RELaunch Society
- Book a 1:1 Strategy Session with Raya White

You’ve already done the hard part — now let’s build what’s next,
together.
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