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Job Search Guide

Using a Staffing Agency to Find a Job
According to the American Staffing Association, more than 90% of companies in the U.S. use staffing
firms. Staffing firms play a critical role in helping companies find talent. Unlike corporate recruiters,
recruiters at staffing agencies have access to jobs at multiple companies covering a wide spectrum of
industries and positions. So, what are the perks for you?

1

It’s free.

2

They do the job searching
for you.

Because the hiring company (rather than
the job seeker) is the client, you don’t pay
to work with recruiters or to be considered
for jobs at an agency.

4

There is variety.

5

They often provide benefits.

6

They give you feedback.

Submitting applications to countless
companies can be overwhelming and
exhausting. When you sign up to work
with a staffing agency, recruiters ask you
about your skills and experience and let
you know if they have a job that might be
a good fit for you. You can also search for
jobs on their internal job site. Often, they
know of job openings that aren’t available
on other job sites.

3

Recruiters are highly motivated
to get you placed.
It is the recruiter’s job to place candidates
and fill open positions. Because they work
for both the candidate and the business,
they are highly motivated to meet the
needs of both.

2
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You can find staffing agencies that specialize in almost any industry. You can also
find different types of jobs within almost
any staffing agency. Jobs range from very
short-term positions (as little as a couple
of weeks) to permanent positions.

Some staffing agencies (like MATRIX)
provide benefits after employees have
worked a certain number of days or
hours. These benefits may include health
insurance, a retirement plan, or even
tuition reimbursement (or all three).

Most staffing agencies provide you with
feedback throughout the job application
process. They might give you tips on how
to revise your resume or advice on how
to successfully interview.This kind of free
feedback is invaluable.

Writing Your Resume
Since hiring managers receive an average of 300 resumes per job posting, they are limited on the
amount of time they have to review them. On average, a hiring manager only spends 5-7 seconds
to skim over a resume to decide, “yes, no, or maybe”. Resumes that are unclear or raise questions
will quickly get put in the “maybe” pile, and only be called if all of the “yes” candidates have been
disqualified. Your resume must highlight your qualifications in a way that the reviewer can tell your
top skills in less than 10 seconds – so don’t clutter it up with things that don’t matter.
How do you write a resume that wins over recruiters and hiring managers in five seconds?
Follow these basic resume tips:

1

Format is key.

2

Start with a clear, professional
summary of your career.

Choose a format that is easy to read
(i.e. bulleted content). Keep it brief and
concise, no more than three pages. One
important thing people forget to do is
triple check that the format is consistent
throughout. Don’t stress about whether
your bullets need periods at the end, just
make sure they are all consistent.

4

Customize every time.

5

Focus.

6

Just the facts, please.

Cap it at 50 words and highlight the most
important, relevant skills and experience
you bring to the table. Omit subjective
statements like “good communications
skills” or “great team player”.

3

3

Answer obvious questions.
Address any gaps in employment greater
than 90 days or short assignments that
hiring managers may be concerned about.
This can be as simple as listing the dates
with “family medical leave”, “full-time student”, or “worked in retail industry during
job search”.
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Use the job description to decide what
content to include on your resume. Every
bullet point should be relevant to the
job you are applying for. Take the time to
customize your resume and showcase
the work you have done that makes
you perfect for the specific job you are
applying for.

Your resume doesn’t need to represent
100% of what you have done in your entire
career, but it should represent that you
qualify for the job you are applying for.
Avoid using your resume to list an entire
job description. Instead, focus on primary
responsibilities and accomplishments.

Avoid narrative, overly descriptive or
lengthy explanations of your past experiences. Stick to what you did and the
technologies you used while minimizing
explanations of the reasoning or process.

Writing Your Resume (continued)

7

Use clear job titles.

8

Describe the impact of
your contributions.

Avoid using multiple job titles for one
position. When describing a job in which
you were the “doer of all things”, it is
important to only focus on what you did that
is relevant to the position you are applying
for. Remember that you are showing the
hiring authority that you have the skills and
experience they are looking for.

10

Showcase your digital footprint.

11

“Other duties as assigned”.

12

Keep it simple.

When you list your job duties, include how
you influenced the business. Use words
like “improved” and “impacted” instead of
passive verbs. List any relevant metrics or
changes you helped implement while you
were at the company.

9

4

Leave some mystery
for the interview.

Is your work anywhere online, maybe on
a personal website, Github or Dribble?
Are you an active publisher on LinkedIn,
Twitter or Quora? Include these links on
your resume – recruiters will almost always
click on them.

Avoid cliché phrases like “performed miscellaneous duties as assigned” or “other
tasks assigned by manager” or words like
“etc.” that don’t tell the reviewer anything
about what you actually did.

Don’t describe the company you worked
for or get specific on the projects you
worked on - save it for the interview. You
will get a better chance to provide context
and articulately explain to the interviewer

Remember that your resume has to make
a strong impression in a short amount of
time. Use a standard 10-12pt font like Arial
or Calibri. For each position, provide the
company name, location, job title, accurate dates of employment, and relevant

the circumstances that you succeeded in.

bullet points.

Job Search Guide

Getting Your Resume Past the Robots
Historically, the initial entity to review your submitted resume was a recruiter. As cost and margin
pressure has been applied to both internal recruiting departments and third-party recruiters,
automation and shoring (offshore, nearshore and rural shore) strategies have rapidly entered the
resume evaluation process.
Automation, including machine learning and chatbots/robots, augment the efforts of recruiting and
staffing professionals. It is important that you, as a candidate, adjust your resume format to ensure the
robots don’t overlook your resume due to factors that you can control.
Depending on the employer’s specific process, the domestic recruiter may only see a subset of
resumes that have been initially screened via an automated tool or an offshore team member.
Here are top factors that could have a significant impact on how far your resume goes:

1

5

Include zip code.
You may sincerely be willing to relocate
and work anywhere but note: most
recruiters (and robots) start their searches
with a search string that filters for
candidates who live within a specified
geographic radius of the job location. If the
recruiter is unable to find a local candidate,
typically their next move is to expand
the radius or remove a zip code search
altogether. If you have no zip code on
your resume, you will only be discovered
if there are no local candidates who
appear qualified and interested. Candidate
resumes with zip codes almost always are
considered first. If you omit it, you are often
never considered as you have chosen to
be “invisible” to the initial set of searches.
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2

Text is good and graphics are bad.
Creativity is a desired skill by many;
however, the use of boxes, lined sections,
charts, tables, or other HTML-influenced
characters often inaccurately convert
during the resume upload process. The
conversion errors may display the HTML
code vs. the pretty graphics you expect the
reader to see. The conversion errors also
may distort the tables and cause wrap and
alignment errors.

Getting Your Resume Past the Robots (continued)

3

Use PDF format,
not Microsoft Word.
Many versions of Word are in use and your
default setting for page width, font, headers, footers, spacing, etc. may be different
than the reader’s setting. The average
resume reader will see your resume from
their view, and formatting changes/errors
are assumingly attributed to your lack of
detail. By converting your resume to a PDF
format, the formatting will remain intact.

5

Be specific with dates
of employment.
Include month and year. If you worked at a
company from 2015 to 2016, did you work
one day (12/31/2015-01/01/2016) or did
you work for this employer for two years
(01/01/2015 – 12/31/2016)? These dates
must be accurate as many background
checks will confirm dates of previous employment and your resume must be aligned
with the background check process to
avoid your offer from being withdrawn.

4

6

Avoid danger words.
English is the language of business,
but regardless of what is your primary,
secondary or tertiary language, avoid the
following words/phrases: “familiar with”,
“have seen”, “have heard about”, “have
knowledge of”, etc. These phrases tell the
reader you really do not have experience
with the referenced concept or technology.
If you have “it”, describe what you have
done with “it” in the job description where
you did “it”.
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Making the Most of Your LinkedIn Profile
It’s no secret that LinkedIn is the de facto standard for candidates who wish to promote their online
persona to potential employers. That has been the case for a long time. What’s new, however, is that in
this new virtual world where face-to-face meetings are rare or even non-existent, LinkedIn has taken
on even more importance as your billboard to the hiring world.
In fact, we’ve spoken to some hiring managers who say they often don’t look at a candidate’s resume at
all – they just look at their LinkedIn profile, expecting to find their full resume there as well as a broader
scope into who the candidate is.

1

Make the most of your tagline
on your LinkedIn profile.

4

Use this 120-character area to give the
reader a snapshot of who you are and
your personality. Hiring managers search
these keywords to find people like you.
Research keywords to use from your
target job descriptions.

2

The most important thing a hiring
manager will look at is work history.

Having colleagues, managers, clients,
vendors, mentors, and others provide a
recommendation about your work and
capabilities is the best kind of social boost
you can get on LinkedIn.

5

Network size matters.

6

Hiring managers want to see
your interactions.

Build out your profile. If there are gaps or
if you have done contracting or gig work
between jobs, make sure to spell that work
out. Be specific with your achievements,
not just your roles and responsibilities.

3

If you have earned new technical
certifications, put them in the
skills area.
If you have done volunteer work, make
sure to include that. Hiring managers today
are not only looking at hard technical
skills, but for things that make you a
well-rounded person, and volunteering
highlights that.

7
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Request LinkedIn
recommendations from people
who can speak to your talents
and character.

Hiring managers will look at how many
connections you have and who you are
connected with. Instead of blindly sending
out connection requests, add a note to get
better results. Something like this works
well: “I see we have a mutual connection.
I am trying to reenter the workforce and
build out my network.”

Join and participate in user groups or follow
key individuals in your industry of choice.
Keep abreast of the latest technologies
and comment on posts you like or can
contribute to. Your comments and activity
will show up at the top of your profile,
showing you are engaged and passionate.

Using Video to Set Your Resume or LinkedIn Apart
Here are some interesting stats about video technology that you can use
to stand out among the crowd.
LinkedIn reports that users spend

1

89% of employers said they would

3x more time watching videos

watch a video resume if submitted to them.

than looking at static content.
By 2022, online videos will make up
more than 82% of all consumer
internet traffic.

4

Viewers retain 95% of a message
when they watch it in a video
compared to just 10% reading it.

Even before COVID-19 changed the working world, recruiters were using video to speak with
candidates. Now, employers are often requiring staffing agencies to do another step in the due
diligence process to get people on video. To make sure the person who’s there, is actually the same
person they have been speaking with.

1

You need a computer or laptop
with a camera.
You can even use a smartphone. There
are several free apps that can be used
on your smartphone like Record it! or
desktop applications like Camtasia or
Snagit with recording capabilities. MATRIX
uses a free app called Loom, which you
can access on mobile or desktop to easily
record your videos.

8
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2

Put it in a resume, on your
LinkedIn profile, or in an email.
Rename it to whatever you want the
hiring manager to see. It makes your
LinkedIn profile a living profile. You can
record yourself with your LinkedIn profile
pulled up behind your video talking about
yourself and about your experience and
how you look forward to speaking with a
hiring manager. You can post it out there
to see if you get more traction towards
a particular hiring manager or hiring
authority. If you want to direct it more
generally towards external recruiters,
that’s fine, too.

Using Video to Set Your Resume or LinkedIn Apart (continued)

3

Just like your resume, you can
use different versions for
different things.
A simple version of yourself giving your
elevator pitch or targeted to a specific
hiring manager. A virtual thank you note
after an interview. You could even pull up
the company website and record a video
talking about what you like about that
company. Find a commonality. “I see you
went to the University of Georgia. So did I.”
Include personal tidbits in the video when
you’re applying for a position. Lastly, is your
email signature block. If you’re searching
for a job, include a link in your email
signature and name it “hire me.” Click on
that link and you have your elevator pitch.

4

5

The most compelling videos are
when people appear relaxed.
Don’t be scripted, don’t read something
off. Infuse your video with your personality.
Smile. Be human. People want to make
that human connection. Clean yourself
up. Don’t wear a t-shirt. Put on a golf shirt
or a blouse so you have that informal,
conversational feel, but still look nice.

Keep the videos short,
under a minute.
A hiring authority is looking at resumes.
They may scan through one for about
20 seconds before deciding whether it’s
interesting. So, with video, you should have
to think of it along the same lines.

About MATRIX
MATRIX blends IT & professional staffing and agile consulting to help you discover and develop highperforming teams. Headquartered in Atlanta, we have 12 U.S. branch locations and place professionals
in all 50 states. Since 1983, we have matched over 40,000 thousand professionals with innovative
clients across every industry ranging from small startups to Fortune 500 companies. Our clients and
consultants rate us well above the industry average, annually earning us ClearlyRated’s Best of Staffing
awards and world-class Net Promoter Scores.

matrix@matrixres.com | 800.627.3533 | matrixres.com

