
📥 AI Resume Checklist 2025 
Make Your Resume ATS-Friendly & Job-Ready with AI Tools 

 

✅ Step 1: Gather Your Information 
●​ Update work experience (roles, dates, responsibilities)​

 
●​ List measurable achievements (e.g., “Boosted sales by 20%”)​

 
●​ Add education & certifications​

 
●​ Collect projects, internships, freelance work​

 
●​ Include soft skills (leadership, teamwork) and technical skills​

 

 

✅ Step 2: Choose the Right AI Resume Tool 
●​ Rezi.ai (ATS optimization)​

 
●​ Kickresume (AI writing assistant)​

 
●​ Novoresume (templates + content)​

 
●​ Teal Resume Builder (multi-role tailoring)​

 
●​ ChatGPT + Canva (budget-friendly combo)​

 

 

✅ Step 3: Build Resume with AI 
●​ Upload your old resume or enter details manually​

 



●​ Paste the job description → AI tailors keywords​
 

●​ Generate bullet points with action verbs (e.g., “Led”, “Created”, “Increased”)​
 

●​ Select a clean, ATS-friendly template​
 

 

✅ Step 4: Optimize for ATS 
●​ Use keywords from job posting (skills, tools, role-specific terms)​

 
●​ Keep format simple: no images, tables, or fancy fonts​

 
●​ Use standard section headings (Work Experience, Education, Skills)​

 
●​ Export in PDF or Word format accepted by recruiters​

 

 

✅ Step 5: Polish Before Sending 
●​ Proofread AI-generated text → add personal touch​

 
●​ Check grammar with Grammarly or AI tool suggestions​

 
●​ Verify formatting (1–2 pages max, consistent font)​

 
●​ Double-check contact details & LinkedIn URL​

 

 

✅ Bonus: AI Cover Letter 
●​ Use AI tool to generate a personalized cover letter​

 
●​ Customize with your voice + role-specific highlights​

 
●​ Keep it concise (3–4 short paragraphs)​

 



 

🚀 Pro Tips for 2025 
●​ Create multiple versions of your resume (AI makes it fast)​

 
●​ Highlight digital skills (AI, data tools, remote collaboration)​

 
●​ Track applications with tools like Teal or Huntr​

 
●​ Update resume quarterly with new projects & achievements​

 

 

🎯 Final Note 

AI won’t replace your resume — but it will make it stronger, faster, and tailored to every 
opportunity. Use this checklist whenever you apply in 2025 to stay ahead of the crowd. 

 

📌 SimplifyWala.com Exclusive Freebie – Your trusted guide to AI, career, and personal 
finance success in India. 
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