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Hey there, Digital Squad —

Before you dive in, I want you to hear this from me directly.
Your resume is not just a document — it’s your brand in motion.

I’ve seen too many people collect guides, templates, and courses but never take the step to actually use
them. Don’t let this sit on your hard drive. This Playbook was created for you to take real action — to
build confidence, clarity, and control over your career story.

Whether you’re doing this alone or working with me one-on-one, make this personal.
Read it, fill it in, rework your bullet points, and own every line. Every sentence on your resume should
reflect your growth, your impact, and your CEO energy.

Remember — your resume is often the first introduction to your greatness. So give it the same
attention you’d give to an interview, a presentation, or your own brand launch.
And if you ever need that extra set of expert eyes, I’m right here.

 When you book your Power Hour with me, we take what’s in this Playbook and turn it into a high-
converting personal brand — one that opens doors, lands interviews, and gets you hired faster.
Don’t just read this. Use it.

 Because your next opportunity is waiting — and it starts with how you show up on paper.

With belief in your brilliance,

A NOTE FROM YOUR COACH

SophiaTheDigitalPro
Interview Coach | Career Branding Expert
Founder, Get Hired Fast™ & Interview Like a CEO®

© 2025 SophiaTheDigitalPro Media Group LLC. All Rights Reserved.
All materials, templates, and digital products are protected by copyright law.

 Unauthorized distribution, reproduction, or resale of any part of this product is strictly prohibited.
 For personal and educational use only.

This product and its contents are part of the Get Hired Fast™ and Interview Like a CEO® Series by SophiaTheDigitalPro.
 All branding, visuals, and written materials remain the intellectual property of SophiaTheDigitalPro Media Group LLC.
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The hiring game has changed — and so should your resume.

In 2025, companies are using AI-powered systems to screen resumes faster and smarter than
ever. Recruiters don’t have time to “read” every application — they scan for alignment, clarity,
and impact. If your resume doesn’t communicate your value immediately,
it’s overlooked in seconds.

That means:
  Keywords matter more than buzzwords.
  Formatting must be clean, modern, and ATS-friendly.
  Every bullet should show measurable results that prove your impact.

Your resume is no longer just a list of jobs — it’s your brand story on paper. And this Playbook
will help you transform it into a modern, CEO-level resume that gets noticed by both AI systems
and human decision-makers.

And yes — Stella is here too. She’s not just an AI character; she’s your AI Mentor, designed to
teach you how to adapt in this new digital hiring world. Together, we’ll help you understand how
technology shapes the job market so you can use it to your advantage — not fear it.

Think of this as a collaboration between you, me, and Stella — a powerful team working
together to help you stand out, get seen, and get hired.

Welcome to the next level of personal branding.
 Let’s reset your resume for the future.

THE RESUME RESET FOR 2025

-Stella-Stella
© SophiaTheDigitalPro Media Group LLC | sophiathedigitalpro.com
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Here’s the truth:

Recruiters spend about six seconds deciding whether your resume

deserves a second look.

Six seconds — that’s all it takes for them to decide yes or no.

That means your resume has to communicate value instantly.

They’re not reading — they’re scanning for impact, clarity, and

alignment.

So, what do they actually look at first?

1.Your Headline — Does it instantly show who you are and

what you do? A clear, confident headline tells them exactly

how you fit the role before they read another word.

2.Your Layout — Is it clean, modern, and easy to follow? If

your resume feels cluttered, they won’t even try to

understand it.

3.Your Results — Are your bullet points showing proof of

performance or just job duties? Recruiters want evidence

that you’ve made an impact — not a list of tasks.

Remember, your resume’s job isn’t to tell your story — it’s to

sell it.

You have to show your value faster than their attention fades.

THE 6-SECOND RESUME RULE

Pro Tip from Stella — Your AI Mentor:

"In a world where algorithms scan before humans do, clarity is your greatest weapon.

Use bold keywords strategically, create breathing room with white space, and let your results do the talking.

Your resume should feel like a sleek digital experience — modern, readable, and unforgettable."

coach Sophia’s Note:

 When your resume gets that “second look,” you’ve already won the first round.

 Now let’s make sure what they see in those six seconds makes them want to know more about you.

© SophiaTheDigitalPro Media Group LLC | sophiathedigitalpro.com
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Task Description

Keyword Match
Pull 5–10 exact keywords from the job description and use them

naturally throughout your resume.

File Format
Always upload as .docx or .pdf (only if ATS-safe). Avoid images or

locked text boxes.

Fonts
Stick with simple, readable fonts like Arial, Calibri, or Helvetica —

clean beats creative here.

Section Titles
Use standard headings like Experience, Skills, and Education so the

system can recognize them easily.

Job Titles
Align your job titles to industry standards (for example: Digital

Marketing Specialist instead of Marketing Ninja).

Skills Section
Separate into Core Skills and Tech Tools for clarity. It helps both

bots and humans navigate your expertise.

No Tables or Graphics
Keep it text-based. ATS scanners can’t read fancy designs — they

want structure and simplicity.

Before a recruiter ever sees your resume, it has to pass through an Applicant Tracking System (ATS) — a digital
gatekeeper designed to organize and rank applications based on relevance.

Here’s the real deal: the ATS doesn’t reject you. It simply filters you out if your resume doesn’t speak the same
language as the job description. That’s why understanding how to match your content to what the system scans
for is critical.

Think of this as step one in your personal brand strategy — getting your resume through the digital door before
you walk into the interview room.

ATS 2.0 CHECKLIST

Pro Tip from Stella — Your AI Mentor:

"Think of the ATS as a digital assistant — it’s not judging you, it’s sorting information.

Your goal is to make it easy for the system to recognize your value.

Create a simple keyword tracker to match your resume language to the job description.

Those few tweaks can boost your visibility by more than 70%."

Bonus Tip from coach Sophia:

 Your resume should feel like a living document — always evolving with your growth and every new

role you apply for. Update it monthly, not yearly. Every tweak increases your chances of standing out.

© SophiaTheDigitalPro Media Group LLC | sophiathedigitalpro.com

 All rights reserved. For personal use only.



the CEO resume playbook: interview like a CEO seriesthe CEO resume playbook: interview like a CEO series sophiathedigitalprosophiathedigitalpro

Your resume isn’t a list of job titles — it’s your personal brand pitch, in writing.
It’s the document that tells the world: “Here’s the kind of leader I am, and here’s the value I bring.”
This formula is how I help my clients go from “just another applicant” to “we need to talk to this person.”
Follow these steps carefully — they’re your blueprint for creating a resume that feels bold, executive,
and built to win.

THE CEO RESUME FORMULA

Step 1: Headline / Brand Statement

Think of your headline as your digital elevator pitch.

 It should instantly tell the reader who you are, what you do, and how you deliver results.

Example:

Strategic Digital Marketing Specialist | Driving Growth Through Data, Creativity & Collaboration

Keep it one line — no fluff, all clarity.

Your headline should position you, not just describe you.

Step 2: Impact-Based Bullets

Forget task lists — hiring managers want impact.

Use my signature CEO Impact Formula™:

Action + Outcome + Metric = Power

This turns boring responsibilities into quantifiable results that speak the language of leadership.

Examples:

Increased lead conversion by 42% using data-driven email campaigns.

Managed $80K ad budget, reducing CPA by 18% in 3 months.

Built and led a cross-functional team of 6 to streamline operations, improving efficiency by 30%.

Pro Tip from Stella — Your AI Mentor:

"In today’s hiring landscape, data speaks louder than adjectives.

Recruiters don’t want to guess what you’ve done — they want proof.

Start every bullet with a strong action verb — led, built, managed,

launched, implemented — and always connect it to a measurable

result.

That’s what transforms your resume from words on paper to evidence

of performance."

© SophiaTheDigitalPro Media Group LLC | sophiathedigitalpro.com
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Step 3: Modern Skills Section

Your skills section isn’t filler — it’s prime real estate for showing
your adaptability in a rapidly changing market.

Break it into two parts to instantly communicate depth and diversity.

Core Competencies:
Leadership | Strategy | Communication | Project Management | Team
Development

Tools & Tech:
HubSpot | GA4 | Asana | Canva | Slack | ChatGPT | Microsoft 365

This structure shows you’re current, tech-aware, and capable of
leading in the digital era.

THE CEO RESUME FORMULA

pro tip from coach Sophia:

 Your resume is a reflection of your growth — not a summary of your past.

 Write like the CEO of your own career brand: clear, confident, and results-driven.

 That’s the energy that gets you noticed.

ONE-PAGE TEMPLATE (VISUAL EXAMPLE)
Your resume doesn’t need to be long — it needs to be strategic.

One page, done right, says “I know who I am, what I’ve done, and where I’m going.”

In this section, I’ll show you how to structure a clean, modern layout that hiring managers love and ATS systems

can read without confusion.

Page Layout Breakdown

Header:

Your headline should act as your personal brand logo.

Include your:

Name | Job Title | LinkedIn URL | Email | City, State (or Remote)

Keep it clean and consistent across your resume, LinkedIn profile, and portfolio. Alignment builds instant trust.

© SophiaTheDigitalPro Media Group LLC | sophiathedigitalpro.com
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Core Skills Tools & Tech

Leadership Asana

Strategy Canva

Communication GA4

Project

Management
HubSpot

Collaboration ChatGPT

Summary Section:

This is your professional elevator pitch — 3 to 4
lines that capture your brand value and impact zone.

Focus on clarity, confidence, and keywords.

Example:
Results-driven Marketing Strategist with 7+ years
of experience leading cross-channel campaigns that
boost visibility, engagement, and revenue. Known for
creative innovation, data-driven decision-making, and
building high-performing teams.

This section should answer:
  “Why you?”
  “What results have you created?”
  “What value can you bring next?”

ONE-PAGE TEMPLATE (VISUAL EXAMPLE)
Experience:

 List your most recent roles first — but skip the old-

school task lists.

 Lead with achievements, not responsibilities.

 Each bullet should show measurable impact that aligns

with your target roles.

✅ Do this:

Managed 3 national campaigns that increased brand

awareness by 45%.

❌ Not this:

Responsible for creating marketing campaigns.

That single shift shows leadership, ownership, and

confidence.

This layout helps recruiters instantly scan what
you know and what you use — a mix of human and
tech skills shows balance and adaptability.

Education / Certifications:

Keep this section concise and current.

Only include relevant degrees, certifications, and

ongoing training.

If you’re upskilling with AI, data, or marketing tools —

highlight that! It shows you’re future-focused.

© SophiaTheDigitalPro Media Group LLC | sophiathedigitalpro.com
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VISUAL EXAMPLE SECTION
Let’s look at a quick comparison of presentation and

structure:

❌ Bad Resume:

Too cluttered — multiple fonts, uneven spacing, and no

clear results. Recruiters can’t find your value in time.

✅ Optimized Resume:

Clean, focused, and results-driven. Clear sections, bold

keywords, consistent formatting. Instantly shows what

you bring to the table.

Your goal is not to fill space — it’s to create impact. Every

line should help someone say:

“This candidate gets it.”

Pro Tip from Stella — Your AI Mentor:

"Think of your resume like a landing page — one glance

should tell a clear story.

Keep visuals simple, fonts consistent, and sections

balanced.

Your goal isn’t to impress with design — it’s to

communicate with precision.

When your layout breathes, your brilliance shows."

coach Sophia pro tip:

Don’t overthink it. Keep it sharp, modern, and focused.

You only get one page to make an unforgettable first

impression — make every inch count.

© SophiaTheDigitalPro Media Group LLC | sophiathedigitalpro.com
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MINI ASSIGNMENT – WRITE YOUR IMPACT
Now it’s time to put everything you’ve learned into

action.

Don’t just read this guide — work it. This is the part

where transformation happens.

Let’s do a quick, confidence-building fix together.

Choose your most recent or most relevant role and

write three powerful bullet points using my CEO

Impact Formula.

Action + Result + Metric = Impact

This formula forces clarity. It turns vague

responsibilities into tangible achievements that

hiring managers and AI scanners can see and

measure.

💼 Example Transformation

❌ Before:

Responsible for training new hires.

✅ After:

Designed and launched a new onboarding process,

improving client satisfaction scores by 25%.

See the difference?

 The second version proves value, shows leadership, and

demonstrates measurable results. That’s how you sound

like the CEO of your career.

Your Turn — Let’s Write Your Impact

Pick one recent role — it can be from your current job,

a past position, or even a major project.

 Now, create three achievement-based bullets using the

CEO Impact Formula.

1.

2.

3.

Action + Result + Metric = Impact

(Hint: If you can’t find a metric, use a qualitative outcome — “improved,” “enhanced,” “increased

engagement,” or “reduced errors.” The goal is to show cause and effect.)

Pro Tip from Stella — Your AI Mentor:

"Every number tells a story.

Don’t overthink it — even small results count. Did you train someone, organize something, fix a process, or save

time? Those are measurable wins.

When you put numbers to your impact, you give hiring teams — and the algorithm — something to believe in."

coach Sophia Challenge:

 Once you’ve written your bullets, read them out loud. Do they sound confident, clear, and strong?

 If not — refine until they do. This is how you start showing up as the CEO of your own brand.

© SophiaTheDigitalPro Media Group LLC | sophiathedigitalpro.com
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NEXT STEP — TURN YOUR RESUME INTO A POWER MOVE
You’ve just upgraded your entire approach to resume writing — from guesswork to strategy, from outdated to

Interview Like a CEO level.

Now it’s time to take everything you’ve created and make it shine even brighter.

You’ve done the groundwork. You’ve built the framework.

Now let’s elevate it together.

If you’re ready to stop wondering “Is my resume good enough?” and start hearing “We’d love to schedule an

interview,” — then your next move is simple:

Book Your Resume Power Hour with SophiaTheDigitalPro

In just one session, we’ll:

 Audit your resume line by line to ensure every word earns its place.

 Craft a bold, polished brand statement that positions you as the expert you are.

 Strengthen your bullet points with measurable results recruiters can’t ignore.

 Rework your formatting to be both ATS-optimized and human-attractive.

This isn’t a generic review — it’s a transformation session that rebrands your professional identity.

 You’ll walk away with a resume that speaks for you before you ever walk into the room.

Pro Tip from Stella — Your AI Mentor:

 "Your resume isn’t finished when it looks good — it’s

finished when it feels like you.

 Use the Power Hour to bridge the gap between what you’ve

written and how you want to be seen.

 Together, we’ll merge human storytelling with AI-smart

strategy to make your brand unforgettable."

Your Move:

Don’t wait for opportunities — position yourself to

attract them.

Your dream role isn’t out of reach… it’s waiting for you to

show up with confidence and clarity.

Book Now: [sophiathedigitalpro.com]

Interview Like a CEO® — because your career deserves

that level of power and precision.

© SophiaTheDigitalPro Media Group LLC | sophiathedigitalpro.com
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