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Introduction

The purpose of this whitepaper is to provide a comprehensive overview of the best practices for resume 
screening, the role of AI in resume screening, and the future of resume screening. By providing insights 
into these areas, we aim to assist recruiters and hiring managers in improving their resume screening 
process, ultimately leading to finding the best candidates for their organizations.

Resume screening is the fundamental 
process of assessing candidates' resumes to 
evaluate their qualifications and suitability 
for a particular job. It plays a crucial role in 
the hiring process, allowing recruiters and 
hiring managers to identify the most 
qualified candidates. An effective resume 
screening process can save time and 
resources while ensuring that only the most 
qualified candidates are invited for further 
evaluation.

The significance of a well-designed resume 
screening process cannot be 
overemphasized, as it is the foundation of 
the entire hiring process – it helps narrow 
down the pool of candidates to those who 
are most likely to succeed in the role.

The current state of resume screening
Traditional methods of resume screening have their limitations, including potential 
biases, time constraints, and limited insight into a candidate’s overall suitability for the 
role. In response, organizations today are turning to modern resume screening 
strategies that leverage advancements in technology and take a more holistic 
approach to candidate assessment.
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Traditional resume screening can be 
labor-intensive and slow, as recruiters sift 
through many applications. This manual 
process can delay the hiring process and 
increase the risk of missing out on top talent.

Time-consuming process

Recruiters may unconsciously favor 
candidates based on factors unrelated to job 
performance, such as the applicant’s name 
or educational background. This can lead to 
a less diverse and inclusive workforce.

Human bias and subjectivity

Traditional resume screening may not 
effectively identify candidates with 
transferable skills that could be valuable to 
the role, especially when those skills are not 
stated explicitly on the resume.

Difficulty identifying transferable skills

Resumes may not provide a comprehensive 
view of a candidate’s capabilities and 
potential, making it difficult to assess if they 
are a good fit for the role.

Limited information on resumes

Due to time constraints and the manual 
nature of traditional resume screening, 
recruiters may pass overqualified candidates 
who could contribute to the organization.

Missing out on qualified candidates

Traditional resume screening relies on the 
information provided by applicants, which 
can be susceptible to exaggeration or 
misrepresentation, making it difficult to verify 
the accuracy of the candidate’s qualifications.

Reliance on applicant self-reporting

Different recruiters may have varying 
interpretations of what makes up a strong 
candidate, leading to inconsistency in the 
evaluation process and overlooking qualified 
applicants.

Inconsistency in evaluation criteria

Recruiters can become overwhelmed by the 
sheer number of resumes they receive, which 
can lead to less thorough reviews and the 
possibility of overlooking strong candidates.

High volume of applications

Resumes may not provide a comprehensive 
view of a candidate’s capabilities and 
potential, making it difficult to assess if they 
are a good fit for the role.

Overemphasis on keywords

Traditional resume screening often focuses 
on skills and experience, making it 
challenging to evaluate whether a candidate 
will align with the company’s culture and 
values.

Difficulty in assessing cultural fit

Common challenges with traditional 
resume screening
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Below are six key best practices in resume screening:

Developing a comprehensive job description

It's important to use the right methods when reviewing resumes in order to make sure that organizations 
hire the best people without any prejudice or unfairness. 

Crafting a detailed job description is critical for effective resume screening. This document 
should define the role’s specific responsibilities, necessary skills, and qualifications, along with 
any other relevant information about the position. A well-written job description provides a 
baseline for evaluating candidates and promotes a shared understanding of the job requirements 
between the recruiter and the applicant.

Identifying relevant keywords and phrases
To streamline the screening process, it is essential to identify and prioritize keywords and 
phrases that align with the job description. These include crucial skills, qualifications, and 
experiences relevant to the role. Using these keywords during screening can help recruiters 
identify resumes that match the desired criteria.

Using Applicant Tracking Systems (ATS)
Employing applicant tracking systems can enhance screening efficiency by automating the 
process and reducing manual effort. These systems can filter resumes based on predefined 
criteria such as keywords or skills, enabling recruiters to focus on the most promising candidates. 
It is crucial to ensure that the ATS settings are calibrated correctly to avoid disregarding qualified 
applicants.

Leveraging data analytics
Data analytics can provide valuable insights into the hiring process by identifying trends or 
patterns indicating the effectiveness of specific screening criteria. By analyzing historical data, 
recruiters can refine their screening processes, making better-informed decisions about which 
candidates to prioritize.  

Conducting phone screening and assessments
Phone screening and assessments serve as an additional evaluation layer, enabling recruiters to 
gather more information about a candidate’s qualifications, communication skills, and cultural fit. 
These conversations can help identify potential red flags or discrepancies in resumes and assess 
a candidate’s interest in the position.

Engaging in diversity and inclusion practices
Embracing diversity and inclusion practices in resume screening involves reviewing resumes 
without identifying personal information to minimize unconscious biases. Recruiters should be 
trained to recognize and address biases in the screening process, ensuring that candidates are 
evaluated based on their skills and qualifications, rather than on irrelevant factors, such as race, 
gender, or age. 

Best practices in 
resume screening
Best practices in 
resume screening
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Resume screening techniques and tools have progressed in recent years, driven by rapid 
advancements in technology. These innovations allow hiring professionals to streamline the 
recruitment process, reduce human biases, and improve the overall efficiency and accuracy of 
candidate evaluations. By leveraging a combination of these techniques and tools, organizations can 
optimize their recruitment strategies to identify top talent and drive success.

AI and Machine Learning
AI and machine learning have emerged as powerful tools in the realm of resume screening. 
These technologies enable the automation of the screening process, sorting through vast 
quantities of resumes to identify the most suitable candidates based on predetermined criteria. 
Machine Learning algorithms adapt and improve, refining their accuracy and efficiency. By 
utilizing AI and Machine Learning, recruiters can save time and resources, enabling them to 
focus on the most promising candidates for further evaluation.

Natural Language Processing (NLP)

Natural language processing (NLP) is a specialized area within the field of AI that focuses on 
enabling computers to comprehend and interpret human language. In resume screening, NLP 
can analyze the text within a resume, extracting essential information, such as skills, education, 
and work experience. By assessing semantic relationships between words and phrases, NLP 
can provide a more nuanced understanding of a candidate’s qualifications, ensuring recruiters 
have a comprehensive view of the applicant’s background and capabilities.

Sentiment Analysis

Sentiment analysis, another AI-driven technique, can offer valuable insights during the resume 
screening process. By evaluating the tone and sentiment expressed in a candidate’s resume, 
hiring professionals can gain a deeper understanding of the candidate’s personality, 
communication style, and overall fit for the company culture. Sentiment analysis can also help 
identify potential red flags or discrepancies in the resume, ensuring that the qualified candidates 
are considered for the hiring process.

Keyword scanning is a technique utilized for evaluating resumes based on specific criteria. By 
identifying and prioritizing relevant keywords and phrases that align with the job description, 
recruiters can sift through large volumes of resumes, focusing their attention on the most 
promising candidates. While keyword scanning can be effective, it may not always capture the 
full scope of a candidate’s qualifications. Therefore, it should be used with other screening 
techniques to ensure a thorough evaluation process.

Video Screening and Assessments

Video screening and assessments are being used as a supplement to traditional resume 
screening methods. These tools allow candidates to showcase their skills, personality, and 
communication abilities in a more dynamic and interactive format. By incorporating video 
assessments into the screening process, recruiters can gain a more comprehensive 
understanding of a candidate’s suitability for the role, making more informed decisions about 
which applicants to move forward within the hiring process.

The advancements in resume screening techniques and tools, including AI and machine 
learning, NLP, sentiment analysis, keyword scanning, and video assessments, have significantly 
transformed the recruitment landscape. By integrating these technologies into their hiring 
strategies, organizations can optimize their recruitment efforts, streamline the screening 
process, and ultimately identify the most qualified candidates for their open positions. As 
technology continues to evolve, businesses must adapt and leverage these innovative 
screening methods to remain competitive in the pursuit of top talent.

Common resume screening 
techniques and tools
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Organizations should take a comprehensive approach to hiring decisions, to ensure they consider both 
the skills and qualifications of candidates, as well as the ethical implications of their recruitment 
processes. Ethical considerations in resume screening encompass a range of issues, from potential 
biases and discrimination to data privacy, compliance with legal requirements, and balancing efficiency 
and fairness in the screening processes. By addressing these ethical considerations, organizations can 
build a diverse and inclusive workforce, fostering a positive work environment and enhancing their 
reputation.

Unconscious biases can infiltrate the 
resume screening process, potentially 
leading to unfair evaluation of candidates 
and hindering diversity within 
organizations. Biases may be based on 
factors such as gender, race, age, or even 
a candidate's name. To mitigate these 
biases, recruiters can employ anonymized 
resumes or utilize AI-driven tools with 
built-in bias detection and prevention 
mechanisms. Additionally, organizations 
should encourage diversity and inclusion 
training for hiring professionals to raise 
awareness of potential biases and promote 
fair decision-making.

Data privacy and security

Organizations must implement robust 
measures to protect sensitive candidate 
information from unauthorized access, 
misuse, or data breaches. This includes 
encryption of data, secure storage 
solutions, and regular audits of security 
practices. Additionally, organizations 
should ensure that third-party vendors 
adhere to strict data privacy standards and 
comply with relevant data protection 
regulations, such as the General Data 
Protection Regulation (GDPR).

Compliance with legal requirements

Resume screening processes must comply 
with various legal requirements and 
regulations to avoid potential legal 
repercussions or damage to the 
organization's reputation. This includes 
adhering to anti-discrimination laws and 
equal employment opportunity (EEO) 
principles. Companies should stay up to 
date with any changes in legislation or 
industry-specific regulations and adjust 
their screening practices accordingly. 
Organizations must also ensure that 
AI-driven tools used in the screening 
process are designed and maintained to 
comply with these legal requirements, 
preventing potential discrimination or 
violation of candidate rights.

Balancing efficiency and fairness

As organizations strive to optimize their 
resume screening processes, they must 
strike a balance between efficiency and 
fairness. While technological 
advancements such as AI and Machine 
Learning have revolutionized the speed 
and accuracy of screening, it is crucial not 
to compromise the fairness of the 
evaluation process. Techniques like 
keyword scanning can streamline the initial 
screening phase but may overlook 
qualified candidates who don't fit a specific 
mold. Therefore, organizations should 
combine multiple screening methods and 
incorporate human intervention to ensure a 
comprehensive and unbiased evaluation of 
each candidate.

Ethical considerations in 
resume screening

Potential bias in resume screening
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When automating the resume screening 
process, it’s vital to establish clear criteria 
and requirements for the job. This includes 
identifying the skills, experience, education, 
and other qualifications for the position. By 
incorporating these factors into the 
screening algorithm, organizations can 
ensure that qualified candidates are 
selected for further review, thus increasing 
the efficiency and effectiveness of the 
recruitment process.

To maintain the effectiveness of the 
automated resume screening process, it’s 
crucial to review and update the screening 
algorithm. This involves analyzing the 
performance of the algorithm, identifying 
any biases or inefficiencies, and adjusting as 
needed to improve its accuracy and 
efficiency. By doing so, organizations can 
ensure that their automated screening 
process remains up-to-date and effective in 
identifying the best candidates for the job.

Implementing a human review process

A key factor to consider when automating 
the resume screening process is the ability 
of the technology to analyze unstructured 
data, such as resumes and cover letters. 
This is crucial for accurately assessing a 
candidate’s qualifications and potential fit 
for the position. By implementing 
automation technology that can handle 
unstructured data, organizations can 
enhance the accuracy and depth of their 
candidate evaluations.

Filtering out irrelevant resumes

An effective automated resume screening 
process should include features that filter 
out irrelevant resumes and identify potential 
red flags or discrepancies. This helps to 
streamline the screening process and 
ensures that the qualified candidates are 
selected for further review, saving time and 
resources for the hiring team.

While automation technology can improve 
the efficiency of the resume screening 
process, it’s important to have a human 
review process in place to catch any errors 
or discrepancies that the technology might 
miss. This added layer of review helps to 
ensure the quality of the screening process 
and reduces the risk of errors or biases 
affecting hiring decisions.

Prioritizing data security and privacy

When automating the resume screening 
process, it’s essential to consider data 
security and privacy. This involves 
implementing appropriate measures to 
protect candidate data and comply with 
relevant regulations and laws, such as the 
General Data Protection Regulation (GDPR). 
By prioritizing data security and privacy, 
organizations can ensure that candidate 
information is handled securely and 
responsibly, fostering trust and 
safeguarding their reputation.

Factors to consider when automating the 
resume screening process

Analyzing unstructured data

Defining criteria and requirements Reviewing and updating the algorithm
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About impress.ai
impress.ai, an enterprise-focused recruiting software provider focusing on making 
accurate hiring easier. Its software helps large enterprises to streamline their recruitment 
process by enabling them to screen, engage, evaluate and hire talent with accuracy, 
consistency, & efficiency. We have partnered with leading businesses globally, offering 
24/7 recruitment capability, helping them qualify the best candidates, increasing their 
hiring efficiency, and improving employee retention while consistently delivering superior 
candidate experience.  

Headquartered in Singapore, impress.ai has a regional presence in the USA, Australia, India, 
and Indonesia. impress.ai was accredited by IMDA under the Accreditation@SG:D 
programme and has won 'Silver' in the Most Promising Innovation category at SG:D 
Techblazer Awards 2020.

Advancements in technology continue to shape the landscape of recruitment and organizations 
need to stay informed about future trends and developments in resume screening. Increasing use of 
artificial intelligence (AI), Machine Learning, and natural language processing (NLP) is expected to 
significantly impact the resume screening process. By leveraging these advanced technologies, 
organizations can enhance the accuracy and efficiency of their recruitment processes, enabling 
them to identify top candidates more effectively.

One of the most promising applications of AI and Machine Learning in resume screening is the ability 
to automate the process. By using these tools, organizations can assess candidate qualifications, 
allowing for a more streamlined recruitment process. The use of NLP can help identify relevant 
keywords and phrases within resumes and cover letters, leading to a more comprehensive 
understanding of candidates’ qualifications and potential fit for specific roles.

Despite the many benefits that these technologies can provide, it is important to remain vigilant 
about potential biases in the hiring process. Organizations must strive to detect and mitigate 
unconscious biases in their screening algorithms to create a fair and inclusive recruitment process. 
This involves reviewing and updating their algorithms to ensure their continued effectiveness and 
accuracy. The integration of automated resume screening technology with existing Applicant 
Tracking Systems can further streamline the hiring process, reducing the time and resources 
required for recruitment.

Conclusion
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