The Do’s and Don’ts of Resume Writing

Managers spend an average of 20-30 seconds reviewing a given resume, no matter what level of job is being filled.  With this in mind, please review the list of Top - 10 resume mistakes that sink job applicants before they even reach the interview room:

1) Lying about or exaggerating your credentials, 

accomplishments or work history.
This is always at the top of every professional recruiter’s list of no-nos. A lie is too easy to catch, and it is the one thing you can never recover from. There is absolutely nothing an applicant can say that will ever make it OK to lie on a resume.
2) Typographical, spelling or grammatical errors.
Although not as egregious as a false statement, this kind of mistake will work even faster in moving a resume to the reject basket. Spelling and grammar mistakes are the easiest way to cull the pile of resumes.

3) Thinking that longer is better.

It is far more important that your resume get read than to include all the details about your job. Resumes should not be longer than two pages, and one page will suffice for those just starting their careers.  Think of a resume as a marketing brochure or a movie trailer.  It is a document that highlights your career without telling the whole story.

4) Cluttering the writing to the point that the information is 

difficult to understand.
Long paragraphs, long sentences, even long words can doom a resume. Achievements should be bulleted and to the point. Use active words, and skip the extra words.  Telling a long-winded story in paragraph form is a killer.  Look for quick sound bites that jump off the page and will resonate in the reader’s mind.

5) Leaving gaps in your job history. 

Applicants may do this to cover up a spotty employment record, and employers  can smell it a mile away. It’s clear that your’re hiding something.  Make sure that all the time from college graduation to the present is accounted for.

6) Failing to customize the resume for the job.

Sales managers want you to write a resume specifically for them, to clearly show how and why you fit the position. It is a matter of emphasis and focus. The ideal resume quantifies career achievements in a way that demonstrates a clear return on investment for the prospective employer.  Your resume should be a sales presentation on paper selling the product you know best, YOURSELF!

7)
Including too much personal information.

Adding information such as marital status, number of kids, your hobbies or health status are not only not necessary but wedge the door for discrimination issues.

8)      Being overly creative in the choice of format, fonts or 

paper color.
Resumes are business documents. You want your resume to stand out because of the information it contains.  The way to do that is to use a traditional two-page resume that clearly articulates your skill, experience and potential value.

9)      Including a photo.

Photographs are not appropriate in this day and age.  Most companies strive to make their hiring decisions based on credentials and what an applicant can do for the company, not what he or she looks like.  A photograph is a distraction and tacky.  In my experience, most clients would prefer not to see it.

10) Mentioning compensation – either what you have made 

or what you expect to make.

With negotiations on money, the first person who talks loses.  Leave any talk of compensation to later negotiations, or at least until the interview.

