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1. Poor use of space on the page



  

1. Poor use of space on the page

● Your goal is to have a balanced 
amount of empty space; you want 
more text than empty space

● If you don’t have much job 
experience, one option is to list the 
courses you have taken in your major; 
research “skills based resumes”



  

2. Bad design



  

● Note the tasteful 
use of color, and 
elements like 
lines/rectangles

● Note how this 
person has used 
her resume header 
as stationery for a 
cover letter



  

3. Weak job objective statements

● Objective 
statements are 
often bland

● If you aren’t going 
to bother writing a 
specific statement 
for each job you 
apply for, replace it 
with a summary 
statement



  

3. Replace the Statement with a 
Summary

Skills



  

4. Weak Job Duty Descriptions
An acceptable skill statement: 

ï‚· Conducted training programs for managers 

A better skill statement with more detail: 

ï‚· Conducted communications training programs for managers facilitating internal promotions and 

decreasing staff turnover 

Example 2: Assisted in company wide HR decisions 

The same skill statement with more detail: 

ï‚· Assisted in company wide HR decisions by consulting with department managers to identify 

opportunities to avoid underemployment of staff increasing productivity by 25% in one year 



  

5. Resume not tailored to the job 
description



  

6. High School Stuff

You’re in college now! You don’t want the employer 
To think of you as a high school student!

If you only have extracurriculars from high school, 
it’s time to become more active on campus.



  

7. Clichés 

● People person, team player, hard working, 
results-driven, self motivated, go-getter...none 
of these tells readers anything about you

● ugh
● Just ugh



  

8. Incorrect degree

For example:
Bachelor of Business Administration in _______
Minor in_________

You don’t want B.S. on your resume!



  

9. Typos, grammar errors

These are the first things that will get your resume 
thrown out.

Ask several people to look over your resume.

SPEL Czech is not enough



  

10. Missing keywords for your 
industry

Your major advisor and professors can help you 
with this.

HR departments are relying on programs to sift 
through applications.

You need to know what the key words are to make 
the cut.



  

11. Not easy to read quickly

Your resume is skimmed by employers. They 
spend three seconds or so the first time they get 
your resume.

No paragraphs! Bullet points.

Use bold / larger text for section titles.



  

● Your resume is YOU! 
● It’s the very first impression most potential 

employers have of you
● Update your resume often – at the end of every 

semester while you’re in school; every six 
months when you’ve graduated

● Keep notes as you encounter new skills, tasks, 
etc. and update your resume



  

This work is licensed under a Creative Commons 
Attribution-ShareAlike 3.0 Unported License.

It makes use of the works of Mateus Machado Luna.
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