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Resume Mistakes to Avoid                    

By AJE Recruiting Specialist  

America’s Job Exchange  

The resume is one of the very first things a potential employer will use to decide on the best candidates for an available 

job. Many employers will only give a resume a 20 to 30 second glance before deciding to keep it or toss it out. You need 

to make sure those few seconds count. While creating a resume that employers will notice is crucial, you must also keep 

in mind a few resume mistakes that could get your resume thrown into the "no" pile. Keep these common mistakes in 

mind as you prepare a new resume or update your existing one. 

1. You do not specify a connection to employer need. For every job you apply for, make sure your resume is adjusted to 

the specific requirements of the position. This means not sending out a blanket document to 60 job openings, but 

tweaking your objective and relevant job responsibilities to highlight your qualifications to match each job description. 

2. Lack of focus and direction. Steer clear of generic objective statements, like, "to obtain a position that utilizes my skills 

and experience." If you choose to include an objective, tailor it specifically to the job you are applying for so employers 

understand exactly what your career goals are. If you are unsure of what to say in an objective statement, it’s okay to 

leave it off. 

3. Padding and embellishments. In other words, lies. While it’s obviously important to make yourself shine in your 

resume, any untruths will be discovered and could lead to serious consequences down the line.  

4. Listing your job duties as a generic laundry list, such as "meeting with clients" or "training new employees." Add 

substance and meaning to your job duties, demonstrating your measurable accomplishments and how they can transfer to 

your next job. As you reflect on your work history, ask yourself how often you did a particular task and determine its 

impact. Did you do something no one else in your company did? Do these responsibilities match the needs of the job you 

are applying for? Help your future employer by enabling him or her to quickly match your achievements with what they 

need. 

5. Sticking important skills at the bottom. Avoid the cookie–cutter template of education/experience/skills. Specific 

skills, especially computer–related ones, should go near the top so the employer sees them first. 

6. Formatting and other visual, surface errors. Mistakes like this are completely unacceptable. If you are not sure about 

spelling or punctuation, enlist the help of someone who can proofread your resume and look for other problems. Do this 

several times until you are certain your resume is 100% error–free. 

7. Listing your references at the bottom of the resume. While it’s essential to have an updated list of references, do not 

include these when you send your resume. If an employer is interested in you, you will be asked to provide your 

references, at which point you can provide this information. 

8. Not using a format that is compatible when opened as an email attachment. Make sure that your document can be 

opened and viewed by all of the major word processing applications and will look exactly how you want it to look. This 

is a critical piece of the application process. If you are uncertain as to how to send your resume electronically, ask the 

hiring contact exactly how to save and send the document. 

9. Your resume contains complete sentences instead of bulleted statements using action verbs. As a rule of thumb, 

resumes should not be in narrative form unless specifically requested by an employer or job listing. Save the anecdotes 

for your cover letter and your interview. 

10. Leaving important information out. While it might seem logical to leave out short-term jobs, summer work, or 

volunteer experience unrelated to the position you are seeking, the soft, transferable skills you've gained from these 

experiences (e.g., work ethic, time management) can be as important to employers as job-related skills. 

http://www.businessadministrationinformation.com/news/how-to-bolster-your-resume-with-an-online-certificate
http://www.americasjobexchange.com/resume-writing
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Things Employers Want to See on Your Resume 

By AJE Recruiting Specialist  

America’s Job Exchange  

While job search strategies may have shifted with the advent of social networks and more recruiting taking 

place online, one constant remains – you need a solid resume, say our career experts. Whether you present this 

in standard written form or via your profile page on networking sites such as LinkedIn, your resume is the first 

impression an employer has of you as a viable candidate. 

Here are some factors you should consider if you are in the process of creating or updating your resume. 

Make sure your resume fits the job. If are submitting your resume for several job openings, the temptation 

may be to submit the same resume to each one. This is wrong, and can lead to wasted time and energy. Hiring 

mangers seek unique skill–sets for every job opening they post and will focus on these requirements 

specifically. If your resume does not highlight the skills that are included in the job posting, it will be set aside. 

The best rule of thumb is to mirror the keywords that are being used within the job description itself. While 

you do not want to add keywords for the mere sake of doing so, including content that is directly in line with 

what the hiring manager is looking for will help. 

Showcase your strengths. Resumes are advertisements; now is the time to brag. Undoubtedly the most 

successful and effective way to communicate your strengths to a potential employer is through your 

accomplishments. Highlight your career successes and make these a featured element of your resume and 

cover letter. 

Managers seek employees who are results–oriented. The best way to showcase this attribute – prior to the 

opportunity of discussing these with a potential employer face–to–face – is to highlight results achieved 

prominently on your resume. 

Make your resume engaging. Employers seek employees who are successful. Showcase the path of your 

career. Highlight awards and accomplishments. Outline any organizations, groups or other affiliations that are 

in direct line with the job you seek. Your resume should clearly define your career roadmap, telling the story of 

how you as an employee will perform, and why you should be hired. 

Add all appropriate details. There are certain elements that should be included in every resume and you need 

to make sure you do so. Always provide the right contact information, objectives, and work history. Add social 

networking addresses and links to other online directories that highlight your career. And all of the information 

should be displayed professionally, with no typos. 

 

 

 

http://www.americasjobexchange.com/career-advice/job-search-for-new-year
http://www.americasjobexchange.com/career-advice/resume-length-tips
http://www.americasjobexchange.com/career-advice/successful-resume-writing-tips
http://www.americasjobexchange.com/career-advice/how-to-make-a-good-resume
http://www.americasjobexchange.com/career-advice/elements-to-building-your-resume
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Resume Writing Tips for Older Workers 

By Recruiting Specialist  

For older workers about to write a resume, similar to the job search process, there are some challenges you 

face. The way you write your resume and position your skills will determine how you stand out from other job 

candidates. Here are some tips you can follow as you begin to develop your resume. 

Don’t focus on your years of experience. The general rule of thumb for anyone 50 or older is to develop a 

resume that highlights your skills instead of the number of years you spent accomplishing them. You may want 

to consider developing a functional resume. This type of resume highlights your work experience and skills 

instead of a chronological listing of your work history. 

List the most recent 10-15 years of work experience only. We recommend that you list no more than the last 

10 to 15 years of work experience. This will enable you to highlight your most recent work accomplishments 

and the benefits you can bring to a prospective employer, with less focus on years in the work force. 

Be sure to include your most recent and current skill set. This should include everything from specific 

computer knowledge to any continuing education courses or seminars you have participated in. Remember, 

hiring employers are looking for candidates who are up to date on the latest technology and industry specific 

trends that impact day to day work flow. 

Highlight your email or social media. Employers expect to contact you via email so be sure to include. If you 

do not have an email address, we recommend you create one. Any number of Internet service providers offer 

free email. Fax numbers are outdated - never include. Also, if you have links to social media sites, such as a 

LinkedIn profile, add them. This shows that you are current. 

Downplay your years of experience. In some instances, depending on the job you are applying to, you may 

need to downplay your experience level. Employers pay for experience and in some cases too much experience 

may position you out of a job because you may appear (based on your resume) as being too expensive, even if 

this is not the case. 

Include your education and dates. Even though you have eliminated other dates, here is where you need to 

be transparent. Hiring managers expect to see education outlined and the dates. 

Include your hobbies. Employers are always looking to hire candidates that not only match the experience to 

the job, but add to a dynamic workplace. Including this information, such as if you like to run, ski or travel, 

positions you as an active, vibrant person - younger than your years.  

Tailor your resume for each position. Just like you have to prepare for each individual interview, do the 

same with your resume. Tailor it to each position you are applying to. 

Check your grammar. As with your entire job search, remaining professional is imperative. Always check for 

grammatical errors before you submit to hiring managers. Rely on family and friends to proofread and edit. 

http://www.americasjobexchange.com/career-advice/how-to-interview-strategies-older-workers-article66
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