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Do’s and Don’ts of Writing a Great Resume & Resume Phrases to Avoid

(Below are the do’s and don’ts of a good resume. View a sample Engineer resume, and a sample Sales resume on the Other Resources section of this site.

Your resume is the first item that a prospective employer will see. You need to carefully think through the content, readability and presentation of your resume. Many candidates will just paste the current job to a list of past positions. This is a mistake. Below are suggestions to write a better resume: 

· Use high quality white paper.

· Often a resume is written to describe what a person has done. Remember to include how well (metrics) you did it. This allows you to standout from the competition.

· Add an "Impact" statement after your titled position (see sample sales resume)

· You may want to add a customer list or classes of customers you service. Selling one product line to a common customer may open a door to sell a new company product line to the same customer.

· Focus on your quantifiable and measurable accomplishments. 

· Include appropriate contact information on the resume including an appropriate mailing address, home email, cell or home phone number.

· Follow up with a telephone call to whomever you sent your resume to approximately a week after you mailed the resume to see if the company is interviewing candidates that have a background like your resume.

· Do not include protected class, personal items in your resume. (e.g. pictures, marital status, religious affiliations, etc.)

· Fully develop your resume (Up to 2 pages is permissible).

· Check your resume and cover letter for grammar and spelling errors.

· Do not use excessive “tables, bold, underlining, etc.” This inhibits scanning by companies.

· Use full “keywords” for a scannable, computer friendly resume. Minimize the use of “sections or tables.”

· Often hiring managers will not fully read your resume. You need to impact the hiring manager in the first half page of the resume in order to encourage the person to read more.

· Your cover letter should address information not included in the resume. The cover letter may highlight key items you know the company needs. As an example, if you know a company wants a sales person with shelf management skills that calls on Kroger, add “regularly use both Apollo and Spaceman Shelf Management Systems during shelf resets with Kroger.” The cover letter should be short. 

TEN RESUME PHRASES TO AVOID

Every employer looks for sharp, self-motivated people but just saying "I'm self-motivated." doesn’t truly convey your motivation.  Anyone can say that and unfortunately, many do. Phrases like these fall flat.  

Resume clichés like "team player" and "results-oriented professional" are out of date in 2010. You can do a better job of letting hiring managers know how you solve problems on-the-fly or leap over tall buildings in a single bound.

Here are ten of the most overused and tired resume phrases in use and sample replacements for each one.  Rewrite the replacement phrases to reflect your own accomplishments--and that's the key!

1.  “Results-oriented professional”

Replace with your own version such as:  “I love to tackle thorny supply-chain problems and resolved a long standing inventory error saving $10,000 annually.”

2.  “Excellent team player” 

Replace with your own version of this:  “At Acme Dynamite, I partnered with Engineering to cut our product costs in half.”

3.  “Bottom-line orientation” 

Replace with your own version of this:  “My accounting process overhaul saved the company $10M in its first year.”

4.  “Superior communication skills”

Replace with your own version of this:  “I led a two-day offsite that yielded our 2010 product lineup and a $40K cost savings.”

5.  “Possess organizational skills”

Replace with your own version of this:  “Reduced customer-complaint resolution time from three weeks to one by revamping the process.”

6.  “Savvy business professional” 

Replace with your own version of this:  “I'm a PR manager who has identified two new potential lines of business through networking with the Chamber of Commerce.”

7.  “Strong work ethic” 

Replace with your own version of this:  “I taught myself HTML over a weekend in order to grab a marketing opportunity.”

8.  “Meets or exceeds expectations” 

Replace with your own version of this:  “Invited to join our executive staff at a strategy summit during my first year at the company.”

9.  “Strong presentation skills”

Replace with your own version of this:  “Was recruited to join Acme Dynamite after my new boss heard me speak at a conference.”

10.  “Seeking a challenging opportunity” 

Replace with your own version of this: “I'm looking for a midsize manufacturer primed to grow its business in the Pacific Rim.”

Ten Resume Phrases to Avoid:
Excerpted from Liz Ryan from an article on Yahoo April 19, 2010 -  http://www.asklizryan.com/.
	

















