The 7 Most
Common
Resume
Mistakes

I have been working in the recruitment
industry in some form or another for the past
ten years and during that time I have seen a lot
of resumes!

WELCOME!

Over the years I have noticed that there are
some really common mistakes that lots of
people make - regardless of their industry or
level of experience.
In this mini ebook, I have set out to explain the
7 most common mistakes and have included
some quick, easily actionable steps to improve
your resume and help you put your best foot
forward when seeking out your dream job.
Want more? In the coming weeks, I will be
sharing loads more FREE content that will
guide & support you throughout
the job application process.

1. SPELLING
& GRAMMAR
Don't skimp on
the spell check
OR your proof
reading!)

(

I know what you might be thinking. It goes
without saying. Unfortunately though, it needs
to be said. Then it probably needs to be said
again.
You should always double and triple check
your spelling and grammar.
Enlist a buddy to proof read your work and
point out any errors that you have missed. It
can be very hard editing your own work and it
is amazing what a fresh set of eyes will pick up!
If you don't know someone that fits the bill,
then check out fiverr.com. For $5 you can hire
someone to edit your resume or any other
document for that matter. I have had great
success using fiverr.com for other tasks and
highly recommend it!

A well designed resume will stand out from the
crowd and make your content POP! Note that I
said WELL designed...

2. POOR
DESIGN
Consistency is
key, but don't be
afraid to have a
little fun!)
(

When putting your resume together you want
to make careful choices about your font styles,
sizes, colours and other design elements.
Limit yourself to a maximum of two fonts in
your resume and keep in mind that sans-serif
fonts are much easier to read. (The ones
without the little flicks on the ends of letters).
*

A font size of 11 or 12 is perfect for the body
text of your resume, but you can go a little
larger for section headings if you prefer.
*

I love adding colour to my resumes. Use
colour as an accent but keep your text dark for
easy reading!
*

3. TMI

Yep, that stands
for "Too Much
Information")

(

There are certain things that are completely
irrelevant when it comes to writing your
resume. Things like your marital status, age,
weight and subjects you studied at high school
(unless you are straight out of school and don't
have a lot of work experience!)
Putting your hobbies on your resume is a
personal preference. Including some hobbies
can give an employer an insight into your
personality - team sports could allude to a
competitive nature, outdoor activities suggest
you might be adventurous. If you do choose to
include your hobbies, stick to no more than
three. More than that and it is TMI.
Thinking about adding a head shot? Don't.
Unless you are applying for a modelling or
acting gig, your appearance is completely
irrelevant.

This is the exact opposite of TMI, but can be
just as big of a mistake.

4. TLI

This one is
trickier... it stands
for "Too Little
Information")
(

The key for both TMI and TLI is relevance. You
should ask yourself, "Is this piece of information
required by a potential employer who is
deciding whether to employ me?"
Things like your qualifications and citizenship
status are definitely required.
One other thing that is often missing on a
resume, is correct dates of employment.
Including only the years of employment
doesn't really tell the whole story. After all,
2007 to 2009 could mean that you have
worked for an employer for three years, or just
over one year. Make sure that you include the
months you started and finished
each job for full transparency.

On too many occasions have I tried to get in
contact with a candidate, only to find that their
phone number or email address was incorrect!

5. CONTACT
DETAILS

Make sure you
are contactable!)
(

This becomes a problem for several reasons.
Firstly, the obvious. If your contact details are
wrong, a potential employer can't get in touch
with you to invite you for an interview.
Secondly, like poor spelling and grammar,
mistakes in your contact details can suggest
that your attention to detail is not up to
scratch. That can be rather embarrassing.
Especially if you listed "attention to detail" as
one of your strengths!
While we on the topic, let's talk about your
email address. Your name is always a
good choice. Sexyladyyy69...
Save that for personal emails.

6. ALWAYS
BE
MARKETING
Sell yourself,
baby!)

(

One of the biggest mistakes that you can make
is thinking of your resume simply as a list of
your work experience. You need to think of it as
a sales document.
When you watch television or read a magazine,
you are inundated with advertisements for
specific products and brands. Your resume is
similar - it is an advertisement for you, your
skills, experience and personal qualities. If your
resume isn't on point, it will have the same
effect as a bad infomercial.
The trick to selling yourself is being confident
in your abilities. You need to believe that you've
got what it takes! Use descriptive words like
"excellent", "strong" and "high level" when
talking about your skills. Just remember that
"confident" and "cocky" are
very different beasts.

7. HONESTY =
BEST POLICY
Don't be tempted
to tell lies. Not
even little ones)

(

I know that it can be tempting to embellish
upon your skills and experience when you are
putting together your resume. I promise you
though, it is not worth it.
Throughout my career, there have been a
number of times when I have seen people
"come undone" because of exaggerations and
even lies that they have told in their resumes.
I can almost guarantee that when you are
looking for your next job opportunity, you will
be seeking out an honest, professional and
supportive organisation, where you will be
treated fairly and with respect. Consider that
your future employer will be looking for the
same thing in an employee.
Honesty is always the best policy.
Lying is not a good look.

My name is Becca and I am the creator of Pop
Your Career, a website dedicated to providing
the freshest career advice that won't bore your
socks off!
I am a passionate coach, writer and facilitator
with a gift for helping people find, win and love
their dream careers.

HI, I'M BECCA.
I HOPE YOU
ENJOYED THIS
MINI EBOOK!

If you want some information about my blog,
my products and services or you just feel like
saying "G'day", please connect with me via the
links below - I would love to hear from you!
Becca xo
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