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The sole purpose of creating a resume is to sell yourself to the employer so they consider you as a candidate for
the position. To ensure that your resume stands out from the rest, here are some common resume mistakes that
you should avoid:

1. Poor Resume Structure: A well written resume tells a story that communicates your knowledge and
experience. There should be a logical flow between the various sections of your resume so the
interviewer understands your professional abilities.

2. Submitting your resume with spelling or grammatical errors: Poor spelling and grammar won’t help
your chances of being picked as a top candidate for the position. These errors demonstrate a lack of
detail and poor communication skills, which is not the impression you want to make to future
employers. The best way to avoid making this mistake is to proof read twice before you submit.

3. Not including your contact information: If your contact information is missing from your resume, how
would the recruiter or hiring manager be able to reach out to you? It is important to always include your
full name, address, phone number and email address so employers can easily get in touch with you.

4. Length: Finding the balance between too much and too little information. For recent grads, it’s
important to limit your resume to one-page. Make sure you are including relevant information for the
specific job you are applying to. Focus on your accomplishments rather than your responsibilities in your
previous positions. Remember, bullet points are your friend. Putting information into bulleted sections
makes it easier for the recruiter to scan through.
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5. Resume Summary: The purpose of including a resume summary statement is to clearly define your
career goals and career path. Your summary statement should be more like an elevator pitch. Phrase
this in a way that will sell your skills, abilities and accomplishments. Example resume summary: Creative
online marketer who has leveraged high level SEO and social media skills to dramatically increase page
views.

6. Omitting keywords that relate to the job description: Many companies use a screening process when
gathering resumes for an open position. Resume keywords are words that the hiring managers search
for when going through their database of resumes. If your resume doesn’t have some of the key words
that the company is looking for, you will automatically be screened out and your resume will never even
be reviewed by the hiring manager. Keywords in your resume should reference the skills, credentials,
and technology competencies in the job description.

For more career advice, visit www.ca.com/careers/mrp!
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