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Resume Building Tips 

Your resume is your first chance to make a good impression on poten�al employers. It’s 
important to make sure that your resume stands out in a posi�ve way and accurately represents 
your skills and experience. Here are some resume building �ps to help you create a strong, 
effec�ve resume: 

Common Mistakes to Avoid 

There are several common mistakes that job seekers make when crea�ng their resumes. These 
include: 

• Including irrelevant informa�on: Only include informa�on that is relevant to the job you 
are applying for. Avoid including personal informa�on, such as your hobbies or interests, 
unless they are directly related to the job. 

• Using an inappropriate format: Make sure that your resume is easy to read and well-
organized. Use a clear, professional font and forma�ng that is easy on the eyes. 

• Failing to tailor your resume: Customize your resume to each job you apply for. Use 
keywords and phrases from the job descrip�on to demonstrate that you have the skills 
and experience the employer is looking for. 

• Lying or exaggera�ng: Don’t lie or exaggerate on your resume. It’s important to be 
honest about your skills and experience, as employers can easily verify your informa�on. 

Best Prac�ces for Resume Building 

To create a strong resume, follow these best prac�ces: 

• Start with a strong summary statement: Begin your resume with a summary statement 
that highlights your most relevant experience and skills. This will help grab the 
employer’s aten�on and encourage them to read on. 

• Use bullet points: Use bullet points to highlight your experience and accomplishments. 
This makes your resume easier to read and helps the employer quickly see your 
qualifica�ons. 

• Focus on achievements: Instead of simply lis�ng your job du�es, focus on your 
achievements and how they benefited your previous employers. Use numbers and 
metrics to quan�fy your accomplishments whenever possible. 

• Use keywords: Use keywords and phrases from the job descrip�on to demonstrate that 
you have the skills and experience the employer is looking for. 

• Keep it concise: Your resume should be no more than two pages long. Be concise and 
avoid unnecessary details. 
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Tips to Make Your Resume Stand Out 

Here are some addi�onal �ps to help make your resume stand out in a posi�ve way: 

• Customize your resume to each job: Customize your resume to each job you apply for. 
Use keywords and phrases from the job descrip�on to demonstrate that you have the 
skills and experience the employer is looking for. 

• Use ac�on verbs: Use ac�on verbs to describe your experience and accomplishments. 
This makes your resume more dynamic and engaging. 

• Include relevant cer�fica�ons and training: If you have relevant cer�fica�ons or training, 
include them on your resume. This demonstrates that you are commited to your field 
and have taken steps to improve your skills. 

• Get feedback: Have someone else review your resume and provide feedback. This can 
help you iden�fy areas for improvement and ensure that your resume accurately 
represents your skills and experience. 

Crea�ng a strong, effec�ve resume requires aten�on to detail and a focus on your skills and 
experience. By avoiding common mistakes, following best prac�ces, and incorpora�ng �ps to 
make your resume stand out, you can increase your chances of landing your dream job. Good 
luck with your resume building! 

 


