Preparing Your Resume

Top 10 Pitfalls in Resume Writing
Dates
should
go on the
right-hand
margin

Did you know the average amount of time an employer spends
reviewing a resume is 30 seconds? This means that you have
to put in the work to make it stand out.

Experience:
• List job/position title
• Organization/company name
• Location (city, state)
• Dates (month/year)
• ALWAYS start with action verbs, such as “collaborated,
wrote, designed and implemented,” to describe job tasks,
activities performed and accomplishments.
• Emphasize what you have learned, such as ability to work
independently or on a team.
• Provide specific examples and quantify accomplishments
using statistics and numbers to strengthen your resume.
• Include paid experiences, such as full- and part-time work,
internships, summer jobs and assistantships.
• Don’t forget unpaid experiences, including volunteer
positions, internships, extended research projects,
extra-curricular activities, coursework, or class projects that
often lead to the acquisition of valuable knowledge and skills.
• Always use present tense verbs to describe the job you are in
now and past tense to describe previous jobs.

How do you accomplish this? For starters, clarity and brevity
are important qualities for your resume, but the information you
provide must also be RELEVANT. Tailoring your resume to the
job’s required skills and experiences is a MUST. A well-written
resume should include highlights such as relevant coursework,
relevant skills and experience.

SUGGESTED CONTENT
Contact Information:
Name (do not use nicknames), Permanent Address (or School/
Local Address), Phone Number, your customized LinkedIn
URL and Email Address. Be sure that your voicemail message
is a neutral greeting, and that you use a professional email
address.
Objective:
A brief statement of the type of position for which you wish
to be considered. May be stated (1) by job title, (2) by level or
type, (3) in terms of the skills you wish to use or develop, or (4)
as a combination of all three.
• Job title: To obtain a position as a market researcher.
• Level or type of responsibility: To work in a social service
agency, with responsibility for program planning and
implementation.
• Skills: A position in the conservation field using skills in
lobbying, fund raising and grant writing.
• Combination: (1) Sales representative with (2) responsibility
for identifying and building a client base (3) employing
organizational and interpersonal skills.
Don’t forget to tailor your objective for each employer that you
contact.

Activities:
List activities in or out of school, if not already covered in
the experience section. Include activities RELEVANT to the
position, or where you have developed significant transferable
skills, such as leadership and public speaking.

Education:
• Begin with most recent degree (omit high school).
• Include degree received or anticipated (Bachelor of Arts,
Master of Science, etc.) major (concentration), minor and
certificate program
• Date degree was granted or is expected
• University name and location
• GPA if it is 3.0 or higher
• Academic honors, scholarships and awards (Dean’s List)
• You may also include a subsection that lists relevant
coursework related to the position
• Study abroad experience

Other Pertinent Information:
Citizenship, special licenses, certificates, clearances.

Skills:
• Computer (hardware and software)
• Foreign language proficiency (literate, fluent)
Non-Academic Honors and Awards:
List any awards and honors you may have received.
Professional Affiliations:
List memberships in professional organizations, offices and
dates held.

References:
Do not list references directly on your resume or use the phrase
“References available upon request.”
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1. Too long. Most new graduates should restrict their
resumes to one page. If you have trouble condensing, get
help from a career services professional.
2. Typographical, grammatical or spelling errors. These
errors suggest carelessness. Have at least two people
proofread your resume. Don’t rely on your computer’s
spell-checkers or grammar-checkers.
3. Hard to read. A poorly typed or copied resume looks
unprofessional. Use a plain typeface, no smaller than a
12-point font. Asterisks, bullets, underlining, boldface type
and italics should be used only to make the document
easier to read, not fancier. Again, ask a professional’s
opinion.
4. Too verbose. Do not use complete sentences or
paragraphs. Say as much as p
 ossible with as few words as
possible. “A,” “an” and “the” can almost always be left out.
Your resume should include appropriate industry keywords,
but be careful in your use of jargon and avoid slang.
5. Too sparse. Give more than the bare essentials,
especially when describing related work experience,
skills, accomplishments, activities, interests and club
memberships that will give employers important
information.

6. Irrelevant information. CUSTOMIZE each resume to
each p
 osition you seek (when possible). Emphasize only
RELEVANT experience, skills, accomplishments and
activities. Do not include information that would be illegal or
inappropriate if asked about in an interview. This includes:
marital status, age, sex, children, race, ethnicity, religion, etc.
7. Obviously generic. Too many resumes scream, “I need
a job—any job!” The employer needs to feel that you are
interested in a particular position and want to work for their
specific organization.
8. Too snazzy. Of course, use good quality bond paper, but
avoid exotic fonts, colored paper, photographs, binders
and graphics. The exceptions for this rule are artistic
positions, such as graphic designers.
9. Boring. Make your resume as dynamic as possible. Begin
every statement with action verbs, using them to describe
what you have accomplished in past jobs. Don’t forget to also
include language specific to the field in which you are applying.
Also, avoid repeating words by using an online thesaurus.
10. Too modest. The resume showcases your qualifications
in competition with other applicants. Put your best foot
forward without misrepresentation, falsification or arrogance.

INSIDER INFORMATION (THE LEGAL KIND)
Gain an edge in your job search by conducting preliminary research on the organizations where you want to work. Investigating an
organization’s mission, goals, values and needs is a process necessary in identifying which organizations to focus on and those
that are going to be a good fit for you.

C4T

UMD Resources for Research

Other Online Resources

• Careers4Terps: In addition to giving you
access to full-time, part-time and internship
positions, Careers4Terps provides information
about employers and their UMD contacts. These
employers want to hire UMD students!
• Vault: Log in through C4T for employer/industry insights,
rankings and reviews.
• Terrapins Connect: Set up an appointment to meet virtually
with an alumnus for a career conversation, resume tips or
mock interview. Free for students/alumni.
https://terrapinsconnect.umd.edu
• Career Fairs: The University Career Center & The
President’s Promise hosts a variety of Career & Internship
Fairs every year that offer an abundance of opportunities to
discuss your qualifications with employer representatives,
many of which are UMD alumni.
• Special Events & Employer Information Sessions: Check
the calendar at careers.umd.edu for updates on Center
events as well as Employer Information Sessions that can not
only help you with job search skills, but also give you insider
information on what organizations are looking for in new hires.
Bottom Line: Employers expect you to exhibit knowledge of
their organization in your cover letter and during interviews.
Finding out as much as you can about an organization will give
you a competitive edge and convey your interest in working for
them.

• Organization Web Sites: Most organizations maintain
extensive sites that include information regarding their
organization’s history, mission statement, community
involvement, special events, executive bios or even past
annual reports. This information can be found under
Careers, About Us, or Contact Us sections.
• Social Media: Many organizations maintain a social
media presence on sites such as Twitter, Facebook
and LinkedIn. Through these feeds/pages, they provide
organization news and occasionally, job postings. LinkedIn
can be helpful to see if any employees are UMD alumni or
what positions they held before their current one. Before
connecting with organizations on these sites, make sure
that your own social media presence is a professional one.
• Industry Specific Publications/Journals: Subscribing to
online or print publications in your career field can keep you
updated about new practices in your industry.
• Search Engines: Just google it! A simple search
through an online search engine can lead you quickly to
helpful information or bring up news articles involving the
organization.
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