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Getting Started
Top 10 Mistakes

Not having a plan. 1.	 Your plan doesn't have to be elaborate. Whether you capture notes in a spreadsheet 
or on the back of a napkin, write down your job search goals and objectives. Be sure to include actions and 
timelines.

Not having a resume.2.	  You need to spend time capturing your credentials and experience in a well-crafted 
resume. Chances are you'll be revising it throughout your job search, but you have to start from somewhere.

Having a poor attitude.3.	  You have to approach your job search in a positive frame of mind. A defeatist 
attitude will hinder your progress, preventing you from taking action and making a good impression.

Not asking for help. 4.	 Talk to friends, family, colleagues, recruiters, counselors – anyone who can give you 
advice and leads in your job search. Don't be too proud to ask for help and guidance – use all the resources 
available to you.

Not taking action.5.	  If you're waiting for the perfect job to fall into your lap, you might be waiting a long time. 
The job market is competitive – you have to be proactive and get in the game. Being passive won't get you 
hired.

Not knowing your market worth. 6.	 Do some research to validate your market worth. Doing this up front will 
help focus your job search and help you later in the interview and job offer negotiation stages.

Not having references.7.	  Start organizing your references early. Make sure you speak to them and get their 
support well in advance of needing to supply their names and contact information to the hiring manager.

Not developing your network.8.	  Networking will help you access the hidden job market. Don't limit your 
opportunities by focusing on only known jobs. Establish your network now and continue to build it throughout 
your career.

 9.	 Being inflexible. Be open to considering opportunities that may not exactly fit your criteria. You don't want 
to compromise too much, but you also don't want to discount potentially great jobs with rigid notions of what 
you're looking for.

Not committing time and effort. 10.	 Looking for a job is a job in itself. What you put in is what you get out. 
As with anything in life, you have to be prepared to make a commitment of time and effort if you want to see 
results.
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Writing Resumes
Top 10 Mistakes

Poor content.  1.	 Your resume should highlight your experience and accomplishments, not your job duties. 
Employers want to see what you're capable of, not just what your responsibilities are.

Poorly organized. 2.	 Your resume should be organized into discrete sections to focus the reader's attention. 
Decide whether you want a chronological or skills-based resume and organize it into appropriate sections.

Not proofreading.3.	  In addition to checking grammar and spelling thoroughly, also make sure your contact 
information is correct. Have another set of eyes proofread your resume to catch mistakes you might have 
missed.

Too generic. 4.	 Avoid generic or "empty" statements in your resume. Use concrete examples and descriptions 
to illustrate what you've done and what you're looking for, rather than vague and meaningless commentary.

Being misleading.5.	  Providing false credentials, overstating your accomplishments and omitting information 
are all misleading. Of course you want to position yourself in the best possible light, but dishonesty will catch 
up with you.

Poor writing style.6.	  Keep your writing style polished and professional. While you want to demonstrate a 
certain level of writing competence, don't go over the top with too much creativity.

Poor formatting.7.	  Typeface, font, margins, bullets and spacing are all important. Legibility is your goal, so 
don't overdo your resume with too much stylization. Keep it simple and readable.

Inappropriate length.8.	  An appropriate length for a typical resume would be one or two pages. Longer resumes 
are reserved for executives or contract workers. If your resume is too short, you're not providing enough detail.

Too much personal information.9.	  Including hobbies and interests are great, particularly if they illustrate 
qualities, skills and experiences relevant to the job you're applying for. However, don't overdo it – it's not a 
personal ad!

Too repetitive. 10.	 Use a variety of action words to introduce each point on your resume. You also want to 
showcase different experiences rather than list similar ones for every job you've had.
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