
1

RESUME TIPS
JOB DUCK PRESENTS

Applying for a job is always stressful. 
For this reason, we wanted to share this brief guide 

for you to  upgrade your resume. 

 Best of luck! 
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Writing professional objectives at the beginning of the 
curriculum has become obsolete. 

From a recruiter standpoint, we recommend that instead, you 
write a qualification summary to demonstrate you have the 
skills that match the requirements of the job offer. 

You could include years of experience, areas of specialization, 
and top skills.

1. Writing Professional 
Objectives
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Ensure that your resume contains updated information about 
your previous jobs. Include your job title, the time range in 
which you worked there, and your qualifications. Also, don’t 
forget to tailor your resume according to the job offer. 

For example, if you are applying for IT-related work, it might 
not be necessary to include your experience painting portraits. 
Add a qualifications summary that shows you are qualified 
for the position.

2. Not Updating your
Resume
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While listing the things you were responsible for in your 
previous jobs is crucial, don’t forget about including your 
accomplishments since sharing your results is striking. 

If they go along with a list of your daily tasks and responsibilities, 
it helps the recruiter understand your abilities better. Also, 
make sure to phrase your achievements in a humble yet self-
promoting way for the recruiter to understand their greatness. 

For example, saying you became the third most influential 
salesperson on your team is more outstanding than writing a 
sales manager.

3. Forgetting about your 
achievements
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Most experts recommend doing a resume of one or two 
pages long. Limited space makes adapting a lot of information 
challenging, especially if you have a lot of experience. Try to 
include only the information relevant to the job position 
keeping it concise and clear. Finally, while it may be tempting 
to decrease the font size and widen the margins, try to avoid it. 

Adding too many details and information can turn your resume 
into a wall of text. Alternatively, make your resume readable 
and attractive by summarizing information with graphs. If you 
struggle with this, check out our other  Customizable Resume 
Template (HERE)  available for free in the resources section of 
our website.

4. Not leaving enough 
blank space

https://jobduck.com/resources/
https://jobduck.com/resources/
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First impressions matter and they matter a lot. That is why we 
have a foolproof method that will guarantee you look great: 
Read the job description entirely before applying. 

Going above and beyond to ensure not to overlook any 
requirement will show that you are professional and pay 
attention to details. That never fails.

5. Failing to follow
instructions
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WE ARE LOOKING FORWARD 
TO RECEIVING AND 

READING YOUR AMAZING 
RESUME.

BEST OF LUCK!


