
Correct this mistakes on your resume
1. Writing professional objectives: Writing professional objectives at the beginning of the

curriculum has become obsolete. Now it is recommended to write a qualification summary, because

what you want is to demonstrate that you have the skills they are looking for. The summary may

include: years of experience, areas of specialization and key skills.

 

2. Not updating your resume: Make sure you always tailor the resume for the position you’re

applying for. It is essential to show that the position you are applying to is not only something you

want to do, but you are also qualified to do it. For example, if a job requirement is to have three to

five years experience in a certain area and you have four, add it to your qualifications summary so

that you show that you are qualified for the position.

 

3. Focusing on tasks but not on achievements: While it is important to list the things you are

responsible for in your work, it is possibly more important to include your accomplishments. Listing

your daily tasks and responsibilities is not as powerful as sharing the results of the work you do. For

example, saying you’re the third most important salesperson on your team will get the recruiter’s

attention faster than if you just wrote “sales manager.”

 

4. Not leaving enough blank space: Most experts recommend doing the resume on one or two

pages. With limited space, it can be difficult to adapt, especially if you have a lot of experience. And

while it may be tempting to decrease the font size and widen the margins, don’t do it. You have to

be concise and clear. Include only the information relevant to the job position.

 

5. Failing to follow instructions: Even if it takes time, always read the entire job description

carefully. Do not overlook any requirement, as ignoring one shows that you are not professional or

do not pay attention to details. It is often the first impression the candidate gives to the employer.



How to improve your cover letter
Send a personalized cover letter. The letter may look similar to other jobs you’ve applied to,

but remember to change the company name and job title on each cover letter. The point of

the cover letter is that you want to show that you are familiar with the company and why you

would be a great choice for the position.

 

Describe what makes you special, what you are going to contribute to the company and

demonstrate the desire you have to work and learn. Discuss your skills, experiences and

strengths and what you are passionate about in your career and the position you are

applying for. Don’t forget to show enthusiasm and your personality. Set modesty aside and

talk about your accomplishments.

 

The cover letter should complement, not duplicate, your resume. Keep your cover letter

concise and clear on one sheet and do not repeat what is already written on your CV. Less is

more, so get straight to the point. You only need three or four paragraphs with three or four

sentences each.

 

Make sure that the skills you describe in your cover letter match those listed in the job

description. This way you make the recruiter’s job easier and highlight exactly what they are

looking for.

 

Write an amazing introduction and conclusion. You should write an introduction that invites

them to continue reading. You can mention how you found the job offer and why you are

applying. After a couple of paragraphs talking about yourself and why you are the perfect

candidate, write a conclusion that will make the recruiter keep you as the #1 candidate in his

mind. Thank them for their time and let them know how they can contact you and that you

hope to schedule a job interview.


