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Remember when some "older" person corrected your grammar by telling you that "ain't" wasn't in the dictionary?  And remember how pleased you were with yourself when you found out it was there!  You even may have decided to use it more often, feeling you were justified.  We do have a lot freedom in word choice, and we can say and write a lot of words that are in the dictionary, whether or not they are acceptable in the grammatical sense.  Although using these words is permissible by some, the business world holds you to a higher standard.  Therefore, if you have been wondering why your resume has not been getting the results you expected, you may want to have another person check your grammar, punctuation, organization, word choices, and length.


Your resume is considered a snapshot of you, and its purpose is to get you an interview with a prospective employer.  Most resume screeners spend less than 1 ½  minutes with your resume.  They are looking for discriminators that would eliminate your resume from their stack of reading.  A recent survey on resume correctness asked resume reviewers the question, "When looking at a resume, which factors would cause you to lose interest in a candidate?"  The importance of the factors rated by these employers may be surprising.


Poor grammar led the list with 97% of the respondents strongly agreeing it would cause them to lose interest.  Poor grammar problems could be the poor use of tenses, incorrect use of capitalization, commas, and other punctuation marks, or even using a numeral to begin a sentence instead of spelling it out.  It could also be inconsistency in formatting information such as city and state.  


The second highest elimination discriminator at 93% was more than one spelling error.  Did you just say to yourself, "That's what the spell-check on the computer is for?"  Remember that it can't discriminate between what you mean and what you typed.  If you typed, "tow" for "two," the spell check will not catch it, but it will be considered a spelling error.  One more error and your resume is out!


The number three eliminator is more than one typing error.  Eighty-three percent strongly agreed they would stop reading your resume after the second typing error.  Remember that you need one space following a comma or semi-colon and two spaces following a period, other end punctuation, or a colon.  Little things count!     


Poor organization of the resume came in fourth with 78% of the respondents strongly agreeing.  Remember to begin your chronological resume with your most recent job position and work backward about ten years.  Within the paragraph itself, start with your primary function, add specific experience, including the most significant experience, and then at least one concrete example and results of your accomplishments.  Make sure all your paragraphs and related skills are relevant to the position you are seeking (your objective).  Lay it out in a sequence that will allow resume readers to see how you meet their needs.


Next on the list of resume discriminators is incorrect word choices with 66% strongly agreeing with the factor.  The best rule of thumb here is if it isn't part of your normal vocabulary, don't use it in your resume.  If a word is used out of context, a resume reader will figure that you are trying to sound like somebody else!  Prospective employers are looking for the real you.  It's best to present yourself as you are.


The last factor on the list is length.  When 56% of the respondents strongly agree with the factor statement, it is something to consider.  Doug Richardson in National Business Employment Weekly states, "Keep your hogwash reading low and your correspondence won't end up in File 13."  Other resume readers have stated that if it's over two pages, they won't read it.


That "older" person who was once a part of your life gave your some good advice.  If your resume skills aren't up to snuff, get as many eyes as you can to proofread it for errors, misuse of words and other mistakes.  Mistakes on a resume can leave a lasting negative impression with prospective employers.  The ultimate purpose of your resume is to get you an interview for a job, so proof, proof, and proofread it again.  After all, it isn’t right until all the problems have been corrected.  


