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How Not to Write a Resume
By Kevin Donlin

You can learn a lot about how to do something right by first learning what NOT to do. Take re-
sumes, for example. I review about 200-300 a month, and most have at least 2-3 mistakes. Yet, all
those hundreds of mistakes can be grouped into just a handful of categories, which you would do
well to avoid. Read on and learn how to write a better resume by avoiding the mistakes of others,
some of them unintentionally hilarious.

Mistake #1: ''Golden Retriever Syndrome'': Never talk about yourself in terms that could also
describe a hunting dog, like the following language, which appears in far too many resumes I see:
"Hard-working, self-motivated and dependable individual."

Tired phrases like that mean nothing to employers, because they could apply to almost anyone ...
or almost anyone's dog. Instead, dump the empty assertions and back up the claims in your resume
with facts, like this: "Proven sales skills. Ranked in top 3 among 78 reps for 5 straight years, ex-
ceeding sales quotas for 18 of 20 quarters."

See the difference?

Mistake #2: A Verbal Jungle: To improve your resume (or anything you write), read it out loud.
Since writing is just words on paper, reading it aloud will help you write as you would speak.
Here's an example of language so dense, you'll need a machete to find any meaning: "Directed
assembly of elements from business units in engineering, development, program management,
distribution, and legal to effect market research, proposal responses, and contract management
into comprehensive, virtual, successful teams ..."

After reading that three times, I'm still baffled. Worse, do you think employers have time to read a
resume three times to figure it out? No. As a result, that job seeker is still looking for work, I'll
wager.

Solution: read your resume out loud before sending it out. If you find yourself gasping for breath
halfway through a sentence, stick a period or dash in there and break it in two.

And if anything you write sounds less than 100% clear when you read it aloud, revise until it
would make sense to your mother. Doing so will ensure that your resume resonates with readers at
all levels, from HR managers to your future boss.

Mistake #3: Negative Nuance: Just one stray word can derail a whole sentence. You know that.
But in a resume, the wrong choice of words can brand you as unprofessional or careless in the
eyes of employers.

Here's an example of resume wording that gives off the wrong nuance, even though the facts are
clear enough: "Spearheaded use of resources in Vietnam in spite of resistance from senior man-
agement ..."

(Continued on page 2)
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A Note From Our President. ..

Dear Ladies,

I hope you are planning to attend the February meeting. I'm looking forward to the program on cop-
ing with change. I know I can use some help with my coping skills. Don’t forget that February is
; &1 our Sweetheart Dinner, so invite your sweetheart to attend with you. Be sure to RSVP to Emily

Janct Howe, Garner CPS/CAP if you will be bringing a guest.

CPS/CAP
President

I was so sad to hear of Susie Smyer’s death. Susie was the first person I met when I walked in the
door of my first IAAP meeting. To say the least, she didn’t match my preconceived idea of what an IAAP mem-
ber would look like. She was unique in appearance, but also unique in personality. She made me feel welcome
and I soon learned that Susie was the ultimate cheerleader. She encouraged all of us to be our best—
professionally and personally. When I was studying for my CPS exam she encouraged me all the way—and even
gave me the extra nudge I needed to pursue certification in the first place. I was sad when she decided not to re-
new her IAAP membership, but professional and personal responsibilities took up her time. She retired from St.
Mary’s School last year, but unfortunately, didn’t get to enjoy retirement very long. People come and go in our
life, and if you were fortunate for Susie to have entered your life, you are the one who is blessed. She was unfor-
gettable and one of a kind.

On a happier note, I’d like to welcome a new member. Tammy Norton has moved here from the Dallas area. She
has been a Member at Large, but plans to join on the chapter level. She has already volunteered for some commit-
tees. We are glad to have her as a part of IAAP and our chapter.

Sove is in the air...
Janet Howe CPS/CAP

(Continued from page 1)

I don't know about you, but "Spearheaded," "Vietnam" and "resistance” in the same sentence make me think of a John Wayne
movie. Which detracts from what the job seeker is trying to say.

Before sending your resume to employers, send it to at least 2-3 friends whose judgment you trust. Ask them to read it for gram-
mar and punctuation, but also for unintended meanings. Revise as needed.

Mistake #4: Jumbles of Jargon: Some resumes pile on the buzzwords in a vain effort to impress. Like this:

"New-media pioneer working with technical and business professionals to create new ways of presenting content and impactful
tools for producing content and organizing workflow."

We'll pass on "impactful" for now -- what does a "new-media pioneer" do, exactly? I've got a picture in my head of covered wag-
ons and HD-TV, but I don't think that's right ...

Again, you can nip most crud in the bud by reading your resume out loud and then sending it to a friend for honest input. Be-
cause friends don't let friends embarrass themselves.

Here's hoping that exposing these 4 common resume gaffes will help you avoid them!

Kevin Donlin is the author of "The Last Guide to Cover Letter & Resume Writing You'll Ever Need," a do-it-yourself manual that will help you find a job in 30
days ... or your-money-back.

From JobSeeker Weekly, an email newsletter (www.jobseekerweekly.com)
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COMPUTER CORNER

Submitted by Jo Ann Haddock

Accomplish two tasks at once with the Paste Special command
(Microsoft Excel)

the figure in the cell where you're pasting. You can do it all in one step:
Select the cell and press [Ctr]]C to copy it.

Then, select the Add option button in the Operation panel and click OK.

ming, you can also multiply, subtract, and divide.

Send your questions or ideas to Jo Ann at jhaddock @afiama.com..

The Paste Special command offers several options for effectively controlling what and how you paste your Excel data. One of

those options includes performing calculations with the data you're ready to paste and the data in the cells to which you're past-

For example, let's say you'd like to copy the Quarter 1 Sales to another cell in your worksheet and then add the copied value to

Then, select the cell containing the value with which you'd like to sum the copied data.

Choose Edit | Paste Special from the menu bar to access the Paste Special dialog box.

The new cell's original value is overwritten with the sum of the two values. So, as long as you're aware that you can't preserve the

value in the cell or range to which you're pasting, you can perform simple operations while you move data. In addition to sum-
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HANDHELD
PAPER SHRED-
DER -- Battery
Operated. Perfect
size to shred re-
——=" ceipts or other
personal items at
home or when traveling. Complete
with batteries and a strap for hanging.

Super Foods for Super Health

@/‘ Avocados. Rich in good-
for-you monounsaturated
@ fats, avocados also contain
phytonutrients like choles-
terol-lowering beta-
sitosterol and cancer-protective glu-
tathione, along with vitamin E, folate,
vitamin B6 and fiber. Ounce for ounce,
these creamy “vegetable fruits” contain
more blood-pressure-lowering potas-
sium than bananas, but also more calo-
ries (about 300 each).
From Environmental Nutrition
www.environmentalnutrition.com

Our sympathies are extended to Susie
Smyer’s family. Susie passed away
Friday, January 20th. She had suffered
from a brain tumor for several months.
Services were Saturday, January 28th.

Susie was a character—energetic, bois-
terous, passionate. She
was a driving force at
St. Mary’s School—a
one-woman administra-
tive department.

She will be missed.

GRAMMAR SCHOOL

Accept or Except—Probably because
of the tendency in spoken English to
pronounce the opening vowels simi-
larly, these two words are occasionally
confused despite having almost op-
posed meanings.

To accept is to “receive’: I accepted
her kind offer of help.

The less common verb to except means
to “take out”, to “exclude”: He was
excepted from the criticism which the
rest of the committee earned.

(Except is also a preposition meaning
“not including”.)

Embarrassment rating: This is a
fairly elementary mistake because ac-
cept and except (as a preposition) are
so much part of everyday use.

How to avoid: Go back to the related
noun forms, acceptance and exception.
These should guide you to the appro-
priate verb.

From Who’s Whose A No-Nonsense Guide to
Easily Confused Words by Philip Gooden
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Monthly Networking & Education Session
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Date: Thursday, February 9, 2006

Time: 5:30 p.m. Networking Shthea&

invited!

6:00 p.m. Dinner

6:30 p.m. Program

7:00 p.m. Business Meeting
7:30 p.m. Adjourn

Location: The Gathering Place
7312 Wallace

Program: Ginny Monk, M.Ed., Licensed Professional Counselor
Amarillo Family Institute
“Change: How We Experience It and Positive Ways to
Absorb It”

Menu: Grilled pork tenderloin medallions with raspberry
chipolte sauce, grilled vegetable medley, whipped
potatoes, salad, rolls, strawberry cheesecake, beverages
Program and meal cost is $13.00 ($12.00 + 8.25% tax
charged by new owner)

RSVP: Please contact Emily Garner CPS/CAP, 353-7321 or
mastersonmgmt@sbcglobal.net by 12 noon, TUESDAY,
February 7th with your reservation for dinner or to can-
cel your standing reservation.

Please note the increase in the program/meal cost. We had no choice but
to increase the fee in order to recoup our actual cost due to the new
owner adding tax to our bill.

Surviving That Stupid Mistake

The key numbers you gave your boss for his big client pitch earlier today
were flat-out wrong. How do you minimize the damage to your reputation?
Apologize immediately, face to face. Don’t wait or try to smooth things
over with a quip. Speak slowly, which will make the apology sound more
sincere. Provide a brief explanation, then detail how you’ll make sure the
problem won’t recur. Example: “I pulled the figures from the most recent
report posted on our intranet, but I didn’t realize the marketing team had an
even more recent report not yet posted. Next time, I'll double-check with
Bob in marketing.” Reassure the boss next time. Make a point of saying:
“These stats are fresh from the marketing team as of this morning.” The fact
that you’re focused on not falling into the same trap will speak volumes to
your manager. Done right, you might actually end up with a better relation-

ship with the boss as a result of the embarrassing moment.
From AdministrativePROFESSIONAL, January 2006

On Your Calendar

February 14
Valentine’s Day
Flower Delivery Fundraiser

February 15
Deadline to register for
CPS/CAP Exam

April 18
Seminar
“Creating Excellence in Your Life”

April 23-29
Administrative Professionals Week
April 26
Administrative Professionals Day

May S5 & 6
CPS/CAP Exams

Door prize for February will be pro-
vided by Barbara Burris. March door
prize will be provided by Chris Lyles.

Membership as of 12/31/05: 19

FEBRUARY

HAPPY BIRTHDAY
15 Virginia Maples
18 Jade Jennings

IAAP Anniversary

1997  Joy Ralston

Membership Best Practices—Make
a list of the reasons you’re involved
with IAAP; be ready to share some
of them when you’re talking about
our Chapter. Submitted by Lisa Thomas
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