


Fix Your Resume In 15 Minutes! 
 
By Don Georgevich, founder of www.JobInterviewTools.com 
Author of the Resume Masterpiece 
 
This guide is not designed to teach you how to write a resume from scratch, but instead to help 
you avoid making some of the most common resume mistakes - MISTAKES that you’re already 
and unknowingly making.  By fixing these now, your resume is much less likely to end up in the 
trash can.  If you need to write a resume from scratch or need to rewrite your existing resume, 
then you need the Resume Masterpiece. 
 
Aside from all that, let me share with you some of the most important things you should be 
doing and SOME of the things you need to STOP doing. 
 
I’ve read thousands of resumes, written hundreds, and critiqued a lot, so I know a thing or two 
about what you need to be doing to get your resume noticed and I’m looking forward to helping 
you craft a resume that will get the attention of employers and make them want to call you in for 
the interview. 
 
Some of my strategies will apply to you, and other won’t.   
 
To use this guide effectively, first read through your resume, and then read through this guide.  
Then go back and review your resume again while comparing it to each of the strategies I’ve 
mentioned below.  Once you understand the strategy and if it applies to your resume, consider 
making a permanent change to your resume.  Notice I said consider – meaning you need to 
decide if the change is right for you.  When you’re done, you can be certain that your resume will 
make the grade and will please the toughest recruiters. 
 

http://www.jobinterviewtools.com/
http://www.jobinterviewtools.com/resume/


Fix Your Resume in 15 Minutes 
____________________________________________________________________________________ 

Resume Strategies & Techniques 

 
A resume is not a confession.  You don’t have to tell everything on your resume, 
nor should you.  Remember, you are only listing your work experience, skills & 
accomplishments that support your job objective.   
 
Only relevant information belongs on your resume and nothing more. 
 
Remember, you don’t have to tell everything and leaving off information about 
yourself is not lying.  It’s perfectly acceptable to remove information from your 
resume that is not relevant to the job you are seeking or that you choose not to 
share. 
 
Avoid being overqualified.  For example, if you have a Master’s Degree in 
Engineering, but many years, later find yourself seeking a position as an 
administrative assistant, you may want to leave off your Master’s Degree to 
increase your chances of getting the job and more importantly, so you don’t appear 
over qualified.   
 

• For example, if the job description calls for 5 years of medical sales 
experience, and on your resume you have “17 years of pharmaceutical sales,” 
you could immediately be flagged by an employer as being over-qualified or 
too expensive, thus not even getting the chance to interview.  So instead, you 
may choose revise your resume and write “over 5 years of pharmaceutical 
sales experience.” 
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Read the job description before you send in your resume.  Use the job description 
requirements as a checklist to compare against your resume.  Do your best to make 
sure your resume is a near perfect match for what they are looking for.  Don’t copy 
the exact wording from the job advertisement, but just make sure you’re a good 
match for it. 
 
Look like a solution to their problems.  A job description is nothing more than a 
list of “problems” a company has, and they need somebody to take care of them.  
By showing them you’re an expert at solving problems like theirs; you’re relating to 
their needs, speaking their language, and more likely to get an interview. 
 
Volunteerism.  No matter where you're applying or what you plan to study in 
college, potential employers want to know you're a well-rounded member of 
society. Listing your participation in a program, such as Habitat for Humanity or 
your weekly work at a local soup kitchen, can definitely add some pizzazz to a 
resume short of work experience. 
 
Choose an appropriate font or type style like Times Roman or Arial.  Suggested:  
Use 11 points for Times Roman.  Use 10 points for Arial. 
 
Print your resume on 20 to 24lb white or off-white paper so it will look good if it 
gets faxed or copied a few times, but plain white is always best and makes the 
cleanest copies. 
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Association Memberships.  It's also an added bonus for younger high school 
students to list any associations they've belonged to, such as: 
National Honor Society (N.H.S.)  
National Art Honor Society (N.A.H.S.)  
 
Other Languages.  The world is getting smaller and smaller, especially in the job 
market. Knowing a second or third language can put you at an advantage in 
qualifying for a job and will certainly separate you from other candidates. 
 
Keep your resume to one page if possible, but avoid exceeding two pages unless 
your line of work requires it. 
 
Differences in formatting (bullets, borderlines, or headings), fonts, styles, and sizes 
will catch the eye and draw attention to the most important information, but don’t 
over-do the formatting. 
  
Use action words to describe your roles and accomplishments.  Use key terms that 
will pop out at employers, usually ones that signify leadership and team roles you've 
had. These include words such as: team work, team player, multi-tasking, 
executed, organized, performed, maintained, supervised, managed, directed, 
developed, implemented, etc. 
 
Writing Style.  The wording of your resume is just as important as the look. You 
may have to write several rough drafts to come up with one that will really shine.  
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Here are a few writing style rules to keep in mind: 
• Use matching verb tenses.  
• Keep all descriptions short. Descriptions should generally take up 

no more than three to four lines on the page.  
• Full sentences are not necessary, but be consistent with 

punctuation.  
 
Remain focused.  Decide what type of job you will be applying for, and then write 
it at the top of a piece of paper. This can become your objective statement, should 
you decide to use one, or it can become the first line of the profile section of your 
resume that will give your reader a general idea of your area or areas of expertise. 
List your educational qualifications. Include any relevant education or training 
that might relate. Don't forget continuing education. It shows that you care about 
life-long learning and self-development. Relevant is the key word here. Always 
look at your resume from the perspective of a potential employer. Don't waste 
space by listing past training that isn't related to your target job. 
 
Keep your resume tightly focused to the job you are seeking.  If you can perform 
several different types of jobs, then you might consider having a separate resume 
for each job.  Having a resume that bills you as a jack of all trades may sound great, 
but employers are looking for people who specialize in one thing.  For example, 
you might have one resume that highlights you as a Pre-Sales Engineer, another as 
a Technical Engineer, and third as a Sales Engineer.  This way, when you apply for 
an engineering position, you have a resume that is tightly focused on your 
engineering skills.  Or if a Sales position comes your way, you have another resume 
that puts your sales skills in the foreground. 
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Scan test.  Many employers can scan your resume in under 10 seconds.  Make sure 
you have a clear job objective. If your resume is not tightly focused on the job you 
are seeking, nor easy to read, then it might not get read.  Employers can quickly 
figure out if they want to keep reading.   
 
Use industry related keywords. Your sentences must contain the buzzwords of your 
industry to get noticed. Keywords are the nouns or short phrases that describe the 
essential knowledge, abilities and skills required to do your job that might be used 
to find your qualifications in a keyword search of a resume database.  
 
Inventory your accomplishments. Now, go back to each job and think about what 
you might have done above and beyond the call of duty. Did you exceed sales 
quotas by 150% each month? Did you save the company $10,000 by developing a 
new procedure? Did you generate new product publicity in trade press? Write 
down any accomplishments that show potential employers what you have done in 
the past, which translates into what you might be able to do for them in the future. 
Quantify your accomplishments whenever possible. Numbers are always 
impressive. 
 
Make appropriate deletions. Carefully review your resume and think about which 
items are relevant to your target job and cross off training and experience that don't 
relate to your target job.  For example, if you’re an Electrical Engineer, but flipped 
hamburgers 20 years ago, you can safely assume that the burger experience is not 
contributing to your candidacy. Remember, your resume is just an enticer, a way to 
get your foot in the door. It isn't intended to be all-inclusive. You can choose to go 
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back as far as your jobs relate to your present objective. Be careful not to delete 
sentences that contain the keywords you identified earlier. 
 
Write clear, compelling sentences. Combine related items to avoid short, choppy 
phrases. Structure the sentences so they're interesting to read.  
 
Rearrange. List your most important accomplishments first.   
 
Add related qualifications. For example, if you want a job in sports marketing, 
stating on your resume that you play tennis or are a tri-athlete might help your 
candidacy. 
 
Make your resume accomplishment-driven, not responsibilities-driven.  Job 
descriptions are boring and do not sell what you have to offer.  Tangible and 
measure accomplishments are what sell you to an employer.  It all goes back to 
sales and marketing.  We buy benefits, not features.  Features are job descriptions 
and benefits are accomplishments.  Nobody wants to hire a sales person who 
knows how to create proposals and work with customers.  They want to hire a sales 
person who exceeded her quota by 54% for 6 straight quarters in a row and has a 
history of making money for her company. 
 
When filling out online forms for employment applications, consider typing 
everything first in your word processor, like Microsoft Word, so you can spell 
check it.  Then copy and paste it into your online form. 
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In addition to posting your resume on Monster and CareerBuilder, search for 
niche job bank sites in Google that are more focused for job hunters in your 
specific industry.  There are many more job sites than Monster and Career Builder 
and it’s to your advantage to be in all of them that are related to your career. 
 
If you have a government or military background and you are pursuing 
employment in the corporate world or private sector, then don’t create military 
styled resume that is designed to get you another job in the military.  Instead, 
equate your vast government and military experience to real world experiences the 
corporate world can relate to.  As great as your military management experience is, 
corporate hiring managers won’t understand how valuable you are unless you break 
it down for them and put your military experience into terms they can understand. 
 
Avoid duplicating your skills on your resume from job to job.  Say you had three 
different jobs and one of your responsibilities was calendar management.  Then 
avoid putting down calendar management as one of your responsibilities for all 
three jobs.  You are just wasting space otherwise.  Besides, you should avoid job 
listing job responsibilities and focus on listing accomplishments. 
 
For Information Technology resumes, be careful to avoid listing outdated skills.  
In no other industry have technology skills so quickly become outdated because of 
newer and better technology. For example, saying you are an expert with Windows 
95 and Office 97 is just wasting space on your resume.  Only list what is current 
and relevant to the job you are applying for. 
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Be specific on your resume.  If on your resume you say, “Managed all aspects of 
marketing.”  Instead of saying ‘all aspects’ consider listing the three to four things 
you managed.  It just looks better this way. 
 
Spell check your resume word for word on paper.  After you have completed your 
resume and used your word processors spell checker, print out your resume and 
carefully read each word out loud with a long pause after each word.  You should 
sound like a robot while reading.  Then cross out each word as you read it.  This 
method will allow you to perform an exceptional job of proofreading your own 
resume.  Then, if possible, ask a friend to proofread it as well. 
 
When listing facts and figures, try to avoid whole numbers like 100% or more than 
100%.  Be specific and say exactly what it was like, “increased sales 117%.” 
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Resume Mistakes You Must Avoid 

 
Never use personal pronouns (I, my, me). Instead, begin sentences with verbs: 
(planned, organized, and directed) to make them more powerful. Make your 
sentences positive, brief and accurate. Make certain each word means something 
and contributes to the quality of the sentence.  Every word on your resume should 
have a purpose.  If you’re not sure, then it probably does not belong on your 
resume. 
 
Salary history and salary requests have no place on a resume, ever, and should be 
saved for personal interviews.  If an employer absolutely insists, then you can 
briefly mention salary information on a cover letter. 
 
Don’t mention on your resume why you are no longer working at your past job(s) 
and save your explanations for the interview.  Putting words like fired or laid-off 
on your resume are negative words and have no place on your resume.  I guarantee 
that you will never see negative words on any magazine cover or in any type of 
advertising commercial.  Remember, you resume is an advertisement for you. 
 
References available upon request.  Employers assume you already have references 
and they will ask you for them when the time is right, after they have decided to 
hire you.  Think about it this way, what if you went shopping for a new car and 
before you even made up your mind on the kind of car you want, the salesman 

10 
 
                                  © 2016 – Job Interview Tools, LLC – JobInterviewTools.com 
 



Fix Your Resume in 15 Minutes 
____________________________________________________________________________________ 

handed you a list of satisfied customers who bought this car.  At this point, you 
don’t care about those testimonials because you’re not even sure you want this car.  
Offering references is saying the same thing. 
 
Assisted with, worked with, helped with.  Did you really help or just look over 
someone’s shoulder?  Use action verbs to describe what you did and how you 
contributed.  If you did nothing, then don’t try and take credit for someone else’s 
work because it will probably backfire on you. 
 
Eliminate words like:  also, which, that, an, the, and wherever to pack more punch 
into your resume.  Space is tight on your resume, so write tightly.  Your resume is 
not a novel, so it does not need perfect and grammatically correct sentences.  But 
do avoid ending sentences with a preposition, e.g., from, on, with, for, about, in, 
onto, through, to, before, etc. 
 
Don’t cram too much text together.  Make your resume easy to read.  Too much 
text, small fonts, and poor formatting all contribute to a hard-to-read resume that 
probably won’t get read. 
 
Don’t put irrelevant information on your resume.  If your past job or training is 
not relevant to the job you are seeking, then it has no place on your resume. 
 
Lying on your resume does more harm to your self-esteem, character and values 
than anything.  Plus, for every interview you go on, your falsehood will always be in 
the back of your mind, thus constantly weighing on your mind and distracting you 
from focusing on proving you are the best person for the job.   
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Convincing an employer you are the best, when in the back of your mind, you are 
lying forms a contradiction, which causes negative energy and mental distractions 
causing a constant mental struggle to prove yourself otherwise.  Interviewers are 
trained professionals and will sense your intention to deceive them. If you do get 
the job, later down the road a falsehood you told may come up and result in your 
termination. 
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What to Leave off Your Resume 

 
• If you’re worried about age discrimination, leave out jobs you’ve held early 

on in your career. 
 

• Consider leaving out jobs where you only worked a month or two, unless 
you have a very light work history, or you need to show where you acquired 
new skills. 
 

• Leave out jobs that are not supportive of your job objective, but only do so if 
it does not leave you with a large recent work history gap.  Typically, the 
jobs you would leave out would be jobs you’ve held more than five years ago. 
 

• Salary history or requests. 
• Personal data. 
• Reference information. 
• Letters of recommendation. 
• Controversial affiliations. 
• Religious affiliations, unless appropriate. 
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Best Ways to Submit Salary History 
Requests 

 
Here are the best ways to submit your salary history requests, with the key word 
being “requests.”  Don’t volunteer this information, only give it if you are asked. 
 

• Submit salary history requests in your cover letter. 
• Submit salary history requests during your first phone interview. 
• Submit salary history requests in on-line applications. 
• Submit salary history requests verbally over the phone when you are first 

contacted. 
 
More often than not, you’ll be asked for your salary requirements than your salary 
history.  If you are asked to supply this information in written form or verbally, it is 
best to give a range.   
 
For example, $50,000 to $65,000.  Or, low to mid $70s.  You know what you are 
worth, so avoid over-pricing yourself.  
 
Hiring managers have a very good idea of the talent they can get for their money 
and will generally have a very good idea of your worth.  If you’re too high, they’ll 
either pass or offer you a lower amount.  If you’re lower than expected, they 
probably give you a big raise and pay you what you are worth.   
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Contrary to popular belief, employers are not out to hire you for the least amount 
of money. If they did this, they would continue to lose employees to their 
competitors who are willing to pay market rates for top talent. 
  

15 
 
                                  © 2016 – Job Interview Tools, LLC – JobInterviewTools.com 
 



Fix Your Resume in 15 Minutes 
____________________________________________________________________________________ 

 

Words That Weaken Your Resume 

 
Employers don’t want to spend time trying to understand vague phrases or 
decipher confusing jargon. 
 

• Assist 
• Contribute 
• Support 
 

An employer won't know what you did if the wording on your resume is too vague. 
Words like, assist, contribute and support all say (or don't say) the same thing. 
They say you helped, but they don't say how. They beg the question: Exactly how 
did you assist, contribute or support a person or project?  Be specific and tell them 
what you did.   
 
Use these words sparingly and always follow them with a description of your role 
and responsibilities. Let an employer know the part you played and how you 
affected the outcome. 
 
You don't need to use words like “successfully” or effectively" to show an employer 
that you're a good worker; your experience should speak for itself.  And for the 
most part, you can simply remove these words without having to rewrite anything.   
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Instead of explicitly saying that a project was successful, state your achievements 
clearly and factually. Then give examples of how or why the project was a success. 
 
The phrase “responsible for” can make your resume feel like a laundry list. Instead 
of just listing your responsibilities, try to stress your accomplishments.  Instead of 
saying “responsible for” try saying “managed” instead. 
 
Your resume will also have more of an impact if you quantify your 
accomplishments. Use figures to show how you affected growth, reduced costs or 
streamlined a process. Provide the number of people you managed, the amount of 
the budget you oversaw or the revenue you saved the company. 
 
Don't flower your resume with fancy words. 
 
By trying to sound intelligent or qualified, you may end up annoying or confusing 
your reader. You don't want an employer to need a dictionary to discover what you 
really did at your last job. 
 
Avoid buzzwords that have become cliché and words that are unnecessarily 
sophisticated. “Synergy” and “liaise” are examples of buzzwords that have been 
overused and abused. 
 
Say what you mean plainly and simply.  
 
For example, instead of “interface,” say “work.” Instead of “impact,” say “affect.” 
Instead of “utilize,” say “use.” 
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How to Decide What to Keep on 
Your Resume 

 
Think about this for a minute – Every word, every phrase, every date, every 
number, every sentence on your resume should have a distinct purpose.  Your 
resume has but one job, TO GET YOU AN INTERVIEW!   
 
So everything on it should have a purpose.  You have a limited amount of space, no 
more than 2-pages, and you need to use all of it to your advantage.  
 
What do you think the purpose of a magazine cover is?  Its sole purpose is to lure 
you in and attract you into buying that magazine and every word on any magazine 
cover is strategically placed for that reason, and your resume should be no different. 
 
Does writing: “references available upon request,” on your resume increase your 
chances of getting a job interview?  The answer is NO. 
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After you have completed your resume, review it line-by-line and ask yourself these 
questions:  
 

• “Will having [this] on my resume improve my chances for a job interview?” 
o If yes, then KEEP IT. 
o If no, then consider removing it. 
 

• “Does having [this] on my resume support my job objective?” 
o If yes, then KEEP IT. 
o If no, then consider removing it. 
 

• “Is having [this] on my resume something I just want to say, but has no real 
purpose otherwise?” 

o If yes, then DROP IT. 
o If not, then consider keeping it. 
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From Don: 
 
I hope you were able to get a lot of value out of these tips and techniques I shared 
with you today.  These are some of my best strategies for crafting a perfect resume.  
Keep in mind that these are just guidelines and in the end, you need to decide what 
is best for you.  In some cases, you may have a need to go against these best 
practices, but if you do, just make sure you understand the right way vs the wrong 
way, and then make your decision from there. 
 
I would encourage you to check out the Resume Masterpiece from 
www.jobinterviewtools.com/resume.  It’s truly one of the best resume writing 
guides available today.  It’s packed full of additional resume strategies, power 
words, sample templates, and much more.  Check it out today! 
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