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RESUME

HR managers see these resume mistakes over and over again. Follow this 
checklist to make sure your resume isn’t one of  the clunkers.

Top Nine Executive Resume Mistakes

The problem: The chronological format by itself  
doesn’t work “because you’re making the reader work 
hard to figure out what you have to offer,” Burdan said. 

In other words, you’re not highlighting your skill sets 
and areas of  expertise. Hiring managers must read be-
tween the lines of  the chronological format to fish out 
this information.

Similarly, a purely functional resume doesn’t work “be-
cause you’re not giving the reader any chronological con-
text for any of  your achievements,” Burdan said. With 
this type of  format, candidates typically have a section 
listing 10 to 15 bullet points that contain all their accom-
plishments stacked up. 

“You don’t know whether it was achieved 10 or 20 
years ago, or the accomplishments have no explanation” 
or context, he said. Typically, the functional resumes       

Burdan sees are two pages, 90 percent of  which comprise 
bullet points, he said.

The fix: 

Use a hybrid resume format that utilizes the best 
of  both formats. The top part of  this format is 
functional, with lists of  skills and accomplish-
ments. The following part places those accomplish-
ments into context in a chronological section of                            
job descriptions. 

“The hybrid is what works for my clients,”            
Burdan said. “When I get a client who says, ‘What 
other versions do you have?’ I’ll say, ‘I have no            
other models; this is the only one.’ ” 

For more on crafting a hybrid resume, read here.

1. Resume format 

ARTHUR VANDELAY
212-555-2424 H • 212-555-2525 C
editorial.team@theladders.com  

SALES AND BUSINESS MANAGEMENT EXECUTIVE 

Highly accomplished visionary with proven success in key account development, solutions selling strategies 
and initiating strong business alliances to drive bottom-line profits. Award winning team builder reputable for 

developing and aligning sales and product training programs with enterprise objectives on a national level. 
Expert in consultative selling with strong presentation skills and the ability to juggle multiple projects. Core 

Competencies:

New Business Development • Brand Management • Strategic Planning • Sales Closings • Product Positioning
Customer Needs Assessment • Relationship Development • Latex Manufacturing • Architecture

PROFESSIONAL EXPERIENCE

VANDELAY INDUSTRIES, New York, N.Y.  • 1981-present 
Latex manufacturer, Independent importer and exporter of long matches and various chips (potato and corn) 

and licensed architects. Annual sales revenues are over $32M.

Owner 
Fast track promotion from architect to importer/exporter to lead latex salesmen to final position as owner. 

Core leadership in forging strategic relationships with key functional groups, formulating marketing/brand 
strategies and delivering solutions selling plan to enhance revenue performance of direct sales force. 

Coordinated national and regional sales activities with account executives. Held full P&L accountability for 
multi-million national account. Represented company at trade shows, and facilitated industry-specific 

seminars and conferences. Delivered new business through prospecting, cold calling and networking. Acted 
effectively as liaison between manufacturer and corporate decision makers for sales operations. Interacted 

daily with department executives and collaborated semi-annual account reviews for corporate executives and 
business affiliates.

Annual Salary: $12 million 
 

 • Sales Director and Founder  for the nation’s number one latex manufacturing company.
 • Imported both long matches and chips (potato and corn) and primarily exported diapers.

 • Designed the addition to the Guggenheim as well as several railroads.
 • Licensed Architect 

Previous professional positions: Representative for Kruger Industrial Smoothing, Assistant to the traveling 
Secretary for the New York Yankees, candidate for Pensky Company, author of “Venetian Blinds” and Marine 

Biologist. Details available on request .

EDUCATION AND PROFESSIONAL TRAINING

Bachelor of Science in Architecture and Design
Queens College, Queens, N.Y. 
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PROFESSIONAL RESUME WRITERS see hundreds of  do-it-yourself  resumes. Ask some of  these pros, and they’ll 
tell you they’re so used to seeing the same missteps made over and over, they can spot them a mile away.

We talked to some of  the certified professional resume writers who work with TheLadders to find out which             
resume glitches they see most often and how to fix them. Before you send your resume out, check it against this list 
— once you’ve jumped over these potholes, you’ll be ahead of  the pack in this competitive job market. 

By Lisa Vaas

Steve Burdan, a CPRW who works with TheLadders, said his clients often slip up by using a pure chronological 
or pure functional resume. 

What did you think of this package? Got a story of your own to tell? Have ideas for future coverage? Please write Editor-in-Chief     
Matthew Rothenberg at matthewr@theladders.com.

https://www.theladders.com/career-advice/chronological-resume-functional-resume-format
https://www.theladders.com/career-advice/chronological-resume-functional-resume-format
mailto:matthewr%40theladders.com?subject=Feedback%20from%20PDF%20Newsletter
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The problem: Amateur resume writers often go too 
short or too long. At some point, someone convinced 
them that every resume should be one page, so they try                  
to stuff  everything into one page. “That’s not going to 
work,” Burdan said, because in choosing what to leave in 
and leave off, “you’re cutting muscle.” Executive resumes 
can be as long as three pages.

Likewise, if  your resume is too long, you’re just filling 
out space for the sake of  fluffing it up. 

“Writing a resume that is four pages long is simply use-
less — no one wants to read that much, and nobody really 
cares what you did in 1973,” Schumacher said.

The fix:

Burdan said that 90 percent of  the time, it’s                        
appropriate to keep a resume to two pages.

2. No title

The problem: Many people neglect to give themselves 
a title at the top of  their resumes, which will prevent the 
reader from understanding at a glance what position the 
person is looking for, said Mary Schumacher, another 
CPRW who works with TheLadders.

The fix: 

Establish a descriptive, compelling title. One 
example of  a title switch that packs more informa-
tion: Change “Accounting,” which is too vague, 
to “Management of  A/R and A/P and Record-
keeping,” which carries far more information and 
impact. (For more on crafting attention-grabbing 
titles, read here.)

3. Length 

The problem: Job seekers often omit quantifiables that 
would substantiate claims about their skills and accom-
plishments. Instead, they take refuge in murky language 
like “improved performance” and “led a winning team.” 
Everybody’s got quantifiables, Burdan believes — you just 
have to figure out how to translate them. Otherwise, your 
resume suffers from a bad case of  “so what?” 

The fix:

Quantifiables are translated in different ways for dif-
ferent job roles. A sales function is easy to quantify, 
Burdan said, because you can use numbers or per-
centages to reflect your increased sales or increased 

domination of  a given market. Likewise, with mar-
keting, a resume can list specific product launches.

CPAs can point to specific processes made more 
efficient and to specific amounts of  money saved, 
Burdan suggested. IT professionals can list exper-
tise with specific software packages and applica-
tions, as well as successful deployments and busi-
ness-cost savings due to technology enhancements.                
Operations professionals can talk about cost con-
trols and productivity increases.

5. Lack of  quantifiables

The problem: Resume customization for a specific position is crucial these days, as the competition for jobs is fierce. 

The fix:

Use the same keywords as the position described in the job post, Schumacher advised. 

“When you write a resume for posting on a job board or for a recruiter, scan a number of  position announce-
ments for your career goal and make sure your resume reflects most of  their keywords,” she said. 

4. One-size-fits-all resumes

http://www.theladders.com/career-advice/how-to-craft-attention-getting-resume-title
http://www.theladders.com/career-advice/how-to-craft-attention-getting-resume-title
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The problem: Schumacher all too often sees weak verbs 
on do-it-yourselfers’ resumes. She cites such lackluster 
verb constructions as “was responsible for,” “provided” 
or “assisted with.” 

Even worse than weak verbs, some people don’t use 
verbs at all when they write resumes, Schumacher said. 

“Their bullet points start off  with [verb-implying 
nouns], saying something like: ‘Project management and 

process improvement’ or ‘Implementation of  process 
controls and standardization procedures,’ ” she said. 

The fix: 

Use verbs instead of  sentence fragments that 
omit them. Your resume will be more action-
oriented and dynamic. And avoid weak verbs by                            
using action-oriented verbs such as “spearheaded,” 
“steered” or “influenced.”

6. Weak verbs and no verbs 

The problem: Photos on resumes. They’re a bad idea, 
Burdan said, since resumes inspire enough snap deci-
sions without having your picture on them.

“Resumes by nature are polarizing: Readers will either 
be attracted or repulsed by your resume. It’s business, 
not personal: Every reader is looking for something dif-
ferent,” he said. 

He tells his clients to remember that resume readers are 
making go or no-go decisions “all the time,” so it’s safest 
not to give them a reason to pass over your resume by 
having a superficial reaction to your photo.

On top of  that is the technical reason for keeping pho-
tos off  a resume: Namely, graphics files tend to choke 
applicant tracking system software.

Finally, legal issues lead many human-resources depart-
ments to reject all resumes containing photos to avoid 
accusations of  discrimination.

The fix: 

Keep photos or graphics off  your resume.

9. Graphic crimes 

The problem: People often split hairs over the least im-
portant things, such as mulling over what the most effec-
tive font is, Burdan said. They also mix up fonts, particu-
larly when cutting and pasting material from Web sites, 
and then neglect to make the pasted-in material the same 
font as the rest of  the resume. 

The fix: 

When it comes to fonts, Burdan advises clients 
not to go crazy. Stick with the tried and true: 
Times Roman, Garamond and Tacoma are all safe               
choices. Proofread to make sure fonts are consis-
tent throughout.

8. Font faux pas 

The problem: Another word-choice problem is that 
people will use a perfectly good word, like “develop,” 
but then use it over and over again. 

The fix: 

Mix up your verbs. Some verbs Schumacher likes 
include “enrich,” “fortify,” “forge,” “transform” 
and “galvanize.” 

“These words are really powerful,” she said.

7. Overusing words 

• Severance: Start with the End in Mind 

• When Should I Talk to a Lawyer about Compensation?

• Staying Healthy Through Troubled Times 

• More Money in Tough Times

Career Advice from TheLadders

http://www.theladders.com/career-advice/Severance-Start-with-the-End-in-Mind
http://www.theladders.com/career-advice/compensation-compete-lawyer
http://www.theladders.com/career-advice/advice-mental-health-expert-cope-job-search
http://www.theladders.com/career-advice/salary-time-off-bonuses

