
COMMON RESUME
MISTAKES TO AVOID
Watch the video titled “Common Resume Mistakes to Avoid” by LearnFree.

OPPOSITES GAME

Task 1: Let’s start the class with a fun game.

○ Study the prefixes in the box below.
○ Study the words numbered 1-8.
○ Create the opposite meaning of the words (1-8) by using the prefixes.

un x2 il dis in im ir x2

1. ethical. a. unethical.

2. legal. b. illegal.

3. honest. c. dishonest.

4. responsible. d. irresponsible.

5. professional. e. unprofessional.

6. accurate. f. inaccurate.

7. mature. g. immature.

8. relevant. h. irrelevant.

Task 2: Discuss the following lead-in questions as a class.

a. What is the purpose of a resume?

b. When did you last write a resume?

c. What information did you include on the resume?

d. What do you think is the most important part of a resume? Why?

e. How can you use your resume to stand out from other applicants?
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RESUME: NEWWORDS

Task 1: Match the words from the box to their definitions listed 1-5.

fonts 3 background check 1 discrimination 4 proofread 5 references 2

1. Investigation into a person's history, typically for employment purposes.

2. Individuals who can verify an applicant's qualifications or character.

3. Styles of text used in documents, such as Times New Roman or Arial.

4. Unfair treatment based on factors like race, gender, or age.

5. Reviewing text for errors in spelling, grammar, or punctuation.

Task 2: Complete the sentences using the new words.

a. Employers may conduct a background check to verify a candidate's criminal record
and employment history.

b. It's essential to provide reliable references who can speak positively about your
work ethic and skills.

c. Use professional fonts like Arial or Calibri to ensure your resume is easy to read and
looks polished.

d. Discrimination against applicants based on their resume is illegal and can result in
legal action against the employer.

e. Always proofread your resume carefully to catch any spelling or grammatical errors
before submitting it to potential employers.

Task 3: Practice using the words by answering the following questions.

1. What information are employers investigating during a background check?

2. Who would you include as a reference on your resume?

3. Which fonts do you think are best for a professional resume?

4. Do you usually ask someone to proofread your resume before submitting it?

5. How can people avoid discrimination based on age during the application process?
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VIDEO ANALYSIS

Task 1: Complete the quotes from the video, using the words in the box.

hiring managers misleading professional references personal

a. Don't lie on your resume because including false ormisleading information is
unethical and possibly illegal.

b. Be honest because hiring managers will most likely conduct a background check to
confirm your credentials.

c. Next, don't include references, as employers usually don't need them yet, and they
waste valuable space.

d. To keep your resume professional and easy to read, don't use more than two fonts.

e. Don't include any personal information, such as your birthday, height and weight,
health, marital status, or religion.

Task 2: Decide if the statements based on the first tip in the video are true or false.

1. It is acceptable to include false information on your resume to make yourself look
better. F

2. Hiring managers will most likely conduct a background check to confirm your
credentials. T

3. Employers always need references included on a resume. F

4. Using more than two fonts on your resume is recommended to make it stand out. F

5. Including graphics on your resume is a good way to make it visually appealing. F

6. It is important to include a photo of yourself on your resume. F

7. By not including a photo, the employer will consider you based on your experience
and skills, not your appearance. T

8. Personal information like your birthday, height and weight, health, marital status, or
religion should be included on your resume. F

9. In extreme cases, including too much personal information can lead to
discrimination. T

10. Misspelling words on your resume can make you appear more reliable. F
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Task 3: Discuss the following questions as a class.

a. Do you think it's common for people to lie or exaggerate on their resumes?

b. When should you give references, and why shouldn't you include them on your
resume?

c. How can you make your resume stand out without using fancy formatting or
graphics?

d. In your country, is it common to include a photo of yourself? Discuss the pros and
cons of including a photo on your resume.

e. What are the risks associated with including personal information on a resume, and
why is it generally advised not to include such details?

f. Do you think it is essential to tailor your resume to each job application? Why?

RESUMES: WHAT SHOULD YOU DO?

Task 1: Study the occasions when “should” is used below.

Giving Advice or Recommendations

Use "should" to offer advice or suggestions to someone.

Example: You should eat more fruits and vegetables for good health.

Expressing Obligation or Duty

"Should" can also be used to indicate something that is considered the right or
responsible thing to do.

Example: You should always wear your seatbelt when driving.

Negative Form: "Shouldn't"

To express the opposite of a recommendation or to advise against something, use
"shouldn't."

Example: You shouldn't eat too much junk food.

Questions

You can form questions using "should" to ask for advice or recommendations.

Example: Should I take an umbrella with me?
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Task 2: Work as a class to make a list of 8 things that you should put on a resume.

1. ____________________________________________________________________.

2. ____________________________________________________________________.

3. ____________________________________________________________________.

4. ____________________________________________________________________.

5. ____________________________________________________________________.

6. ____________________________________________________________________.

7. ____________________________________________________________________.

8. ____________________________________________________________________.

Task 3: Work as a class to make a list of 8 things that you shouldn’t put on a resume.

1. ____________________________________________________________________.

2. ____________________________________________________________________.

3. ____________________________________________________________________.

4. ____________________________________________________________________.

5. ____________________________________________________________________.

6. ____________________________________________________________________.

7. ____________________________________________________________________.

8. ____________________________________________________________________.
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EXAMPLE RESUMES

Task: Study each resume, then answer the questions below each one.

Resume 1

1. What common resume mistakes, outlined in the video, can you see in the resume?
Picture on resume and personal info.

2. What aspects of this resume do you like?
3. Describe ways in which you would improve this resume.
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Resume 2

1. What common resume mistakes, outlined in the video, can you see in the resume?
Many spelling mistakes and references.

2. Would you invite Julinana Silva in for an interview? Why?
3. Discuss the aspects of the resume that you like and dislike.
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Resume 3

1. What common resume mistakes, outlined in the video, can you see in the resume?
Picture on resume, spelling mistakes.

2. Would you invite Donna Stroupe in for an interview? Why?

3. Discuss the aspects of the resume that you like and dislike.
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LET’S DEBATE

Study the statements, then decide if you agree or disagree with them. Use the language
in the table at the bottom of the page to help structure your answer.

Express an opinion

It seems to me that…
I feel that…
I’m absolutely convinced that…
In my opinion,…
I believe / suppose / feel (that)…

Express disagreement

I don’t agree with you about…
I can’t accept your view that…
I have a different opinion…
I’m not sure if…
I’m not convinced that…

Express pro’s and con’s

There are two sides to this point...
On the one hand…,on the other hand…
An argument for / against is…
Some people think that…,others say that…
The advantages / disadvantages are...

Summarise

So, in conclusion…
To summarise..
Overall, it is clear that…
As a result..
The bottom line is...
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HOMEWORK
COMMON RESUME MISTAKES TO AVOID

Task 1: Read the following article, then complete the question on the next page.

When crafting your resume, it's crucial to
avoid certain common mistakes that could
decrease your chances of landing your
dream job. Here are five key mistakes to
avoid when writing a resume.

Spelling and Grammar Errors: One of the
most frequent resume mistakes is
overlooking the importance of good
spelling and grammar. Spelling mistakes
can make you appear careless and
unprofessional. Always proofread your
resume multiple times, and consider using
a spelling and grammar checker tool. Ask
a friend or family member to review it as
well, as fresh eyes can often catch errors
you might have missed.

Irrelevant Information: Including irrelevant
details can clutter your resume and
distract recruiters from your qualifications.
Tailor your resume to the specific job
you're applying for by focusing on
relevant skills and experiences. Leave out
unrelated job experiences or hobbies
unless they directly relate to your
suitability for the position.

Lack of Achievements: Simply listing job
responsibilities without highlighting your
achievements can make your resume
appear generic. Instead, show your
accomplishments with numbers and
specific results whenever possible. For
instance, rather than saying you
"improved sales," specify by how much

you increased sales revenue or the
percentage growth you achieved.

Poor Formatting and Layout: A cluttered
or poorly formatted resume can be
difficult to read and may not make a good
impression on hiring managers. Use a
clean and professional layout with
consistent formatting throughout your
resume. Organise information logically,
with clear headings and bullet points to
make key details stand out. Additionally,
choose a clear font and avoid using
excessive formatting styles or colours.

Not Customising for Each Job Application:
Sending out the same generic resume for
every job application is a common mistake
that can decrease your chances of getting
your dream job. Tailor your resume to
align with the job requirements and
description of each position you apply for.
Highlight the skills and experiences most
relevant to the job, and customise all
information on your resume to align with
the company's needs.

By avoiding these common resume
mistakes, you can present yourself as a
strong and qualified candidate, increasing
your chances of getting invited for an
interview. Remember to always check
your resume for errors and customise it
for each job application to make the best
impression on potential employers.
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ARTICLE-BASED EXERCISES

Task 1: Define the words and phrases, then use them in your own example sentences.

1. proofread.

2. clutter.

3. suitability.

4. formatting.

5. to tailor.

6. to customise.

7. to align.

8. hiring manager.

Task 2: Write detailed answers to the following questions.

a. Why is it important to avoid spelling and grammar errors in a resume?

b. How can you ensure there are no spelling or grammar mistakes in your resume?

c. Why is including irrelevant information in a resume considered a mistake?

d. What is the suggested approach for tailoring a resume to a specific job?

e. Why is it important to highlight one’s achievements rather than just listing their job
responsibilities?

f. How can poor formatting and layout affect the effectiveness of a resume?

g. What are some tips mentioned in the text for improving the formatting and layout of
a resume?

h. Why is customising a resume for each job application important?

i. Summarise the five common mistakes to avoid when writing a resume.
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CREATE A RESUME

Task 1: Use the information learned from the lesson to create your own resume. Use
the template below. Submit it to your teacher before the start of the next class.

Resume

Contact Information:

Resume Objective or Summary

Work Experience:

Education:

Skills:

Volunteer Experience:
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