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Top 5 Ways to Improve Your Resume 

 
#1 Remove weak or overused language from your  resume. 
  

A study of more than 1,300 hiring managers reveals the most overused and meaningless terms 

used on resumes. 

According to your resume you’re a highly qualified, hard worker who is a self-starter and a creative 

problem solver. Sounds great? No, not really. In fact, according to a recent survey, these are among 

the most overused and meaningless terms on resumes.  

 

When asked to identify the “most overused or meaningless” phrases on resumes, hiring managers 

identified these terms.  

So what can you do to improve your resume?  See the recommendations below to replace cliché or 

meaningless phrases with words that will be more enticing and interesting to potential employers: 

Phrases to 

Leave Out How to Stand Out 

Highly 

qualified 

Describe for the hiring manager what you bring to the role. Highlight your 

accomplishments in previous positions, emphasize your specific skills and note any 

certifications you have earned. 

Hard worker Explain exactly how you've gone the extra mile. For instance, did you regularly meet 

tough deadlines, handle a high volume of projects or tackle tasks outside your job 

description? 

Team player Working well with others is a must for any role today. Provide examples of how you 

partnered with colleagues or individuals in other departments to meet an objective. 

Problem 

solver 

People love others who can help them get out of a pickle, but be specific when you 

describe this quality. Highlight a difficult situation you encountered and how you 

handled it. 

Flexible Hiring managers seek candidates who can adapt quickly to new situations. Describe 

how you responded to a major change at work or dealt with the unpredictable aspects 

of your job. 

People 

person 

Employers want professionals with strong communication skills who can build 

camaraderie with internal and external contacts. Provide an example of how you won 

over a challenging customer or coworker.    

Self-starter Companies seek individuals with initiative who can contribute immediately. Show 

how you took action when you saw an issue that needed to be fixed. 

Additional words to avoid… the words “responsible for” take up unnecessary space on your resume. 

Besides, your resume is the place to list your accomplishments, not your job duties or 

responsibilities.   

Use the Resume Dictionary at http://www.resumedictionary.com/resume-words/ for help in choosing 

the best words to make your resume stand out.  

http://www.officeteam.com/ResumesAndCoverLetters
http://www.resumedictionary.com/resume-words/


#2 Create a powerful branding statement and summary 

 that will help you stand out from the  competition. 

A branding statement and summary is used to convey your unique skills, abilities and 
accomplishments as they relate to the employment you seek. 

By including a branding statement and summary on your resume, a prospective employer can quickly 
get an overview of your skills, experience and why you’d be a good fit for the position. 

Branding Statement –  

To begin writing your branding statement, take some time to brainstorm: 

 What are your skills?  

 What are you passionate about?  

 What knowledge and talents do you bring to the table?  
 What results have you helped achieve?  

Answering these questions will help guide you in writing your statement, which isn’t only an asset to 

your resume — it can help you succinctly share more about yourself during networking opportunities 

and professional events. 

Your branding statement should be brief, just one sentence in length.  It's not your job title, nor is it a 

list of your skills. Its purpose is to make you stand out from your competition. Here are some 
branding statement examples: 

 Highly motivated and adaptable to provide exceptional customer service – Customer Service 

Representative 

 10 years of success developing, testing, implementing, and enhancing applications to meet 

and exceed diverse business objectives. – Applications Developer 

 Use holistic insight and innovative principles to help customers realize their financial 

dreams. – Financial Consultant 

 A natural networker, skilled in delivering marketing campaigns through constant 

collaboration and valuing of different ideas and insights. – Marketing Consultant 

 Build long-lasting, fruitful relationships with teammates, business partners and clients to 

drive consistent, recurring revenue for the company. – Business Sales Manager 

 

To help you write your branding statement, use these online resources: 

 10 Step Personal Branding Worksheet  at http://www.job-hunt.org/personal-

branding/personal-branding-worksheet.shtml  

 15Quick Tips for Career Branding Success at http://www.quintcareers.com/15_career-

branding_tips.html 

Summary or Profile –  

Follow your branding statement with a summary (also called a profile) highlighting your best 

qualities, skills and experience.  Keep your summary between three and five bullet points and tailor it 
to you prospective employer’s needs.  Here are some examples of bullet points: 

 

http://www.job-hunt.org/personal-branding/personal-branding-worksheet.shtml
http://www.job-hunt.org/personal-branding/personal-branding-worksheet.shtml
http://www.quintcareers.com/15_career-branding_tips.html
http://www.quintcareers.com/15_career-branding_tips.html


 Academic background in Business, Economics and Marketing including a semester of study 

in Great Britain 

 Strong ability in personnel interviewing, training, and motivating  

 Skilled in organization and office procedures 

 Practical foundation of administrative, supervisory, computer, and organizational skills 

acquired from broad-based part-time work experience 

 Enthusiastic, resourceful and trainable 

 Offer strong work-ethic and excellent prioritization abilities developed through balancing 

rigorous academic and employment schedule throughout high school and college  

 Professionally committed and responsible 

 Adapt easily to new situations 

 Successfully handle a wide range of functions using a combination of creative, 

organizational, and writing skills 

 Maintain focus in demanding work environments, under deadline and pressure conditions 

 Meet challenges head-on and always find a way to effectively complete multiple assignments 

or tasks 

 Outstanding communication, presentation, and sales skills 

 Ability to achieve immediate and long-term goals and meet operational deadlines 

  



 

#3 Quantify and qualify your skills and achievements.  

Remember, your resume is a marketing tool to entice a prospective employer to schedule an 

interview.  To make the best possible impression, you must quantify and qualify your skills and 

achievements.  By doing this, you send a powerful message about your ability to obtain meaningful 

results for the employer.  Here are three steps to quantifying and qualifying your skills and 

achievements. 

1. Show How Many 

Use numbers to quantify the results you achieved for your employer.  This provides prospective 

employers with concrete information about your ability to get results.  For example: 

Introduced a new customer service process 

-or- 

Developed and implemented a customer service process that decreased customer wait time by 50% 

Doesn’t the second example sound much more impressive? 

2. Show How Much 

If you have a job in sales, marketing, or any other business where profitability is the ultimate goal of 

your position, citing exactly how much money you’ve either made or saved your company is the way 

to go. 

For example, if you’re an internal auditor, your resume could say: 

Saved company money by finding ways to cut costs 

-or- 

Implemented new payroll and tax accounting systems that saved firm $1M in personnel costs over the 

next 10 years. 

It’s fine to estimate when citing these types of numbers, as long as you can justify your claim if 

someone asks you in an actual interview. 

3. Show How Often 

See how this administrative assistant’s job sounds completely different when given some context: 

Answered phones at the front desk 

-or- 

Managed switchboard with 12 incoming lines, effectively receiving and routing an average of 500 

calls per day 

Who wouldn’t hire the second candidate? 

As you write your resume, ask yourself these three important questions: How many? How much? 

How often? The key to landing an interview is to answer those questions as you describe your 

previous professional accomplishments. 

A worksheet to help you quantify and qualify your skills and achievements can be found at 

http://www.readysethired.com/chapters/chapter2/documents/2_Resume_Quantify_&_Qualify_Worksheet.pdf. 

 

  



#4 Use the best format to match your experience and the 

 job. 

The format you use to prepare you resume can have a great impact on your ability to convince an 

employer to interview you. There are three basic formats to consider:  

1. Reverse Chronological Resume 

This is the most common type of resume.  It includes your work history and experience.  Prior 

work is included in reverse chronological order, with the most recent work appearing at the top.  

This format is much preferred by employers.  The reverse chronological resume is preferred for 

candidates who: 

 have a steady school and work record reflecting constant growth or lateral movement 

 have a recent employer that is well-respected in the industry and the name may ease entry 

into a new position 

 have recent job titles that provide impressive stepping stones 

 are savvy writers and know how to manage potential negative factors, such as 

inconsequential jobs, too few or too many jobs, etc… 

 

2. Functional Resume 

This format is also referred to as a career summary or skills summary.  It highlights the 

achievements and strongest skills of the candidate in a section at the top of the resume.  The 

resume focuses on the marketable skills of the applicant, rather than the work history.  A section 

entitled “Professional Experience” or “Relevant Skills” is used to highlight the candidate’s 

selling points. Under the “Experience” section, generally only the company name, location, 

position held and the dates of employment are mentioned within the resume.  The education 

section is also included, with the most recent academic qualification appearing on the top. If 

required, other sections can be included to build the complete picture of the candidate.  The 

functional resume format is preferred for candidates who: 

 have little or no work related experience i.e. students and recent graduates 

 have large unemployment durations “gaps” in the resume 

 have worked in unrelated fields 

 are shifting to new careers or re-entering the work field 

 

3. Combination Format 

It is a hybrid format and a cross between a chronological and a functional resume. It includes the 

best of both the formats by highlighting the applicant’s strongest skills and including the 

categorized work history under each skill. While drafting the combination type of resume, ensure 

you include the skills such as customer relationship, communication, leadership, etc. which are 

important, and arrange the relevant work experience under each skill.  A combination resume 

format is generally used by: 

 students and recent graduates having little or no work related experience 

 candidates changing their career field or reentering the field after a prolonged absence 

 professionals having a long work related history in a particular field and preferring to avoid 

repeating frequent repetition of job descriptions 

 



 

Sample-Reverse Chronological format 
 

Andrew Coster 
425 W. Jackson St.             Clinton, Illinois                309-454-0000 

Microcomputer Applications Software Specialist 

PROFILE    

 Exceptional computer knowledge dealing with a wide array of computer 

programs including Microsoft Word, Excel, Access, PowerPoint, 

QuickBooks 

 Superior organizational skills, with great attention to detail 

 Possesses excellent telephone and data management skills 

 Personable, resourceful, energetic, adaptable and able to balance multiple 

responsibilities 

 

EDUCATION 

                     Heartland Community College             June 200X-present 

   Anticipate Associates in Applied Computer Science Degree May 20XX 

   G.P.A 3.5/4.0 

EXPERIENCE  

Tutor June 200X-present 

Heartland Community College, Normal, Illinois 

Assist students with computer applications and navigation; provide tutoring to 

students who need help with homework and computer problems 

 

Assistant to the Director May 200X-November 200X 

Department of Convention and Visitor’s Bureau; Bloomington, Illinois 

Internship; Helped visitors learn more about Bloomington; Created many 

computer documents including flyers, business forms, and brochures; Gathered 

dates for upcoming events; Assisted in website development 

 

   Quality Control Inspector                January 200X- May 200X 

   Illinois Graphics; Bloomington, Illinois 

Inspected orders for quality control; collected daily statistics on quality of 

product; Designed new paperwork log reducing the log size by 50% 

 
Sales Associate                                                      March 199X- May 199X 

Kmart; Bloomington, Illinois 

Assisted customers in product selection, purchase, and return; Cared for plants, 

bushes and trees, greenhouse sales, designed displays, stocked inventory and 

theft prevention 

 

  



Sample- Functional format 

 

ANDREW B. COSTER 
123 E. 123 Road    Normal, Illinois 61761              (309) 452-4552 

 

Microcomputer Applications Specialist 

 

PROFILE   

 Exceptional computer knowledge: Microsoft Word, Excel, Access, 

PowerPoint, People Soft, QuickBooks Pro, Lotus 123, and Quattro Pro 

 Personable, resourceful, energetic, adaptable and able to balance multiple 

responsibilities 

 Superior organizational skills, with great attention to detail 

 Possesses excellent telephone and data management skills 

 

PROFESSIONAL EXPERIENCE 

  Administrative   

 Oversaw all aspects of personnel and operations including supervising three 

staff members 

 Worked in conjunction with promotions department to develop ongoing 

marketing strategies to facilitate promotion of Bloomington to potential 

visitors 

Organization 

 Coordinated development and maintenance of software to manage weekly, 

monthly and yearly reports 

 Organized and complied data to facilitate development of workshops 

Troubleshooting 

 Demonstrated knowledge of problem solving resolution skills 

 Provided assistance in the development and maintenance of database 

applications 

 

EMPLOYMENT HISTORY 

Tutor                  January 2XXX-present 

Heartland Community College, Normal, Illinois 

Assistant to the Director             May 2XXX- November 2XXX 

Department of Convention and Visitor’s Bureau; Bloomington, Illinois 

Quality Control Inspector                           January 2XXX- April 2XXX 

Illinois Graphics; Bloomington, Illinois 

Sales Associate            March 19XX- December 2XXX 

Kmart; Bloomington, Illinois 

   

EDUCATION 

Heartland Community College; Normal, Illinois             June 2003-present 

                        Anticipate Associates in Applied Computer Science Degree May 20XX 

            GPA 3.5/4.0 

 

  



Sample- Combination format 

 

ANDREW B. COSTER 
123 E. 123 Road        Normal, Illinois 61761              (309) 452-4552 

 

Microcomputer Applications Specialist 
 

PROFILE   

 Exceptional computer knowledge: Microsoft Word, Excel, Access, 

PowerPoint, People Soft, QuickBooks Pro, Lotus 123, and Quattro Pro 

 Personable, resourceful, energetic, adaptable and able to balance multiple 

responsibilities 

 Possess superior organizational skills, with great attention to detail  

 

EDUCATION 

       Heartland Community College; Normal, Illinois         June 2003-present 

                    Anticipate Associates in Applied Computer Science Degree May 2XXX 

             GPA: 3.5/4.0 

 

PROFESSIONAL EXPERIENCE 

  Administrative   

 Oversaw all aspects of personnel and operations including supervising three 

staff members 

 Worked in conjunction with promotions department to develop marketing 

strategies to facilitate promotion of Bloomington to potential visitors 

Organization 

 Coordinated development and maintenance of software to manage weekly, 

monthly and yearly reports 

 Organized and complied data to facilitate development of workshops 

Troubleshooting 

 Demonstrated knowledge of problem solving resolution skills 

 Provided assistance in the development and maintenance of database 

applications 

 

EMPLOYMENT HISTORY 

            Tutor                  January 2XXX-present 

  Heartland Community College, Normal, Illinois 

Assisted students with computer applications and navigation; provided tutoring to 

students needing assistance 

Internship Assistant to the Director                 May 2XXX - November 2XXX 

Department of Convention and Visitor’s Bureau; Bloomington, Illinois 

Helped visitors learn more about Bloomington; created documents including 

flyers, business forms, and brochures; assisted in development of website 

Quality Control Inspector      January XXX - April 2XXX 

Illinois Graphics; Bloomington, Illinois 

Inspected orders for quality control; collected daily statistics on quality of 

product; designed new paperwork log reducing log size by 50% 



#5 Use key words that sell your hard and soft skills.  

The importance of using keywords on your resume cannot be overemphasized. There are certain 

words that work well to convey your unique talents and experience. 

There are two kinds of words we refer to when we use the term resume keywords: 

 

• Industry or recruiting keywords for scannable resumes 

• Action words that are key factors in writing an effective resume 

Understanding How to Use Resume Key Words  

Many companies or recruitment firms today use resume scanning software. This software generally 
identifies and sorts resumes by looking at certain "keywords" in the document. 

This ranking system helps them to decide who is a good match for the advertised position and who 

isn't. 

Using the right resume key words can get you the interview! But how do you know which keywords 
are right for the position you're interested in? Here are a few tips... 

1. One way is to look closely at the job ad or posting. See which words are used. If you can, 

 look at a number of other ads for that company and see if there are certain words that keep 

 popping up. 

2. Go to the company website and identify some of their key values. A good place to look is 

 their mission statement. The annual report is another great source of key values. 

3. Scan trade journals to identify key trends in your industry. Then, select resume key words 

 from that list. 

4. Try to use any keywords you select at least 3 times, in both your resume and cover letter. 

Use action verbs like those on the following pages to describe your accomplishments and 

achievements. 

A word of CAUTION… Be sure you can back up the words you choose with actual examples. Use 

the words because they are meaningful, not because they are impressive! 

  



Action Words to Use on Your Resume 

Management/Leadership 
Accelerated  

Administered  

Analyzed  

Appointed  

Assigned  

Attained  

Chaired  

Conducted  

Consolidated  

Contracted  

Controlled  

Coordinated  

Decided  

Delegated  

Designated  

Directed  

Enforced  

Facilitated  

Governed  

Harmonized  

Hired  

Improved  

Increased  

Initiated  

Judged  

Lead  

Lobbied  

Managed  

Motivated  

Named  

Oversaw  

Planned  

Presided  

Prioritized  

Produced  

Recommended  

Restructured  

Scheduled  

Strengthened  

Supervised  

Communication  
Addressed  

Advised  

Arbitrated  

Authored  

Briefed  

Collaborated  

Communicated  

Consulted  

Corresponded  

Documented  

Drafted  

Edited  

Enlisted  

Formulated  

Influenced  

Interpreted  

Lectured  

Mediated  

Moderated  

Motivated  

Negotiated  

Persuaded  

Presented  

Printed  

Promoted  

Published  

Publicized  

Read  

Recruited  

Reconciled  

Reported  

Revamped  

Rewrote  

Spoke  

Summarized  

Talked  

Translated  

Updated  

Wrote  

Research 
 Analyzed  

Collected  

Compared  

Conducted  

Critiqued  

Diagnosed  

Discovered  

Evaluated  

Examined  

Explored  

Extracted  

Gathered  

Identified  

Inspected  

Interpreted  

Interviewed  

Investigated  

Located  

Organized  

Read  

Reviewed  

Studied  

Summarized  

Surveyed  

Synthesized  

Tabulated  

Tested  

Uncovered  

Verified  

Technical 

Adjusted  

Assembled  

Built  

Calibrated  

Coded  

Computed  

Computerized  

Constructed  

Designed  

Devised  

Dissected  

Engineered  

Fabricated  

Installed  

Maintained  

Manufactured  

Mapped  

Navigated  

Operated  

Overhauled  

Programmed  

Remodeled  

Repaired  

Serviced  

Solved  

Trained  

Upgraded  

Utilized  

Teaching 

Adapted  

Advised  

Assisted  

Communicated  

Consulted  

Cooperated  

Counseled  

Enabled  

Encouraged  

Enforced  

Explained  

Facilitated  

Graded  

Informed  

Initiated  

Instructed  

Schooled  

Served  

Set goals  

Stimulated  

Taught  

Trained  

Financial 

Administered  

Allocated  

Analyzed  

Appraised  

Audited  

Balanced  

Budgeted  

Calculated  

Checked  

Evaluated  

Financed  

Forecast  

Inspected  

Investigated  

Managed  

Marketed  

Memorized  

Ordered  

Organized  

Planned  

Projected  

Researched  

Selected  



 
Creative 

Acted  

Arranged  

Composed  

Conceptualized  

Cooked  

Created  

Demonstrated  

Designed  

Developed  

Devised  

Drew  

Entertained  

Established  

Fashioned  

Founded  

Generated  

Illustrated  

Improvised  

Instituted  

Integrated  

Introduced  

Invented  

Made  

Modeled  

Originated  

Performed  

Predicted  

Produced  

Revitalized  

Shaped  

Sketched  

Helping 

Aided  

Assessed  

Assisted  

Clarified  

Coached  

Counseled  

Demonstrated  

Educated  

Expedited  

Familiarized  

Guided  

Helped  

Mentored  

Referred  

Rehabilitated  

Represented  

Saved  

Suggested  

Clerical or Detail 

Approved  

Arranged  

Catalogued  

Classified  

Collated  

Compiled  

Dispatched  

Executed  

Generated  

Implemented  

Monitored  

Prepared  

Processed  

Proofread  

Purchased  

Recorded  

Retrieved  

Screened  

Specified  

Systematized  

Tabulated  

Validated  

Results Achieved 

Adapted  

Attained  

Completed  

Contributed  

Cut  

Decreased  

Doubled  

Eliminated  

Established  

Expanded  

Furnished  

Implemented  

Improved  

Increased  

Introduced  

Lowered  

Maintained  

Multiplied  

Opened  

Proposed  

Provided  

Raised  

Realized  

Recommended  

Reduced  

Revamped  

Revised  

Revitalized  

Risked  

Saved  

Simplified  

Sold  

Solved  

Stimulated  

Streamlined  

Strengthened  

Structured  

Submitted  

Succeeded  

Supported  

Transferred  

Tripled  

Trouble-shot  

Uncovered  

Unified  

Upgraded  

Utilized  

Widened  

Won  

 

 

  



 


