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Typo Tragedy 

How One Small Mistake Can Ruin Your Chances for an Interview


According to a recent survey by OfficeTeam, 84 percent of executives polled said it takes just one or two errors in a resume to completely remove a candidate from consideration for a job opening.  Resumes are often a job seeker’s first contact with prospective employers, and professionals who submit application materials with typographical or grammatical errors may be seen as lacking polish or attention to detail.


To ensure your resume doesn’t end up in the “circular file,” here are some proofreading tips:

· Ask friends and family for assistance.  In addition to using the computer’s spell-check tool, you should ask friends and family to help proofread your resume.  

· Turn to a staffing firm, alumni association or career center.  If friends and family are not available to assist you, call on the experts, such as local staffing managers and recruiters or representatives from your alumni association or college career center.  

· Ask an industry professional.  Having someone who is already in the industry look over your resume is a smart move.  He or she could provide feedback on the best style to use or which aspects of your background to highlight.

· Pay attention to e-resumes.  If you send your job application materials via e-mail, remember to remain diligent.  You don’t have a free pass when it comes to typos.  Mistakes, whether in writing or electronic form, are still considered unacceptable when applying for a new position.


Your resume conveys a strong message about the kind of worker you are, so don’t let the document read: un-hirable!

OfficeTeam is the world’s leading staffing service specializing in the placement of highly skilled administrative and office support professionals.  The company has more than 300 locations worldwide, and offers online job search services at www.officeteam.com.  For more information, contact <<CONTACT NAME>> at <<PHONE NUMBER>>.
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