
COMMON RÉSUMÉ 
MISTAKES TO AVOID

HEADER TOO LARGE
Many people are confused about how 

much space they should allow for the 
header of their résumé. � e header should 
never comprise more than three lines, 
with basic address information including 
your name, home address (no P.O. Box 
unless you’re overseas), phone number, 
and email address. Cell phone informa-
tion is optional; it’s OK to substitute a 
cell phone number for your home phone 
if you’re often away on temporary duty.

Some people feel the urge to write their 
name in huge letters and then spread 
the address, phone number, and email 
address for another four or � ve lines be-
low, thereby taking up almost a quarter 
of the � rst page. Economy of space and 
presentation are important. Allotting that 
much space for that information cuts into 
the résumé’s heart, which should instead 
highlight your education, experience, 
career employment history, and speci� c 
achievements.

SECOND PAGE
Most people coming out of the Air 

Force whom I prepare résumés for have 
20 or more years of service. � ere is no 
way to � t all those years of experience on 
one page. � us, going to a second page 

is recommended. Remember to include 
your name at the top of the second page. 
In my experience, companies often receive 
more than 300 résumés for a job open-
ing. If your pages become separated, the 
reviewer is probably not going to search 
through the stack to put your résumé 
back together again.

PLACEMENT OF AWARDS & 
ACHIEVEMENTS

� ere seems to be universal misunder-
standing over the placement and use of 
awards and achievements. While some 
individuals place their achievements and 
commendation medals in their résumé's 
work experience section, others place 
them in laundry-list fashion. I recom-
mend a separate section like this, toward 
the end of your résumé:

AWARDS/ACHIEVEMENTS
Recipient of Bronze Star Medal for 

service in Southwest Asia and seven 
Department of Defense noncombat 
commendations for superior achievement 
and outstanding performance of duties in 
the areas of aviation, mobility logistics, 
aerial port operations, and maintenance 
management. 

Air Mobility Command Field Grade 
Transportation Officer  of the Year 
for 2013.

Command pilot with more than 3,000 
accident-free � ight hours in C-5A/B, 
KC-135R, and T-37 aircraft.

Keep in mind that Good Conduct 
Medal awards, campaign ribbons, shoot-
ing medals, and theater campaign rib-
bons are not considered in the same 
category as service commendation and 
achievement medals. Include them only 
if you’ve never received commendation 
and achievement medals.

ACCOMMODATION VS. 
COMMENDATION

A common mistake is the incorrect 
use of the word accommodation when 
citing service awards. An individual is 
awarded a Commendation Medal, not an 
Accommodation Medal, for outstanding 
performance of duties. Accommodation 
refers to an arrangement that results in 
something favorable for an individual; 
it has nothing to do with commending 
someone for superior achievement. 

David G. Henderson is the principal 
writer for AFA’s résumé service. Visit www.
afa.org/resume for more information.

By David G. Henderson
Résumés are like meeting someone for the fi rst time: Initial impressions 

make a difference. Here are some tips to optimize your résumé.
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