ETHICS

THE JOB SOUNDS PERFECT.
ALL THE REQUIREMENTS ARE A SNAP,

EXCEPT FOR ONE: FLUENCY IN SPANISH.

ALTHOUGH YOU TOOK COLLEGE-
LEVEL SPANISH, FLUENCY IS A MERE
GOAL. SHOULD YOU REVISE YOUR
RESUME TO SAY THAT YOU MEET EVERY
REQUIREMENT?

No. Although fraudulent and misleading
résumés might seem so pervasive as to be
normal, adding your name to the statistics is
not only dishonest but also unwise; you might
get caught. Ethical issues with résumés can
span from entry-level applicants to upper
management. Several executives, including
former Yahoo CEO Scott Thompson, have
learned this lesson the hard way.

Veteran résumé reviewers and career
counselors at Baylor say they rarely, if
ever, see dishonesty among the student
population they advise.

“I don’t know that | have ever seen, in
the six years that | have been in this job,
anybody that misrepresented a degree or
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a grade,” said Ken Buckley, who views
hundreds of résumés in his job as director
of Career Management at the Hankamer
School of Business.

by Barbara Elmore

Kevin Nall, associate director of
Career Services at Baylor, added, “The
conventional wisdom is that in times
of slower economies, you see more
résumé fraud or inflation. In terms of
undergraduate students, | don't see it
that much. In fact, | see students who are
reluctant to brag on themselves.”

Instead of spotting misleading statements,
the counselors often find themselves
insisting that résumés should be appealing
enough to stand out in a crowd. They
show students how to make the documents
sparkle even without years of work
experience, and many of their suggestions
apply to professionals as well.

THE “WHAT TO DO” List

MATCH YOUR BRAG ON
RESUME TO THE YOURSELF
JOB YOU ARE ..............
SEEKING
HIGHLIGHT
SKILLS OR
ACHIEVEMENTS
THAT SEPARATE
YOU FROM THE
oooooooooooooo CROWD
INCLUDE A
COVER LETTER
IF ONE IS
ALLOWED

ADD
QUANTIFIABLE
DATA

THE “DON’'T DO THIS” ust

A LIST OF JOB
DUTIES

oooooooooooooo

A ONE-SIZE-FITS-
ALL RESUME
BLASTED TO 500
EMPLOYERS

oooooooooooooo

OVER-
GENERALIZED
QUALIFICATIONS

UNATTRACTIVE
FORMATTING

IF YOU NEED A RESUME BUT HAVE NO IDEA HOW TO GET STARTED, DON’T THROW

UP YOUR HANDS.

www.baylor.edu/careerservices

SOCIAL MEDIA
PAGES AND
VOICEMAIL
MESSAGES

THAT PROMOTE
A LESS-THAN-
PROFESSIONAL
IMAGE

A FOCUS ONLY
ON YOU

--------------

él:g' bbr.baylor.edu/ethics-resume





