Résumé Checklist: Draft Workshop

Name (reviewee):_______________________________________________________________

Name (reviewer): _______________________________________________________________

What is your biggest concern about your résumé? _____________________________________

______________________________________________________________________________

One page

Aligned text

Readable font size

Consistent font size/font formatting
Consistent margins (.5” or 1”)
Clear organization (circle one: 
chronological

skills-based)
Correct spelling
Accurate headings


Contact information


Education


Experience


Activities


Skills


References

Action verbs
Verb tense corresponds to time
Variety of verbs
No personal pronouns (“I,” “me,” or “my”)
Empirical, results-oriented numbers

Aesthetically appealing

Why ? __________________________________________________________________
1.  What is the candidate’s most attractive category ?  Why?

2.  What is the candidate’s weakest category?  How can s/he improve it?

3.  Would you call this candidate for an interview?

4.  How do you respond to the candidate’s concern?
