Checklist for Evaluating a Resume

Meets Expectations _______
Doesn’t Meet Expectations_________

The Resume includes the following sections:

· Heading/Contact information – Contains your name, address, phone number and e-mail address (if available)

· Objective – Defines the type of position being sought

· Education – Contains information about education and training

· Work Experiences (paid or unpaid) Includes dates of employment, employer, employer’s contact information, job title/types of duties and tasks performed and equipment used

· Special Skills – Includes list of special qualifications

· Personal Strengths/Enrichment Activities – Includes list of qualities, interests, extra curricular activities, or special accomplishments

· Optional sections include Awards, Achievements, Organizations

The Resume includes:

· Attached List of References

· Technical or career-related vocabulary

· Content that convinces intended audience of preparedness for career and education goals

· Interests, skills, work values, experiences, and achievements that support the Objective

· Appropriate format for the intended audience

· One- to two- page limit: Font size 12

· Correct typewritten format

The Resume is:
· Neat, clearly understood, and well organized

· Free of spelling, grammatical, and typographical mistakes

Checklist for Evaluating a List of References

The “Preparing a Reference List” form

· Is complete and neatly filled out

· Includes people who:

· have given permission to be used as a reference

· can be positive

· can verify work ethics

· can verify training experiences, academic accomplishments and/or attendance

The List of References is:

· Typed; one page; font size 12

· Correct typewritten format

· Neat; clearly understood; well organized

· Free of spelling, grammatical, and typographical mistakes

