Resume Checklist
Name ___________________________  Date __________ P____ K ____

	Over-all Look and Spacing
· No extra white spaces

· Spacing is equal and balanced
· All lines begin and end the same – no small indents – margins make sense and are consistent
· There is a clear format which makes information easy to read and understand

· Is crisp and clean

· Professional, simple font.  Boldface, underlines and italics are used to clarify information

· Is on professional paper – not Xeroxed 
	Self-Check
	Peer Edit
	Teacher

	Consistency

· Throughout the document, the format is the same For instance, if the date is listed first, all dates are listed first.
·  Fonts are the same – boldface, italics, (etc…) are used in a consistent manner

	
	
	

	Spelling and Grammar

· There are no spelling errors

· There are no grammar errors


	
	
	

	Type of Writing – Resume format

· There are no sentences

· Uses ACTION verbs

· The writing is sensible, organized, and simple

· The more important topics are listed first – education and work experience.
· Fonts are the same – boldface, italics, (etc…) are used in a consistent manner

· More “fluffy stuff” is listed toward the end – awards, hobbies, interests, etc…

· All addresses are complete – with area codes, zip codes.
· Is easy to read & organized
· Your own contact information is easy to read and you are easy to contact.  
· One page (unless you have more than 5 years of experience)


	
	
	

	Professionalism

· The objective makes sense and is attainable.

· There is no slang, or references to “youth” type of activity (like “chillin with friends”)
· E-mail address is professional

· No references to any type of group or organization which could “type” you – give you a reputation


	
	
	

	Consistency

· Throughout the document, the format is the same. For instance, if the date is listed first, all dates are listed first.

· Fonts are the same – boldfacing, italicing, (etc…) are used in a consistent manner


	
	
	

	This person is “hirable”

· Based on this resume, I would want to schedule an interview with this person.

· There is evidence of a successful work experience

· This person has accomplished something – like honors, GPA, activities, etc… - 

· This is an interesting person


	
	
	

	Anything else?


	
	
	

	
	
	
	

	
	
	
	


