

RÉSUMÉ CHECKLIST

Created by _____________________________     Reviewed by ____________________________
Use the following to evaluate the effectiveness of a résumé:
A. Appearance





Yes
No      Partly 

     (explain)


1. Neat-looking, good quality



□
□
□  
___________________________

2. No errors (spelling, grammar)



□
□
□  
___________________________

3. Consistent form




□
□
□  
___________________________

4. Neatly centered and balanced on the page

□
□
□  
___________________________

5. Business-like font and format



□
□
□  
___________________________
6. 1” margins with plenty of space between 

     sections





□
□
□  
___________________________

7. Categories on left are emphasized (bold, 

    underline, all caps, slightly larger font)


□
□
□  
___________________________

8. No longer than one page in length


□
□
□  
___________________________

9. Single-spaced except between sections

□
□
□  
___________________________

10. Left-hand margin for information is neat and even
□
□
□  
___________________________

11. Email address, if used, is professional

□
□
□  
___________________________
12. Items are listed beginning with most recent

□
□
□  
___________________________

B. Content
13. Information has a positive emphasis


□
□
□  
___________________________
14. All job positions have a brief description with
      action verbs





□
□
□  
___________________________

15. Omits frivolous or controversial activities

□
□
□  
___________________________

16. Professional references are authentic and use 

     business contact information not personal info.
□
□
□  
___________________________

17. Omits sections that do not apply


□
□
□  
___________________________

18. Emphasizes special abilities or achievements
□
□
□  
___________________________

19. The objective / goal statement is a clear, complete

      sentence





□
□
□  
___________________________

20. GPA listed if over 3.0



□
□
□  
___________________________

21. Expected date of graduation listed


□
□
□  
___________________________

22. Complete address and phone number given for

      all employment and educational institutions attended
□
□
□  
___________________________

C. Effectiveness
23. Creates an overall favorable impression

□
□
□  
___________________________

24. Easy to read format (bullets, etc.)


□
□
□  
___________________________
