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Resume Checklist for Self-Review: Relevant, Clear, Concise

	Includes
	Y or N

	1. Length
	

	1-3 pages
	

	2. General Layout
	

	White space
	

	Single spacing
	

	Margin around edge
	

	Top: Name, Address, Cell phone, Email  
	

	3. Bold Sections 
	

	Education & Certifications 
· Most recent at top
	

	Professional Experience 
· Most recent at top
· 3-8 bullets 
	

	Skills & Interests
· Last section 
	

	If applicable sections: 
Volunteer Experience, Leadership Experience, Professional Organizations, Awards, Professional Presentations, Publications
Same format as Professional section
	

	4. Word Choice
	

	Each bullet starts with an action word
	

	Use a variety of actions words  
	

	Use strong and unique action words
	

	Includes industry specific keywords (if applicable)

5. Grammar, Capitalization & Punctuation
	

	Correct Grammar
	

	Current position in present tense
	

	Past positions in past tense
	

	Capitalize first letter of bullet or sentence
	

	Only proper nouns capitalized 
	

	What NOT to Include
	

	1. A Fancy Layout
No: Graphics, borders, shading
	Y or N

	2. Personal Information
No: Photo, birthday, gender, marital status, nationality, ethnicity, religion
	

	3. Acronyms 
· Write the full name
	

	4. Non-English words 
· University names are ok 
	

	5. [bookmark: _GoBack]Secondary School Information
	

	6. References 
· Unless specifically asked for in the job description
	

	7. Pronouns 
· No “I”
	


	Revise
	

	Self-revise (more than once)
	

	Ask a native speaker to revise 
	










Resume Checklist for Self-Review 
Created by Caitlin Ferrarini, Resume and Writing Coach for Careers and Study in the US
*For Personalized Resume Coaching email caitlin.ferrarini@gmail.com

2

