Resume Evaluation Cover Sheet

Name: ___________________________________________________________________/100 Points
___/10 On time and complete, with all relevant attachments or related assignments and materials.

___/5 Does the resume emphasize that those skills match the specific job type or category?


~ What has most prepared the applicant for the job:



~ Work experience?



~ Education?



~ Other experience (military, community groups, committees and organizations etc).

~ Does the resume list the most relevant preparation first?

___/10 Is Education used as evidence you are preparing or are prepared for the job?

~ Does the resume list and/or describe class content that prepared the applicant for the job?

~ Is the Education information – university, degrees, gpa etc. – clearly formatted?

~ Does scholarship and award information mention why the applicant received these?


~ Does the resume list the expected graduation date?

___/15 Is Work and Other Relevant Experience used to show you are prepared for the job?



~ Are position titles, places of employment and dates logical and clearly laid out?



~ Does the resume emphasize relevant experience over general work experience?


~ Does the resume use specific active verbs?

___/20 Is formatting used to make skills and experience visibly obvious when the resume is quickly skimmed?


~ Do major headings help the reader locate general areas of relevant information quickly?


~ Do subheadings help the reader locate general areas of relevant information quickly?


~ Are a variety of fonts or styles (caps, bold, italics etc.) used to make the resume easy to skim?


~ Hold the document at arm’s length:  does it look visually appealing and “balanced”?



~ Are all columns and headings spaced and tabbed consistently?



~ Does it make good use of the right-center column?


~ Does the white space emphasize skills or make the resume look empty?


~ Does the page or pages look full and complete but not overly dense and busy?


~ Is the second page formatted correctly (numbered, with matching letterhead)?

___/20  Does the resume include four references, with addresses and phone numbers?

___/20 Correctness:  Is the applicant’s zipper open?


~ Check for spelling, grammar, typing/printing errors.


~ Check for consistency of non-standard punctuation.


~ Check for condensing repeated words and phrases.


~ Do lists use parallel construction and parallel verbs?

~ Are phrases worded concisely; condensed and clearly?


~ Are any phrases awkward, vague or confusingly phrased?


~ Are specific skills described using active verbs?

____/100 Total Point/Percentage 

