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Quick Guide: Résumé Appearance Checklist
)First impressions are everything. Your résumé’s appearance can make or break your interview chances. This checklist investigates appearance techniques from  a recruiter’s perspective. Use this checklist to plan ways to improve your current résumé or build a new targeted document that will get the recruiter’s attention.


	Completed
	Resume Item Description
	Needs Work

	Writing Style

	[bookmark: Check1]|_|
	Targeted to the position sought, avoids generic content.
	|_|

	|_|
	Clearly speaks to the employer’s listed job requirements.
	|_|

	|_|
	Answers the ultimate employer question: “why should I hire you?”
	|_|

	|_|
	Highlights specific accomplishments that relate to the open position.
	|_|

	|_|
	Omits race, religion, age, sex, marital status, national origin, health or political affiliations.
	|_|

	|_|
	Begins sentences or phrases with powerful action verbs. (Hint: use Google or Bing to find action verbs for resumes.)
	|_|

	|_|
	Brief, understandable language with short paragraphs under four sentences.
	|_|

	|_|
	Avoids repetitive language, work tasks and responsibilities throughout document.
	|_|

	|_|
	Avoids the use of “I, me or my” statements throughout document.
	|_|

	Document Organization

	|_|
	Name, current address, phone (indicate cell or home), and e-mail contact information are easy to find at the top of the page.
	|_|

	|_|
	E-mail address is appropriate and professional.
	|_|

	|_|
	Organization of resume is clear; easy to read and includes section titles (Employment History, Education, Summary of Qualifications, etc.). 
	|_|

	|_|
	Emphasizes professional qualifications, accomplishments, knowledge, skills and other vital abilities that match the employer’s stated requirements / preferences.
	|_|

	|_|
	Any chronological sections of the resume begin with the most current event first, listing in descending order to earliest events.
	|_|

	Appearance and Format

	|_|
	Exactly one or two pages in length (no half or quarter pages).
	|_|

	|_|
	1-inch margins on top, bottom and sides.
	|_|

	|_|
	“Eye appeal” (readability); incorporates enough white spaces between sections to enable skimming by a recruiter. White spaces are areas/lines free of text. 
	|_|

	|_|
	Uses one font throughout document and appropriate font sizes (10-12 points).
	|_|

	|_|
	Creates visual impacts using limited amount of bullets, boldface, underlining and italics. (Note: none of these are acceptable on a plain text [ASCII] resume – for this format, use an asterisk *.)
	|_|

	|_|
	Uses consistent headings, boldface, punctuation and spacing throughout document.
	|_|

	|_|
	Sections of resume highlighted using proper headings (Summary of Qualifications, Experience, etc.).
	|_|

	|_|
	Avoids being overloaded with too much information and focuses on the qualifications and requirements of the targeted job listing.
	|_|

	|_|
	Omits artwork, photographs, unnecessary graphics and colored ink. 
	|_|

	|_|
	Document is completely free of grammar and spelling errors.
	|_|

	|_|
	Document is stain/odor free, typed, and uses no pen/pencil marks or whiteout.
	|_|
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