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Quick Guide: Résumé Content Checklist
)Résumé content points are the descriptions that tell an employer what you can do for them. This includes knowledge, skills, abilities and accomplishments that target a specific job vacancy listing. Use the checklist below to improve your current résumé content or build a new document that will show the employer why they should hire you.


	Completed
	Résumé Item Description
	Needs Work

	Objective, Summary of Qualifications, Career Highlights, or Profile Statements (choose one)

	|_|
	An Objective is specific, states a career title, targets the job listing and focuses on what you can do for the employer. (No more than 3 sentences.)
	|_|

	|_|
	Summary of Qualifications, Career Highlights, or Profile statements highlight greatest strengths and achievements in a brief format directly related to the job listing.
	|_|

	|_|
	The statement chosen does not repeat exact information from other sections of your resume.
	|_|

	|_|
	Summary, highlights, or profile statements are either 4-5 lines long or 4-5 bulleted statements; showcases attributes that relate directly to the employer’s open position.
	|_|

	|_|
	Statement chosen includes keywords and phrases from the target profession that are not copied directly from the job listing.
	|_|

	Skills

	|_|
	Software skills are detailed - going beyond generic platform names to list versions/years. (Hint: be sure to include your experience levels when appropriate.)
	|_|

	|_|
	If necessary for the job listing, organize computer skills under topic headings: programming, publishing, operating systems, graphics, etc.
	|_|

	|_|
	Displays transferrable skills that directly relate to the job listing.
	|_|

	|_|
	Targeted knowledge, skills and abilities that show the employer how you meet the specific job requirements and qualifications.
	|_|

	Employment History

	|_|
	Include title of position, organization name, city and state.
	|_|

	|_|
	Dates position held (MM/YYYY – MM/YYYY format); if several positions held with same employer, list employer once and separate out positions by titles and dates. 
	|_|

	|_|
	List accomplishments, duties, etc. in order of value to the targeted employer. 
	|_|

	|_|
	Indicate transferrable skills and adaptive abilities that match the targeted employer’s needs.
	|_|

	|_|
	Accomplishments and contributions per job title; include problem, solution and data when possible. (Example: Increased sales in outgoing call unit by 37% in Q1 2011.)
	|_|

	|_|
	Employment dates are inverse chronological – listed with most recent position first. 
	|_|

	|_|
	Position summaries are brief and targeted to the employer’s job listing. Answer this recruiting question with your summaries: “How does this person’s past experience fit with our current need?”
	|_|

	Education, Training and Certifications

	|_|
	Omit high school diploma or GED from resume if you have completed an Associate’s Degree or other higher levels of education.
	|_|

	|_|
	List highest degree attained (or in progress) first, then work backwards chronologically. 
	|_|

	|_|
	Include type of training/certification, name of college/organization, location (city, state), and completion date (MM/YYYY).
	|_|

	|_|
	List certifications in order received – most current first. Display certifications that meet the employer’s job requirements. 
	|_|

	Community Involvement and Professional Associations

	|_|
	List professional association memberships with organization name, dates active (MM/YYYY-MM/YYYY) and location. 
	|_|

	|_|
	Only list professional associations or community involvement if they fit the qualifications and requirements of the targeted position.
	|_|

	|_|
	Volunteer positions: list title, relevant activities, organization name, dates (MM/YYYY-MM/YYYY), and location. 
	|_|



[image: ]
image1.jpeg
WORI¢OMTC€




