Resume Checklist

· Is the resume no more than one page? (Two pages if over 5 years experience or if directed at a management position.) 

· Does the resume contain name, address, telephone number, e-mail address and other contact information in a prominent place?

· Is the style appropriate for the parent’s work history?

· Chronological- over 5 years experience in goal related field

· Functional- no recent work history, sporadic work history, or variety of jobs

· Combination- few jobs related to goal with significant responsibilities or where skills were more important than job titles 

· Is the objective brief but clear in stating their qualification for the position?

· Does the objective match the job being applied for and the skills and abilities of the parent?

· Does the objective match the goal(s) on the Employment Plan?

· Are qualifications listed in order of most relevant to least relevant as relates to the objective?

· Do the skills and qualifications contain job specific skills, self-management skills and transferable skills?

· Is the employment listed with the most recent job first and oldest job last?

· Are the job descriptions specific and complete?

· Are active verbs and power words used in job descriptions?

· Have the skills and job duties been put in order of the employer’s priorities?

· Does the resume reflect appropriate skills and experience for the position desired?

· Are the dates of employment in months/year format?

· Is education appropriately listed?

· Are all words spelled correctly?

· Is grammar and punctuation correct?

· Is the resume free of any cross-outs?

· Is the resume easy to read with plenty of open spaces and easily followed formatting so that it can be reviewed within 1 minute?

· Is the resume on quality paper using 11 or 12-point font?

· Created using WinWay Resume of MS Work and saved onto a disk for ease in updating, if available?

· If portfolios are used, does it contain a copy of the resume? 
