Checklist for Scannable Résumés and Job Advertisements

Please use this checklist to review your scannable résumé and job advertisements for Unit 1. If you have any questions, please feel free to contact me (kimmehea@email.arizona.edu or 663-3500).

Scannable Résumés
Format

Place an “X” in the box next to the formatting attributes that you have successfully completed. If you haven’t followed these guidelines, be certain to revise your scannable résumé accordingly.

	Attribute
	X

	Written in Word as a Text only file or Notepad.
	

	1-inch margins.
	

	12-point font.
	

	PC and Mac Compatible font such as Times or Arial.
	

	1 to 2 pages.
	

	Name at top.
	

	Contact information following name.
	

	Headings (such as EDUCATION and EXPERIENCE).
	

	White space to denote sections.
	

	No bullets.
	

	No underlining.
	

	No font face emphasis (such as bold or italics).
	


Content

Review the following questions to guide your revisions of the content of your scannable résumé. If you can respond “yes” to these questions, then your resume should be in good shape. If you respond “no” to some of these questions, adjust your résumé appropriately.

Do you have the word “Resume” at the beginning of your résumé and “End resume.” at the end of your résumé?

Do you have your name at the top?

Do you have your contact information following your name on separate lines?

Do you have a profile section as described in the Asher reading (See chapter 8)?

Do you have an education section?

Do you have an experience section?

Do you have a keyword list section?

Have you developed other appropriate sections such as an honors and activities section, computer knowledge, languages, volunteer or community work, etc.?

Have you thoroughly incorporated applicable key phrases from your job advertisements into your résumé? (Remember to check each ad and each section of your résumé —look for specific terms and skills.)

Have you described your experiences using nouns rather than verbs (whenever possible)?

Have you eliminated wordiness?

Have you embedded synonymous terms for your skills?

Have you maintained parallelism in your descriptions?

Have you proofread for spelling and other surface level problems?

Job Advertisements

Review the following questions to guide your selection of job advertisements for Unit 1. If you can respond “yes” to these questions, then your job advertisements are appropriate for this assignment. If you respond “no” to some of these questions, look for job advertisement that are more developed and related in title and duties.

Are all three jobs for professional positions—i.e. positions that require a college degree?

Are all three of your job advertisements at least 3 paragraphs in length?

Are all three of your job advertisements for the same type of position in terms of job title and duties?

Are these jobs reasonable positions for you to apply to upon graduation—i.e. requesting no more than 5 years of experience and asking for your major, degree, or area of specialization?

