Finalizing your Resume: an Important Checklist
Ask Yourself These Questions:

· Is your name larger than other words

· Do you avoid using personal pronouns such as I, mine, my, their, etc.

· Are your statements and qualifications true and easy to verify with examples

· Do you use consistent formatting and layout techniques

· Do you sell yourself by mentioning what you achieved on the job rather than just what your tasks were

· Can you include numbers and amounts to make it more impressive

· Do you start each statement with an action word versus the boring Responsibilities include….


· Is the font between 10–12 point with the exception of your name which can go as high as 14

· Can you attempt to keep it to one page or two balanced pages

· Spellcheck and ask Career Services to proofread for you 

· Save it to at least TWO places (Career Services can be one place)

More Advanced Resumes:

· Have you tailored it to the type of industry or company to which you are applying

· Do you have a personal branding statement, a headline, a tag line, a slogan, or a few strong words that best describe you 

· Are you experienced enough to begin dropping older jobs and eliminating high school in order to focus on your recent accomplishments

· Can you include a testimonial from a supervisor or professor

· Do you have a professional and clean looking Facebook, LinkedIn, Twitter, Blog, website or other Internet presence that would be impressive to list

· If you were an employer with a stack of resumes and very little time, would you want to read your resume
· Does your resume contain 80% accomplishment and achievement-oriented statements and only 20% tasks or duties

· Is your resume “branding” consistent with your online presence/message
Always Keep your Resume:

· Honest

· Uncluttered
· Error free
· Relevant (to the position on which you are applying)
· Updated

· Saved (in two places)
