Resume Review Checklist

	Layout & Appearance
	Yes
	No
	Career Advisor Comments

	Is my name at the top of the page, 2 points larger than rest of resume and in bold?
	
	
	

	Are my address, phone number and email easy to read and accurate?
	
	
	

	Do you have an appropriate email address and have you changed your cell phone message to be professional? 


	
	
	

	Is my resume an appropriate length? 
	
	
	

	Is formatting (e.g. bold, font, bullet sizes, heading styles)
consistent throughout the resume?  11-12 point font
	
	
	

	Are the headings and statements evenly spaced?


	
	
	

	Are verb tenses in the present tense for current jobs?
	
	
	

	Are verb tenses in the past tense for previous jobs?
	
	
	

	Do I have approximately 2-6 statements per job?
(Bullet form is recommended.)
	
	
	


	Content
	Yes
	No
	Career Advisor Comments

	Did I include the following content: Highlights, Education, Experience, Related Activities, Accomplishments and Skills?
	
	
	

	Does my education section state my degree and expected graduation date? Did I include a highlight about my education? 
	
	
	

	Is my education section in the best location on my resume? 
	
	
	

	Do my statements demonstrate major accomplishments rather than routine tasks/duties? Did I DESCRIBE what I did rather than just LIST or TELL? (See list of Adjectives)
	
	
	

	Did you include relevant courses that you took in school to show your skills and abilities or a Technical Skills section?
	
	
	

	Do my accomplishment statements start with action verbs? (See list of Verbs)
	
	
	

	Do my accomplishment statements demonstrate the use of key skills? (See top skills employers seek on the next page and review job title and industry for key words.) 
	
	
	

	General Comments and Suggestions or Questions


	
	
	


ACTION VERBS
Accelerated 

Accompanied 

Achieved 

Acquired 

Adapted 

Addressed 

Administered 

Advised 

Analyzed 

Anticipated 

Appreciated 

Arranged 

Aspired 

Assembled 

Assisted 

Audited 

Budgeted 

Built 

Calculated 

Centralized 

Changed 

Clarified 

Collaborated 

Commanded 

Completed 

Composed 

Conceived 

Condensed 

Conducted 

Constructed 

Contracted 

Controlled 

Converted 

Cooperated 

Coordinated 

Correlated 

Created 

Cultivated 

Decided 

Delegated 

Demonstrated 

Designed 

Determined 

Developed 

Devised 

Directed 

Discovered 

Displayed 

Doubled 

Drafted 

Earned 

Edited 

Educated 

Effected 

Eliminated 

Enacted 

Encouraged 

Enforced 

Engineered 

Enhanced 

Established 

Evaluated 

Exceeded 

Executed 

Exhibited 

Expanded 

Explained 

Facilitated 

Finalized 

Financed 

Forecasted 

Formalized 

Formed 

Formulated 

Founded 

Generated 

Governed 

Graduated 

Guided 

Handled 

Headed 

Hired 

Identified 

Implemented 

Improved 

Improvised 

Increased 

Induced 

Influenced 

Informed 

Initiated 

Innovated 

Inspired 

Installed 

Instructed 

Insured 

Integrated 

Intensified 

Interpreted 

Interviewed 

Invented 

Justified 

Keyed 

Keynoted 

Launched 

Led 

Licensed 

Located 

Maintained 

Managed 

Manufactured 

Marketed 

Mastered 

Minimized 

Monitored 

Motivated 

Negotiated 

Nominated 

Normalized 

Obtained 

Officiated 

Operated 

Ordered 

Organized 

Originated 

Oversaw 

Participated 

Perceived 

Perfected 

Performed 

Piloted 

Pinpointed 

Pioneered 

Placed 

Planned 

Prepared 

Presided 

Prevented 

Procured 

Produced 

Promoted 

Proposed 

Proved 

Provided 

Publicized 

Published 

Recommended 

Reconciled 

Recruited 

Reduced 

Reinforced 

Related 

Reorganized 

Reported 

Researched 

Resolved 

Reviewed 

Revised 

Scheduled 

Secured 

Selected 

Separated 

Served 

Serviced 

Set up 

Simplified 

Solved 

Sparked 

Staffed 

Streamlined 

Structured 

Succeeded 

Supervised 

Supported 

Surveyed 

Taught 

Tested 

Trained 

Transferred 

Transformed 

Unified 

Used 

Utilized 

Verified 

NOUNS 
Ability 

Ambition 

Confidence 

Diversity 

Economy 

Excellence 

Harmony 

Honor 

Imagination 

Ingenuity 

Judgment 

Merit 

Prestige 

Progress 

Recognition 

Stability 

Success 

ADJECTIVES 
Accelerated 

Active 

Capable 

Comprehensive 

Conscientious 

Detailed 

Determine 

Distinctive 

Educated 

Effective 

Efficient 

Exceptional 

Exclusive 

Goal Oriented 

Helpful 

Honest 

Lasting 

Loyal 

Mutual 

Notable 

Permanent 

Popular 

Practical 

Proficient 

Punctual 

Reasonable 

Reliable 

Responsible 

Revamped 

Satisfied 

Simplified 

Substantial 

Superior 

Unified 

Useful
Top Skills Employers Want
1. Communication skills

2. Strong work ethic

3. Teamwork skills/Collaboration
4. Initiative/Entrepreneurial Mindset
5. Analytical skills/Problem Solving Skills
6. Computer skills/Digital Fluency/Technical Skills
7. Flexibility/Adaptability/Resilience
8. Interpersonal skills /Empathy
9. Resilience/Self-Awareness
10. Social/Diversity Awareness
Resume checklist adapted from George Mason University
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