Resume- Checklist and Self/Peer Assessment				Name: _____________________
Visual:
· Resume looks neat and tidy, spacing and tabs are appropriate
· Size of font and style of font is appropriate (12 point, easy-to-read)
· Headings are clear, and uniform throughout, information is organized in sections
· There are no spelling or grammar errors
Content:
· Address and contact information is present and complete
· Education section is complete
· Experience section is complete
· Experiences are listed in reverse chronological order (most recent first)
· The resume highlights your skills and abilities in the best possible way
· The bullet points for your experiences use ACTION VERBS?	
· Avoided using personal pronouns like “I”
· Includes 3 references with contact information
· Uses a formal tone (no slang, abbreviations)
Things that are successful in your resume: 
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Things that you could consider changing: 
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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