


	Layout & Appearance
	Yes
	No
	Comments

	Is my name at the top of the page and in bold and/or larger font?
	
	
	

	Is my address, phone number and email address easy to read and near the top of the page?
	
	
	

	Optional: did I include a link to my LinkedIn profile or e-portfolio?
	
	
	

	Is my resume an appropriate length?  (Public library 2ish pages, academic library 3 or more pages, Archives approx. 2-3 pages, Corporate/nonprofit settings 1 page.)
	
	
	

	Does my resume have ½ inch minimum margins?  (1 inch is ideal but harder to do.)  *Note you can cheat with the top margin, because your name and contact information are listed there, doesn’t need to be as much white space there.
	
	
	

	Is the font size 10 minimum or 12 maximum? Is the font legible? (Arial, Calibri, Times New Roman, etc.)
	
	
	

	Is formatting (e.g. bold font, bullet sizes, heading styles) consistent throughout resume?
	
	
	

	Are the headings and statements evenly spaced?
	
	
	

	DO I have approximately 2-5 descriptive lines per job/experience?  (Bullet form is recommended)
	
	
	

		

	Content
	
	
	

	Did I include the following headings: Education Experience, Activities and Skills? (or words similar to get at the same content?) It may be useful to divide Experience into two sections: LIS-related experience as applies to your career path, such as Library Experience, and then a second experience section below titled “Related Experience”.
	
	
	

	Does my education section state my official degree name, concentration (if relevant), and expected graduation date?
	
	
	

	Do my bullets demonstrate accomplishments rather than routine tasks/duties?
	
	
	

	Do my bullets start with action verbs?
	
	
	

	Do my bullets demonstrate the use of key skills?
	
	
	

	Do my bullets demonstrate the results of my accomplishments?  Did I quantify my results (i.e. use numbers when possible)?
	
	
	

	Does my resume end with strength? (e.g. Skills, Activities, Leadership section)
	
	
	

	Is my resume completely free from spelling, punctuation and grammatical errors?
	
	
	





This handout is modified from the original version created by staff at SuccessWorks at the College of Letters and Science. www.careers.ls.wisc.edu  	
