Reviewing Resumes Checklist
Resumes can provide some basic information about a candidate’s employment history, qualifications, and accomplishments. But, employers should be cautious when reviewing resumes for this type of information because many candidates tend to stretch the truth about their previous job responsibilities or accomplishments. As such, it’s important to “read between the lines” and always use a resume in conjunction with an employment application. 

Use the checklist below to make sure you get the most of the resume review process:
	√
	Did you look for…

	· 
	Aesthetics/format. Are all bullets aligned? Are all fonts the same? Does the resume look neat? Resumes should be clean and presentable. Poorly formatted resumes may be a sign of a disorganized or careless applicant. 


	· 
	Grammar. Resumes are supposed to present an applicant in the best light possible. Therefore, careful time and attention should be put into creating them. Resumes that include typos or flagrant grammar errors should be omitted from the applicant pool. 


	· 
	Address. How far away does the applicant live from the worksite? Although this cannot be used to disqualify a candidate from employment, it is certainly something to consider; their willingness to commute should be discussed with the applicant if they are brought in for an interview. 


	· 
	Previous job responsibilities. Were their previous job duties consistent with the requirements of the job? Identify previous job experiences needed for an individual to be successful in the role for which he or she is applying.  


	· 
	Job titles. Are the previous positions held consistent with the requirements of the open position? Did the candidate make realistic career progressions? Some applicants may exaggerate job titles held in an effort to appear more experienced. 


	· 
	Employment history. Look at their tenure with previous employers. Chronic job-hoppers aren’t suitable for many full-time positions, unless the position you are seeking to fill is temporary. 



	· 
	Education. Look at whether or not a degree was actually earned or if the individual attended an institution but failed to obtain their degree. Also look to see if the applicant provided their GPA. GPA provides an indication of his or her dedication, conscientiousness, and overall capacity. 


	· 
	References. Did the applicant list references on their resume? Did the applicant indicate that references will be furnished upon request? Those that don’t may be trying to hide something. 










