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Review each section below. Check criteria that are met and add notes in the Feedback column.
	Section
	Criteria
	Feedback / Notes

	Contact Information
	☐ Full name clearly displayed
☐ Accurate phone number
☐ Professional email address
☐ City and State
☐ LinkedIn URL (if applicable)
☐ Placed at the top of the resume
	

	Profile / Summary
	☐ Compelling and concise
☐ Highlights key skills and goals
☐ Tailored to the target job
	

	Work Experience
	☐ Listed in reverse chronological order
☐ Company name, job title, and dates included
☐ Bulleted accomplishments and responsibilities
☐ Strong action verbs used
☐ Quantifiable achievements highlighted
☐ Experience is relevant to the job description
	

	Education
	☐ Listed in reverse chronological order
☐ Degree, major, institution, and graduation date included
☐ GPA included (if 3.0 or above)
☐ Relevant coursework or projects listed
☐ Honors, awards, or certifications included
	

	Skills
	☐ Relevant skills listed
☐ Includes computer, technical, language, and soft (or transferrable) skills
☐ Tailored to the target job
☐ Demonstrates proficiency where possible
	

	Format and Presentation
	☐ Clean, professional layout
☐ Consistent font and formatting throughout
☐ 1 page (no more than 2 pages)
☐ Font size no smaller than 11pt
☐ Easy to read and navigate
☐ No grammar or spelling errors
	



	Overall Score: _____ / 30
	Excellent 27–30                           Good 20–26                               Fair 14–19; 
Needs Improvement 8–13          Schedule a meeting with Career Services: 0–7



Areas to Improve  (check any that apply)
	☐ Potentially unprofessional email
☐ Slightly generic or unfocused
☐ Lacks focus or clarity
☐ Needs stronger action verbs and quantification
☐ Inconsistent order or structure
☐ Vague or unclear descriptions
	☐ Lacks action verbs and results
☐ Missing key education details (dates, degree, etc.)
☐ Minor formatting issues
☐ Noticeable grammar or spelling errors
☐ Poor layout, difficult to read



Thanks for taking the time to create a resume. Please incorporate this feedback and update your resume for each job. For more tips, visit www.ccri.edu/careerservices or contact us at careerservices@ccri.edu.
