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Draft Worksheet for Resumes
Use the following questions to structure your review. Answer the entire set of questions twice—once for each job the writer is applying for. Take your time as you review; work slowly and carefully. Be sure to ask these very review questions of your own package as you draft your final version.

Review questions for resumes:

1. Does the resume’s content seem appropriate for the job ad? If yes, how so? If not, how might the author adjust the resume’s content to better fit the ad? 
2. Does the resume include the language (keywords, terms, etc.) from the job ad? Identify both places where it echoes the ad and places where it should echo the ad. 
3. How is the resume organized? Is the resume organized in a way that is both logical (chronological, etc) and strategic?  Does the organization help the author address the needs of the company and the qualities they are looking for?
4. How are the design elements appropriate for the audience’s needs, attitudes, and purposes? How does the design accommodate multiple audiences? 
5. Look at issues of style. How does the writer employ language? For example, are the descriptions of job experience worded using action verbs? Are bulleted lists worded in parallel form? Is the resume free from errors in grammar, spelling, typography, and punctuation? Does the wording lend an appropriate ethos to the jobseeker? What overall impression do you have of this job candidate as a writer, based on the resume? Recall that your first communication with an employer will be through your writing. 
