
Of fe rs  ins igh t  no t  on ly  in to  what  you ’ve  done,  bu t  a lso  how you ’ve  done i t ;  the
va lue  i t  has  de l i ve red ;  and  what  i s  un ique  about  who YOU are
L inks  pas t  resu l ts  w i th  fu tu re  demand
Is  re levant  and  re la tab le  to  your  loca l  marke t ,  indus t ry  and  reg ion
Demonst ra tes  your  g rowth  capab i l i t y ,  learn ing  po ten t ia l  and  res i l i ence
Showcases  your  ab i l i t y  to  in f luence ,  lead  and grow po ten t ia l ,  per fo rmance and
pro f i t s  
Genera tes  cur ios i t y  to  want  to  know more  about  you ,  your  knowledge and
exper ience
Demonst ra tes  t rans fe rab i l i t y  and  engenders  con f idence 

Grea t  resumes te l l  your  s to ry ,  pos i t ion  you  fo rward  and h igh l igh t  bo th  your  capab i l i t y
and  your  po ten t ia l .  
 
Ye t  a l l  too  o f ten  they  read  l i ke  an  ob i tuary  mere ly  recount ing  a  l i fe  once  l i ved :  a  l i s t  o f
tasks  success fu l l y  car r ied  ou t  in  p rev ious  ro les .  
 
Ga in ing  cu t  th rough in  today ’s  no isy  and  compet i t i ve  employment  marke t  requ i res  a
resume tha t :  
         

 

A RESUME 
 CHECKLIST 
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 Does  the  f ron t  page e f fec t i ve ly  ac t  as  a  b io  tha t  h igh l igh ts  your  core  exper t i se  and

s ty le ,  your  s igna tu re  ach ievements  and  your  p ro fess iona l  regard?

 Are  your  con tac t  de ta i l s  eas i l y  found? 

 Does  i t  c lear ly  de ta i l  pos i t ions  he ld ,  p lace  o f  employment ,  loca t ion  and  da tes?

 Is  i t  l a id  ou t  in  an  easy  to  read ,  sequent ia l  and  log ica l  fo rmat?  

 Does  i t  de ta i l  your  educat ion ,  qua l i f i ca t ions  and  any  re levant  t ra in ing  /  p ro fess iona l

deve lopment  p rograms under taken?   

 Does  i t  de ta i l  co re  respons ib i l i t i es  and  ach ievements?

 Does  i t  i nc lude  l inks  to  your  on l ine  p ro f i les  and  /  o r  re levant  por t fo l ios  o f  work  tha t

a re  eas i l y  accessed? 

 I s  i t  v i sua l l y  appea l ing?  

 I s  i t  conc ise  and  ta rge ted  to  your  indus t ry  and  /  o r  adver t i sed  ro le?  

 Can i t  be  eas i l y  s to red ,  shared ,  p r in ted  and re t r ieved?

 Is  i t  g rammat ica l l y  cor rec t  and  f ree  o f  indus t ry  and  or  reg iona l  ja rgon?

 Do you  be l ieve  tha t  i t  w i l l  se t  you  apar t  f rom o ther  app l i can ts?
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Structure and Style 
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A Resume  
Checklist



 Do you have a  p ro fess iona l  p ro f i le  tha t  p rov ides  a  c lear ,  succ inc t  career  p ro f i le  tha t   

accura te ly  cap tures  bo th  your  capab i l i t y  and po ten t ia l?

 Do you be l ieve  i t  pos i t ions  you w i th  s t rength  and marke t  re levance?

 Does your  p ro f i le  a l ign  w i th  the  k ind  o f  work  you  are  seek ing?

 For  each company (and /  o r  d iv is ion)  worked fo r ,  do  you prov ide  a  p ro f i le  about

what  they  do ;  key  cha l lenges  faced upon jo in ing  and what  the  purpose o f  your

pos i t ion  was? 

 I f  you  are  chang ing  geograph ica l  reg ions  or  indus t r ies ,  does  your  resume h igh l igh t

your  t rans ferab le  knowledge,  capab i l i t i es  and a t t r ibu tes  to  a l ign  w i th  cur ren t  marke t

/  bus iness  need? 

 I f  app ly ing  fo r  a  spec i f i c  ro le ,  have you ta i lo red  your  resume to  showcase c r i t i ca l

sk i l l s ,  knowledge and competenc ies  tha t  address  the  pos i t ion  descr ip t ion  o r

adver t i sement?  

 Are  your  s ignature  ach ievements /  accompl ishments  s t ruc tu red  to  address

cha l lenges  faced,  ac t ions  taken and ou tcomes de l i vered?

 Are  these s ignature  ach ievements  a l igned w i th  the  pos i t ion  descr ip t ion  /

adver t i sement  /  perce ived  cur ren t  marke t?  

 Does  your  resume demonst ra te  log ica l  career  p rogress ion  and growth  in

respons ib i l i t i es  and ach ievements?  

 I f  there  i s  a  gap o f  more  than th ree  –  s ix  months ,  does  i t  p rov ide  contex t  /  de ta i l

why? 

 Wi l l  i t  genera te  a  cur ios i ty  to  know more  and s t imu la te  the  type  o f  ques t ions  tha t

you wou ld  want  to  answer  in  an  in te rv iew?

 Are  you proud o f  how your  career  i s  pos i t ioned and presented?
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Content Quality
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On a scale of 1 -10, how would your
rate the quality of your resume?  


