A RESUME
CHECKLIST

Great resumes tell your story, position you forward and highlight both your capability
and your potential.

Yet all too often they read like an obituary merely recounting a life once lived: a list of
tasks successfully carried out in previous roles.

Gaining cut through in today’s noisy and competitive employment market requires a
resume that:

o Offers insight not only into what you've done, but also how you've done it; the
value it has delivered; and what is unique about who YOU are

e Links past results with future demand

e Is relevant and relatable to your local market, industry and region

e Demonstrates your growth capability, learning potential and resilience

e Showcases your ability to influence, lead and grow potential, performance and
profits

e Generates curiosity to want to know more about you, your knowledge and
experience

e Demonstrates transferability and engenders confidence
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A Resume

— Checklist

Structure and Style

1. Does the front page effectively act as a bio that highlights your core expertise and
style, your signature achievements and your professional regard?
2. Are your contact details easily found?

. Does it clearly detail positions held, place of employment, location and dates?
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. Is it laid out in an easy to read, sequential and logical format?

5. Does it detail your education, qualifications and any relevant training / professional
development programs undertaken?

6. Does it detail core responsibilities and achievements?

7. Does it include links to your online profiles and / or relevant portfolios of work that
are easily accessed?

8. Is it visually appealing?

9. Is it concise and targeted to your industry and / or advertised role?

10. Can it be easily stored, shared, printed and retrieved?

11.1s it grammatically correct and free of industry and or regional jargon?

12. Do you believe that it will set you apart from other applicants?
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= On a scale of 1-10, how would your
N rate the quality of your resume?

Content Quality

1. Do you have a professional profile that provides a clear, succinct career profile that

accurately captures both your capability and potential?

2. Do you believe it positions you with strength and market relevance?

3. Does your profile align with the kind of work you are seeking?

4. For each company (and / or division) worked for, do you provide a profile about
what they do; key challenges faced upon joining and what the purpose of your
position was?

. If you are changing geographical regions or industries, does your resume highlight
your transferable knowledge, capabilities and attributes to align with current market
| business need?

. If applying for a specific role, have you tailored your resume to showcase critical
skills, knowledge and competencies that address the position description or
advertisement?

. Are your signature achievements/ accomplishments structured to address
challenges faced, actions taken and outcomes delivered?

. Are these signature achievements aligned with the position description /
advertisement / perceived current market?

9. Does your resume demonstrate logical career progression and growth in

responsibilities and achievements?

10. If there is a gap of more than three — six months, does it provide context / detail

why?

11. Will it generate a curiosity to know more and stimulate the type of questions that

you would want to answer in an interview?

12. Are you proud of how your career is positioned and presented?
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