
Résumé Critique Checklist 
	CRITERIA EVALUATED
	MET CRITERIA (Y/N)

	HEADING
	

	1. Does your heading stand out, with first and last name capitalized and bold?
	

	2. Does your contact information look professional with correct grammar, proper formatting, and an appropriate email address?
	

	3. Are category headings bold, capitalized, and easy to identify?
	

	OBJECTIVE or SUMMARY (OPTIONAL CATEGORY)
	

	4. If you include an OBJECTIVE, does it show a specific position and field?
If you include a SUMMARY, does it show demonstrated experience in the field?
	

	EDUCATION
	

	5. Does this category correctly list your degrees and major (e.g. Bachelor of Arts in Economics), expected graduation date (Month Year), and official school name (California State University San Marcos)?
	

	6. If you included relevant coursework, do your courses include the course titles only?  
	

	EXPERIENCE
	

	7. Do the job/internship positions include the position title (bolded), employer’s name, city and state, and dates worked?
	

	8. Do your job responsibilities demonstrate your relevant accomplishments and start with action verbs?  
	

	ACTIVITIES/LEADERSHIP/VOLUNTEER EXPERIENCE/SKILLS
	

	9. Have you included relevant post-high school activities, leadership, and volunteer experience?  
	

	10. Are your listed skills specific (e.g. Bilingual in English and Spanish) rather than general (e.g. Good Communication Skills)?
	

	FORMATTING and GRAMMAR
	

	11. Is your formatting consistent in use of font type and size, margins, capitalization, punctuation, and abbreviations (e.g. February 20XX, NOT 2/23/XX) and does it convey the professional image you wish to communicate?
	

	12. Have you used only black font color?
	

	13. Is your résumé free of grammar, punctuation and spelling errors?  It should not include complete sentences or pronouns (e.g. I, my, me, their, our).
	

	14. Is your résumé limited to one page (unless you have several years of relevant prior work experience)?
	

	15. Are your education and job experiences listed in reverse chronological order, with current and most recent experience listed first?
	

	16. Have you omitted any mention of references on the résumé?  
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Cover Letter Critique Checklist
	CRITERIA EVALUATED
	MET CRITERIA (Y/N)

	FORMATTING AND GRAMMAR
	

	1. Does your cover letter follow standard business format (heading, salutation, signature block, etc.)?
	

	2. Is your letter free of grammar, punctuation and spelling errors?
	

	3. Is your writing concise, persuasive, and professional?
	

	CONTENT
	

	4. Is your letter addressed to a specific individual?
	

	5. Does the opening paragraph gain attention and identify the position?
	

	6. Does your letter include the hiring manager’s name, or title?
	

	7. Does the body of your letter identify skills, education, and experiences relevant to the specific position?
	

	8. Does the last paragraph reiterate interest and ask for an interview?
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