CAREER ACTION 6-6
Final Print Resume 

Directions: Use a word processor to prepare your final print resume. (If you hire an expert to prepare your resume, be sure to request an electronic copy so you have the file for future revisions or updates.)

Use the chart below as a guide for evaluating and revising your resume. For each category that contains a question that you answered “No,” revise your resume content according to the guidelines in the chapter. Proofread and edit the content until the resume is perfect. Make sure your print resume is scannable, and avoid formatting that does not scan clearly. File your resume in your Career Management Files and in your Career Portfolio.

If you want more ideas for your resume, browse the links on the Your Career: How to Make It Happen web site. Also, check with your school’s career services center, which is typically an excellent resource for developing a resume.

	Section
	Yes
	No

	Objective or Profile

My Objective or Profile statement includes the job title and/or the required abilities specified by the employer.
	
	

	Qualifications

My Qualifications contain keywords that reinforce requirements for the job.
	
	

	My Qualifications are relevant to my stated job objective.
	
	

	I have included all of my major strengths.
	
	

	Education

If my education supports my job objective better than my work experience does, I have placed the Education section first (or vice versa).
	
	

	I have emphasized courses, internships, degrees, certificates, and so forth, that best support my objective.
	
	

	I have included my overall or major/minor GPA if it is impressive; otherwise, I have left it out. 
	
	

	Work Experience

For each job listing, I have included the employer’s name and address (city and state), my job title, and dates of employment.
	
	

	In each job listing, I have described my responsibilities and stated specific accomplishments.
	
	

	In my job descriptions, I have used power words and keyword nouns to support my job objective.
	
	

	If my work experience is limited, I have included relevant paid and nonpaid internships and volunteer or other pertinent activities.
	
	

	Section
	Yes
	No

	Related Activities

I have included my involvement in professional and other organizations that support my job objective.
	
	

	I have included relevant awards, achievements, and offices held.
	
	

	Overall Content and Appearance

I have included all relevant information and targeted the resume content to the specific job objective.
	
	

	I have made sure the length of the resume is appropriate for my level of experience. 
	
	

	I have organized the content logically and presented it in order of importance to my job objective.
	
	

	My resume content is truthful and correct (free from all grammar, spelling, and punctuation errors).
	
	

	My resume is visually appealing and easy to read.
	
	

	I have used appropriate fonts, white space, and acceptable enhancements (boldface, bullets, indents).
	
	

	I have avoided graphic enhancements, columns, and decorative fonts.
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