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Resume Criteria
	LOOK  (Layout)
	Tick

	
	

	2-3 pages in length (unless special circumstances e.g. extensive, relevant work experience)
	

	Font size approximately equals Arial 11 or TNR 12 or Calibri 12
	

	Headings stand out e.g. uses bold font, underline or capitals
	

	Uses appropriate headings to identify sections
	

	Allows enough white space, so page didn’t look too cluttered.                             Avoids too much white space as well.
	

	Uses bullet points or similar to list information in sections
	

	Individual bullet points are no more than 3-4 lines long
	

	Each page has the person’s name on it 
	

	Each page is numbered (except Page 1) in a header or footer e.g. 1 of 3 
	

	No additional graphics, pictures, excess colour etc. (unless resume is for Graphic design , Applied Theatre or related field)
	

	No errors in setting out (e.g. columns are aligned, dates are on the same side throughout) - Whole document must be consistent. 
	

	Can be skimmed in 30 seconds to get a good overview & can be read fully in 1-3 minutes
	

	
	

	CONTENT
	

	
	

	No spelling mistakes or obvious grammar mistakes 
	

	Personal details: name, address, email, phone number, LinkedIn URL
(Unnecessary information is: date of birth, marital status, religion, driver’s licence etc) 
*Visa status & country of origin (OS) acceptable, as required
	

	Career Objective or Professional Summary   (optional but recommended)
	

	Tertiary Education, other Education and/or Qualifications (including relevant additional training courses and any majors completed)
	

	Employment History (e.g. work history) 
	

	Professional experience – related to field of study, including university work integrated learning,  practicums, work experience placements, internships
	

	Referees (relevant and 2-3 in number) name, position, organisation, contact details – phone and/or email
	

	Additional relevant sections may be included e.g. 
· Extra-curricular activities (inside university)

· Community activities or volunteering

· Key skills (or Professional skills or Skills profile)
· Awards / achievements

· Professional memberships

· International experience
· Languages
	


Resume Criteria (cont.)
	TAILORING
	Tick

	
	

	First page of resume highlights the most relevant information for a professional role e.g. tertiary education, experience or work related to the degree, relevant professional skills or work history
	

	Qualifications and experiences are listed in reverse chronological order  (*relevancy over recency e.g. casual job not put before experience or work that relates to degree)
	

	Provides detail about the degree (not only name of degree, university, expected completion date) but also highlights achievements and relevance – e.g. showing GPA, key courses, key projects, key skills or academic achievements
	

	Any practicum, placement, work experience related to degree includes detail e.g. highlighting skills, knowledge and experiences  
	

	Each major job held includes responsibilities, duties, skills or achievements 
	

	Statements of skills or attributes begin with either a verb or ‘action word’ e.g. provided high quality customer service OR an adjective e.g. effective written communication skills
	

	Sections specifically outlining professional skills and attributes, relate to degree program / field (or are transferable skills e.g. team work)
	

	If a career objective or professional summary is included – it is obviously written for a specific field / discipline or professional position relating to degree program
	

	There is a logical flow and suitable ordering of the information, and information is not repeated unnecessarily
	

	Key words and phrases are included e.g. from the job ad and/or the employer’s website.
	

	Optional Comments


	


