



Resume

Transition Fair

Category_____________________________________               Student _________________________

Teacher ______________________________________              School __________________________
Score is “0” if job referenced is not on the job description list.
Score is “0” if there is obvious duplication of resume content.
	Criteria
	1
	2
	3
	4
	Score

	Appearance
Its appearance says, “I’m proud of who I am and what I’ve done.”

Template 1 – Cherry Student 

Template 2 – 

Shawana Udey

Template 3 – 

Leslie Ann Smith


	· No name

· Address and phone # omitted

· Text not aligned, randomly arranged on page

· Paper has folds and creases 

· Paper is not a light color
	· Name incomplete

· Address or phone # omitted 

· Attempts to align text

· Paper has creases

· Paper is a light color


	· Name is complete and in bold print

· Complete address & phone numbe
· All dates are in same format (i.e. 9/27/08 vs. September ’08)

· All text is aligned

· Paper is smooth 

· Paper is white or off-white
	· Name is complete – in bold print and one font size larger

· Complete address & phone number
· All dates are in same format (i.e. 9/27/08 vs. September ’08)
· All text is aligned 

· Paper is smooth   

· Paper is white or off-white
	

	Format

Follows basic resume format:

Heading,

Objective,

Education,
Related Coursework (if relevant)
Work or Volunteer Experience,

Skills or Abilities or
Activities or Awards
May  use a combination  designed to enhance the students’ assets (i.e., Skills and Activities or Skills and Awards

	Complies with 50% or less of the requirements for a resume (2 out of 5 or less).

· No organization is apparent.  The resume is difficult to read and does not contain section headings.

· No employment objective given.
· No indication of position or career

· No personal contact information is included
· Education Section includes: institution is listed without a location. Anticipated graduation date is not listed. GPA, if given, is below 3.0.
· Font is large and wide 

· Different fonts inconsistently used throughout the resume

 
	Complies with several of the requirements of a resume (3 out of 5).

· The resume is typed, contains headings but some may be hard to follow; does not cause the reader’s eye to flow down the page easily 
· The employment objective is vague
· Position applying for is unclear

· Inconsistent use of  sizing of headings and body

· Some personal contact information included

· Education Section includes: institution with its location, anticipated graduation date is not listed. GPA may be listed even if below 3.0; unrelated coursework may be listed.
· Font is too large
· 3 or  more fonts used


	Complies with most of the requirements for a resume (4 out of 5). 

· The resume is typed, well organized and moves the reader’s eye easily down the page.  Each section has a clear heading.

· Contains an objective that identifies the employment goal.
· Indicates career choice/position
·  Uses a required font (Times and/or Arial)
· Font is small and compact
· No more than 2 font sizes used
· Personal contact information included
· Education
 Section includes: institution, location (city, state & zip code; no abbreviations), and anticipated graduation date, GPA if over 3.0 and any coursework related to desired job.

	Complies with all requirements for a resume (5 out of 5).

· The resume is typed, well organized and moves the reader’s eye easily down the page.  Each section has a clear heading
· Contains an objective that identifies the employment goal

· Indicates career choice/position

· Heading is one font size larger than body of resume

· Personal contact information included
· Education Section includes: institution, location (city, state & zip code; no abbreviations), and anticipated graduation date, GPA if over 3.0 and any relevant coursework; any coursework related to desired job.

· Uses a required font (Times and/or Arial)
· Font is small and compact

· No more than 2 font sizes used

	

	Work Experience  OR Experience  (Paid or Unpaid; Volunteer, school jobs, home or relative jobs, or Competitive)
Used key words and phrases instead of complete sentences

	· No list of work experience, or partial list is attempted 

· No job duties listed


	· Makes a list of work experience, but out of order  

· One job duty included.


	· Makes a list of work experience with most recent listed first (dates & locations)

· A list of job duties is included.


	· Makes a list of work experience with most recent listed first (dates & locations)

· A detailed or  expanded list of job duties is included.

	

	Skills
Accomplishments are highlighted.  Not just a list of duties, but a record of achievement.

Interests & activities that demonstrate job-related skills (leadership, organization, etc.)

Special abilities, such as computer skills or knowledge of a foreign language

Poor:  Supervised staff at a store.

Strong action words with results:  Supervised 6 staff members at a retail clothing store.


	 None of the skills listed are related to the job sought.
	Some (more are unrelated) of the listed skills are related to the job sought

· One skill is listed 

· No action statements are included
	Majority of the listed skills (includes soft skills) are related to the job sought

· Contains a list of 2-3 of student’s skills/abilities

· Contains a one line action statement highlighting the skill and what was accomplished
· Action verbs are used to describe ALL skills (ex. supervised, organized, planned, developed, created)
	All of the listed strengths,  accomplishments, skills (includes soft skills) are related to the job sought

· Contains a very thorough list (4+) of student’s skills/abilities/ accomplishments

· Contains a one line action statement highlighting  the skill and what was accomplished
· Action verbs are used to describe ALL skills (shared results/outcome).
	

	Honors/Activities/ Awards/ Achievements

Spell out names

No abbreviations unless following fully spelled activity i.e., Future Business Leaders of America (FBLA)
	This section is missing key information such as leaderships positions held or dates of involvement.

· Activities are listed but are out of order

· No description of honor/activity

· No dates of involvement are listed
	This section includes most necessary information and is easy to follow with some rough spots.

· Activities and honors are listed 
· No description of honor/activity

· Some dates of involvement are listed
	This section is well organized and is easy to understand

· Activities and honors are listed with most recent first

· Minimal description of honor/activity
· Student’s role in the event is listed

· Dates of involvement are listed
	This section is well organized and is easy to understand.

· Activities and honors are listed with most recent first

· Specific description of honor/activity
· Student’s role in the event is listed
· Dates of involvement are listed


	

	Punctuation/

Grammar/

Spelling

Eliminate the pronoun “I”
	Writer makes  5-6 errors in grammar, punctuation, capitalization 

and/OR  spelling 

· Use of pronoun “I” throughout
	· Writer makes 3-4 errors in grammar, punctuation, capitalization and/OR spelling
· 1-2 uses of the pronoun “I”


	Writer makes 1-2 errors in grammar, punctuation, capitalization and/ OR spelling 
· No use of the pronoun “I”
	Writer makes no errors in grammar, punctuation, capitalization or spelling  @100%
· No use of the pronoun “I”
	

	
	
	
	
	
	Total



