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Resume Critique Worksheet

	
	Yes
	No
	Comments

	Appearance/Style
Is the resume visually appealing? 
	
	
	

	Completeness/Length
One page?
	
	
	

	Content/Layout
Does the resume contain all the relevant information? Is the formatting consistent? Is it easy to scan in 10-20 seconds?
	
	
	

	Focus/Tailoring
Is the resume sharply focused to the job description? 
	
	
	

	Perspective
Does the resume have what it takes to get noticed by employers? 
	
	
	

	Professionalism/Integrity
Is the resume free of errors? 
	
	
	

	Use of Accomplishments
Have they identified one or more accomplishments for each experience? 
	
	
	

	Use of Keywords/Action Verbs
Have they used keywords and action verbs appropriately? 
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Cover Letter Critique Worksheet

	
	Yes
	No
	Comments

	Appearance/Style
Is the cover letter in the traditional business letter format? Is it addressed to a specific person? Did the applicant sign the letter?  
	
	
	

	Completeness/Length
One page? Does it provide the reader with a strong example of the applicant’s writing style?
	
	
	

	Content
Did they state why they are applying to this organization and/or this position? Does it go beyond and/or add value to their resume? Does it reflect the applicant’s personality and fit with the organization?
	
	
	

	Focus/Tailoring
Is the cover letter sharply focused to the job description? 
	
	
	

	Perspective
Does the cover letter have what it takes to get noticed by employers? Does it catch the reader’s attention and keep them interested?
	
	
	

	Professionalism/Integrity
Is the resume free of errors? 
	
	
	

	Use of Accomplishments
Have they identified skills/experiences, specific accomplishments and results that are relevant to the job?
	
	
	



