O HARVARD
GRADUATE SCHOOL oF EDUCATION
Wirking s the Nevus of Practice, Policy, & Research
Career Services Office

Resume Critique Worksheet

Role: Reviewed by:
0 Career Services Staff
Industry: 0 Personal Connection
0 Sector Decision Maker
Key Words Headings
Knowledge: o Specific
0 Guides the reader
Skills: O Stands out with bolding or caps
Qualifications:
Layout Relevance of Information

0 Reverse Chronological
O Hybrid

O Functional

O International

O Federal Government

0 Use of appropriate coursework

0 Language applies to role/sector

0 Most relevant information is at the
top

0O Appropriate length for sector

Bullets

0 Action verbs

o Concise

o0 Accomplishments
0 Scope of Work

Basics

0 No spelling errors

o No grammar errors

O Contact information is appropriate
O White space is appropriate

Action Steps:

www.cso.gse.harvard.edu/resumes-profiles

Resources:




Resume Process

Keywords found = no

BLACK HOLE

Keywords found = yes

Human Resource Scan Your interest in the position cannot be identified

Your interest in the position is clearly shown

Decision Maker Review Does not show scope of work or acheivement———

Does show scope and achievement

Called for
an
Interview!
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