
            

 

Contact Info and General Resume Appearance:  

 Is your contact information at top of page and up-to-date? 
 

 Do you use an appropriate font size, type and margin space?  Is the font size and type 

consistent?  Do not use graphics, symbols, or embellishments.  11-12-point font is 

recommended with Ariel, Verdana, Calibri or Times New Roman font. 
 

 Is grammar and spelling correct throughout the document? 
 

 Omit “references available on request” on the resume. 

 

 Do not include your photo. 

 

 Is your resume one-page?  If not, can you edit or re-format to one page and not lose 

substantive information. 

Professional Summary: 

 Do you include a professional summary or career objective? 
 

 Does the summary statement or objective statement merge your unique skill set with 

the position requirements?     

 

 Is there evidence of your professional experience or interest in the internship or job 

opportunity? 

 

Education: 

 Are education components listed under Northern Virginia Community College with your 

actual or expected graduation date and correct degree format (i. e., December 2018, 

Associate of Applied Science in Nursing not Associate of Nursing). 

Professional and/or Work Experience: 

 Is your work experience listed in reverse chronological order?  Use the heading 

“Professional Experience” for work directly related to the profession. 
 

 If you are currently working, is this position listed?  Is the present verb tense used to 

describe your silks and activities (i.e., Coordinate, Supervise, Direct)?   
 

RESUME REVIEW CHECKLIST 
 

 

Finalized your resume yet?  Check here first! 



 For prior work experience, are past tense verbs used (i.e., Coordinated, Supervised, 
Directed?  Is the verb tense consistent throughout the resume)? 

 

 Is work experience unrelated to the job opportunity or your selected career path 

included as “Work Experience” or “Additional Work Experience” and listed in reverse 

chronological order?  Are the skills “transferrable” to the work setting (i.e., customer 

care/service, leadership skills, management, technological competence)? 
 

 If you do not have significant job-related or other work experience, were relevant 
activities and duties included in a volunteer, clinical or externship experience?  If so, 
include this and described it professionally. 
 

 If applicable, do you include relevant software or technical experience and/or 

certifications? 
 

 Are gaps in employment replaced with transferrable or other sough-after skills (e.g., 

organization, communication skills, event planning and coordination)? 

Additional Activities/Awards/Accomplishments: 

 Do you list affiliations and volunteer experience with community or professional 

organizations at the end of the resume in reverse chronological order? 

Other Job Search Recommendations:  

 Join College Central Network.  www.CollegeCentral.com/NOVA 

 Create a LinkedIn account.  Connect with employers in your field, classmates, faculty 

members, internship site contacts, and professional associations. 

 Follow companies/employers you are interested in on Twitter. 

 Like NOVA Career Services or other sources of employment information on Facebook. 

 

http://www.collegecentral.com/NOVA

