Resume Peer Editing Instructions

· Does Summary answer the following questions:
What job are you applying for?
Other than money, why are you looking for work?
What skills do you want to use or develop?
What is your long term career goal?

· Does each point make sense?

· Is more information needed such as specific examples?

· At least 5 bullet points in “Skills” section

· “Relevant course work” or “Courses of interest” in education section

· Spelling errors (ex. interests, qualifications, references, etc.)

· Capitals on names, job titles, business/school names, city, street, course names

· Capitals at beginning of each bullet point

· No periods at the end of bullet points

· BC or B.C.

· Proper format for writing postal codes and phone numbers

· Three references at bottom

· Headings are consistently formatted and spaced

· Name at top is large and bold

· Use of tab key to create white space and to line up information

· Verb tense consistent within sections (past tense if past job, present tense for “skills/highlights” section and current experience)

· Spacing around dashes, commas, colons

· Use bullet points, not dashes

· Add creative elements

Peer edit – write comments in the margin and check off points listed above.  Sign your name below  REFERENCES.
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