Resume Scoring Tool
54 pts

1. Has the resume followed a Functional format?



2 pts
2. Is the resume pleasing to the eye & make the applicant look good?  
2 pts


3. Does the resume include all seven categories of information?  

7 pts
4. Is the applicant’s name and contact information readily apparent?    
4 pts
5. Resume includes few to no personal pronouns (I or my)?
  

3 pts


6. Is the resume formatted on one page only and/or look as 
if it fits the page(s) (as opposed to appearing crowded or empty)?
4 pts
7. Does this resume have an objective statement?  



2 pts
8. Is there a Highlights or Summary of  Qualification and does it 

show your strength, skills , and experience?




3 pts
9. Has the applicant listed their skills and given a brief description 

on how the skills are used – Professional Accomplishments?

3 pts
10. Does the resume provide a brief Work History: 
Dates, Organization and title, & location?




3 pts







11. Is the Education section listed in reverse chronological order?

2 pts
12. Do the references have contact information? 



2 pts
13. Web address for Functional Resume` example 

is in the footer.








2 pts
14. Is the resume free from typos or other errors? 



5 pts
15. Saved in the Comp. Apps. Folder. 





5pts
16. Saved in the proper drop box on time.





5pts
Total



54pts
