Use this checklist to identify areas of improvement in your own resume. If you receive this feedback from an advisor,
and a box is checked, your resume could use some editing. See Career Services for questions: www.oit.edu/career

General Formatting
Margins
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Education Section

Location: For students, employers expect to see Education at the top of a resume. For degrees where
technical skills or certifications are very important, these can be listed first, followed by Education, or
immediately following Education, as long as they are at the top.

Dates:
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Position description detail: ¢KS& dK2dR 6S @lliiiSy I-4 46=KI-if 1241 2Ke¢ &ll-iSY Syl 9aaSyil-fte] 824
want to describe what you did, how you did it, and what the goal was. Begin with an action verb. For
SEIFY'LIST I 67S30zHIR Y'I-2 @il (K 1-G (KSe dalytiySR 02yail-yi aiigSittl-yee of patrons in the facility
(what) and acted immediately and appropriately (how) to secure safety of patrons in the event of an
emergency (why)t€

Tenses: Make sure all of your job descriptions for experiences you are no longer doing are written in
past tense rather than present tense (so Created rather than Create 52 y2i S §56a SyRiy3 Iy aly3¢
(Greating).

Interests: Employers typically are not interested in personal information like hobbies, unless they are
very unusual (like deep-sea pearl diving 10 [ 824z KIS LISIaRY1 0KISAS Y Syfia (KI-i R2yi il StaSaKSNS
in your resume, and you feel strongly about including them, then absolutely do so.

Optional: Two Experience sections: Consider splitting your experience into Related and Additional
Experience. Related
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