	Once completed, please send this checklist to:          sales@redstarresume.com                                                                                  Quote your order number in the subject

You will receive your completed order within 2-4 business days


In order for you to have the best possible resume it is vital to include as much information as possible from this checklist. Take your time when answering the questions. Remember - a resume should be a marketing document, a compelling reason to interview you. 
Before you start you’ll need to have a think about the positions you’ll be applying for and the skills and strengths you can present to your future employer. Tailor your communication around that. Throughout this checklist keep all of your achievements and responsibilities that relate to the role in mind. Not all the information you provide will end up appearing on your resume, but it will give our resume writers a greater insight into your background, and this will help us prepare the best resume for you. 
Even if you feel that certain awards or achievements are not relevant, let us decide that for you.  Include all of the jobs you have done and skills you have acquired that will put you ahead of other candidates. Don’t be shy in providing information. The more you provide the better our resume team can help you.

Good Luck!

Part A: Personal Information

	Your Full Name
	 

	Phone Number
	 

	Email
	 


Additional Personal Information (migrant applicants only)
	What country are you migrating from / to?
	 

	Current Visa 

or Residency Status
	 


Part B: Work Experience
	Name of Company / location
	 

	Time period of employment
(month/year - month/year) 
	 

	Your Job Title / Position Held
	 

	Description of duties 
	


List as many duties/ responsibilities that you feel show your talent in that particular role. Remember, responsibilities are duties and activities you were accountable for.
Achievements 

	
	 


Achievements are activities that have had a measurable or implied benefit to the business. 

Give examples of work which you did which exceeded your standard daily requirements. Examples include: improvements made to business operations (cost savings or an increase in revenue), staff awards, special praise, successful projects, sales goals / targets that you successfully achieved. Make sure your achievements include statements backed up by evidence.
Work Experience cont: Please repeat for all your previous work experience
	Name of Company / location
	 

	Time period of employment
(month/year - month/year) 
	 

	Your Job Title / Position Held
	 

	Description of duties 
	


Achievements 

	
	 


	Name of Company / location
	 

	Time period of employment
(month/year - month/year) 
	 

	Your Job Title / Position Held
	 

	Description of duties 
	


Achievements 

	
	 


	Name of Company / location
	 

	Time period of employment
(month/year - month/year) 
	 

	Your Job Title / Position Held
	 

	Description of duties 
	


Achievements 

	
	 


Part C: Education - College or University
	Name of College / University
	

	City, State, Country
	

	Dates Attended
	

	Graduation Date 
(or expected date)
	

	Degree Earned
	

	Major
	

	Minor
	

	Honors / Awards / Memberships / Mark / Rank
	

	Did you take any classes that were relevant to the job you are applying for? If so, please include a description of the class and any skills you acquired
	


If you don’t have any work experience, this question is particularly important. Please be as detailed as possible. *NOTE* If you earned multiple degrees or have more education to add, please repeat.

Part D: Key Competencies & Skills
	Skills
	


List any skills you may have gained from your experiences at work or school. Examples include: computer skills (word, excel), software skills: (WordPerfect, Adobe PageMaker, PhotoShop, Acrobat), language skills, design skills, customer service, marketing/sales/ promotions, management/ training

	Awards / Recognitions / Activities
	


Examples include: Leadership Awards, Certificates of Achievement, President / Secretary of a club, Captain / Manager, Volunteer work, Dean’s List. Please include any associated dates.

	Memberships & Associations 


	 


Examples can include: volunteer experience, campus associations (student government, clubs, sororities/fraternities, sport affiliations), etc.
When filling out your checklist, remember this one major question: “Why should a company hire you for the position over someone else?” Every individual is different and brings different skills and attributes to the table. Please use this space to include any further information that highlights any additional skills you are able to offer:

	 
	 


