Checklist for Résumé
· I have used a precise action verb after each bullet point of my “Experience” section (no “used” or “did” or “made”)
· I have put past experiences in the preterit and current ones in the simple present.
· I have given metrics where possible.
· I have followed the English convention for writing my name (Jean Dujardin).
· I have written out any acronyms.
· I have made explicit all the tasks that illustrate a skill (no jargon!).
· I have converted my diplomas (US)/qualifications (UK) into their US or UK equivalent.
· I have specified my expected graduation date and GPA (US)/degree classification (UK)[endnoteRef:1]. [1:  https://www.imperial.ac.uk/students/success-guide/ug/assessments-and-feedback/improving-through-feedback/understanding-grades/] 

· I have incorporated key words from my job description in the experience or skills section.
· I have saved my résumé in the pdf format.
· [bookmark: _GoBack]I have used the position title in my file name.
