Resume Grading Criteria

1. Content and Structure

Clarity and Readability: Evaluate the resume's overall coherence and readability. Look
for clear organization and a logical flow of information.

Relevance: Assess the relevance of the candidate's experiences, skills, and
achievements to the job description and requirements.

Conciseness: Assess whether the candidate has effectively summarized their
experience without unnecessary verbosity or irrelevant details.

Consistency: Check for consistency in formatting, font, and style throughout the resume.

2. Professional Summary

Career Objectives: Evaluate the candidate's alignment with the company's goals and
vision.

Relevant Skills: Assess the inclusion of specific skills pertinent to the job position.
Accomplishments: Look for quantifiable achievements that highlight the candidate's
potential contributions.

3. Work Experience

Relevance: Assess the extent to which the candidate's previous roles align with the
requirements of the job.

Achievements: Evaluate the candidate's accomplishments in previous roles,
emphasizing tangible results and impacts.

Responsibilities: Determine if the candidate effectively communicates their job
responsibilities and duties.

4. Education and Certifications

Relevance: Evaluate how the candidate's educational background aligns with the
position's requirements.

Prestige of Institution: Consider the reputation of the candidate's alma mater or the
institution granting their certifications.

Relevant Courses or Training: Assess the inclusion of courses or certifications directly
related to the role.

5. Skills and Competencies

Key Skills: Evaluate the presence of relevant skills essential for the job.

Level of Proficiency: Assess the candidate's proficiency in each skill, particularly those
highlighted as critical for the role.

Additional Skills: Consider any supplementary skills that could be advantageous in the
position.

6. Additional Sections



Volunteer Work/Extracurricular Activities: Assess the candidate's involvement in
community service and extracurricular activities, reflecting their commitment and
leadership abilities.

Publications/Accomplishments: Consider any notable publications or significant
achievements outside of work that demonstrate the candidate's expertise and
dedication.

7. Format and Design

Aesthetics: Assess the overall visual appeal and professional presentation of the
resume.

Consistency: Look for consistency in formatting, font, and use of white space.
Readability: Evaluate the ease with which one can skim through the document and
grasp the key points.

Content Relevance and Clarity:
- Relevance to the job description
- Clarity of information and presentation

Professional Experience and Achievements:
- Demonstrated accomplishments and impact in previous roles
- Years of relevant experience

Educational Background and Qualifications:
- Relevance of education to the position
- Additional certifications or training

Skills and Competencies:
- Relevance of skills to the job requirements
- Proficiency level in each skill

Overall Presentation and Formatting:
- Aesthetics and visual appeal
- Clarity of layout and organization



