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Section		 Criteria		 Comments	
Profile	&	About	 • Professional	headshot	

• Complete	profile		
• Warm	and	welcoming	summary	

section	

	

Work	Experience	 • Listed	in	either	chronological	or	
functional	order		

• Dates	and	job	title	listed	for	
each	experience		

• Short	description	of	
responsibilities/experience	for	
each	job	

	

Volunteer	
Experience	

• Listed	in	either	chronological	or	
functional	order		

• Dates	and	title	listed	for	each	
experience		

• Short	description	of	
responsibilities	of	each	
experience	

	

Education	 • Listed	in	chronological	order	
• Field	of	study/major	included	

	

Skills	&	
Accomplishments		

• List	of	skills	and	
accomplishments	

	

Overall	Impression	 • Organization	of	each	section	
• Consistency	of	title,	spacing,	

dates,	and	lists	
• Current	work/volunteer	title	

listed	under	name	

	

	


