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Critique Your Own Résumé 
Dear Job Seeker,

As one of the top industry leaders in the resume writing and career management field, I have created Standardized Resume Critique Forms for Professional Resume Writers to critique their clients’ existing resumes. I am now making this Resume Critique available to you to critique your own resume so you can determine if it is the best it can be before sending it to prospective employers or posting it on job boards for everyone to see.

There is so much involved with developing an interview-generating resume that the general public has absolutely no knowledge of. In fact, did you know that a full 98% of the general public prepares their résumé incorrectly?

That’s because they do not: 

(1)  target their résumé precisely to the position they seek by matching their qualifications with the position requirements (instead they prepare a “laundry list” of their employment background); 

(2)  incorporate all of the relative résumé keywords within their résumés that are applicable to the position sought (so their résumé is screened in—not out); 

(3)  highlight their achievements correctly, that is, make all résumé bullets into CAR (Challenge-Action-Result) statements that showcase the applicant’s benefits to prospective employers; and 

(4)  invite the reader in to want to read the résumé (based on format, design, content, and readability).

These and many other areas are critical to demonstrate to prospective employers how suitable of a candidate you are for their firm. This critique focuses on many critical areas to help you make your résumé the best it can be in order to capitalize on your interview odds and future salary potential. 

The purpose of this Critique is to evaluate your own Résumé and Cover Letter to determine if you have done everything possible to target your resume correctly, showcase your competitive edge, and demonstrate how your qualifications are a perfect fit for prospective employers. By identifying areas you did not handle effectively, you will learn where you can make improvements in order to gain more interviews with your résumé in order to advance your career quickly.  

If you need help in any of the areas noted, just give me a call or view the options at the end of this document.

Much success in your career endeavors!

Warm Regards,
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Evelyn Salvador, NCRW, JCTC

Certified Resume Writer and Career Coach

Personal Branding Strategist and Marketer

Published Author / Convention Speaker

CareerImageBuilders.com

Division of CreativeImageBuilders.com

Successful Résumé Components: 

HOW DOES YOUR RÉSUMÉ FARE?

1. Overall Targeted Résumé and Cover Letter Strategy

A building is only as good as the foundation on which it sits. Similarly, résumé strategy is key in developing your résumé to ensure it is a success. The correct résumé format should be used, your overall résumé should precisely target the position for which you seek, any “red flags” must be skillfully handled, and it should portray how you can help prospective employers reach their goals. Here’s how your résumé strategy fared:

	CRITERIA CHECKLIST
	Poor
	Fair
	Excel.

	Résumé targets prospective employers’ needs with matching qualifications; demonstrates fit between your qualifications and their needs.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Most important (targeted) information is contained in the top one-third of résumé.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Identifies and correctly targets your key transferable skills (skills used in one profession or position than can be transferred over to use in another).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Correct use of résumé format (Chronological, Functional, Combination, CV) for your situation.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	No employment gaps evident or skillfully handled.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Work history does not go back further than 10 or, max, 15 years (if relative experience cannot be shown in the past 10 years).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Employment related to your targeted profession documented under “Professional Experience.” Earlier, unrelated experience is listed under “Earlier Career Development,” “Additional Experience,” or “Other Employment” at the end of your résumé.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Omits or tactfully handles any “red flags”; turns them into assets wherever possible.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Placement of job years to best advantage (before job title if there are no employment gaps; tucked at end of employment line if gaps are evident).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Plays up strengths and minimizes weaknesses.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Unrelated jobs include targeted job functions wherever possible. (Example: Someone applying for a railroad conductor might include customer service and money handling functions in an unrelated position.)
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Activities, hobbies, professional affiliations, and/or special interests included when relative, omitted when not.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Promotions are handled well and demonstrate progressive experience in your field.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Incorporates relevant information and omits irrelevant information.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Meets current résumé-writing standards.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	OVERALL RATING BASED ON CRITERIA
	# Excellent:      

	Additional comments:      


	(For help in this area, Résumé Strategizing and Personal Assessment are addressed in 
STEP #2 of Step-By-Step Résumés: Build an Outstanding Résumé in 10 Easy Steps.*)


2. Your Cover Letter

Your Cover Letter, if written well in marketing-savvy language, will attract your audience to want to read your résumé and can even invite prospective employers to want to call you in for an interview based on your cover letter’s content by itself. Here’s how your Cover Letter fared:
	CRITERIA CHECKLIST
	Poor
	Fair
	Excel.

	Cover Letter explains why you can be an asset to the prospective employer’s firm.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Entices reader to want to read your résumé or call you in for an interview.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Portrays how you can help prospective employers reach their goals.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Provides a human touch for the person behind the piece of paper.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Is a good length, kept within one page.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	First paragraph entices reader with benefit-driven sentences and includes position sought and where heard of.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Middle paragraphs summarize your major achievements in brief statements, substantiate how you can be an asset to their firm, and sells you as a qualified candidate based on  your experience, education, skills, and qualifications.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Last paragraph states your call to action and thanks reader.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Additional compelling information of why this position is important to you is also included.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	OVERALL RATING BASED ON CRITERIA
	# Excellent:      

	Additional comments:      


	(For help in this area, Cover Letters are addressed in STEP #7 of the Step-By-Step Résumés book.*)


3. Professional Summary Section

A Professional Summary is an encapsulated first paragraph of your résumé that states what you have to offer in one comprehensive, but concise, paragraph. When written correctly, it invites the reader to want to read the rest of your résumé, matches your qualifications with their requirements, demonstrates you are a good fit for the position you seek, and does not require a “Career Objective” statement. Here’s how your Professional Summary fared:

	CRITERIA CHECKLIST
	Poor
	Fair
	Excel.

	Targeted job position included in first sentence of “Professional Summary.”
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Profile is well constructed and summarizes your expertise in a nutshell.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Primary targeted skills, attributes, and qualifications are included. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Contains heavy-hitting, marketing-savvy, and impactful statements. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Good use of varied sentence types that entice reader to want to read the rest of your résumé.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	OVERALL RATING BASED ON CRITERIA
	# Excellent:      

	Additional comments:      


	(For help in this area, Professional Summaries are addressed in STEP #5 of the Step-By-Step Résumés book.*)


4. Résumé Keywords (Areas of Expertise Section) 

Many firms scan in résumés to search for all relative keywords that match the targeted position opening to see if you are a qualified candidate. If your résumé does not include all relative keywords, it may not be read or even seen by a human. Think of all the “Areas of Expertise” with which you are familiar and be sure to add that section to your résumé right under the “Professional Summary” section in list form. Résumé keywords should also be infused within your Cover Letter and employment bullets. Here’s how your Résumé Keywords fared:
	CRITERIA CHECKLIST
	Poor
	Fair
	Excel.

	Customized “Areas of Expertise” section is included and lists all applicable keywords.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Many important industry-specific keywords for your profession are infused within your résumé.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Primary personal attributes are included within “Professional Summary” and/or Cover Letter.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Targeted and transferable skills are also included.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	All technical skills / computer proficiencies pertinent to position are identified and included.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	OVERALL RATING BASED ON CRITERIA
	# Excellent:      

	Additional comments:      


	(For help in this area, Résumé Keywords are addressed in STEP #1 of the Step-By-Step Résumés book.*)


5. Professional Experience Section: Job Responsibility & Achievement Bullets

Most job seekers who prepare their own résumés just list their job functions under each employer. That’s what job descriptions are for. Your résumé, on the other hand, must showcase how well you accomplished these job functions in order to demonstrate to prospective employers that you are a qualified candidate for their position, or it will not generate many interviews. Achievements are by far the most important part of your résumé (and when done correctly, will target the position you seek, include all relative keywords, and showcase measurable employer benefits). Unfortunately, the average job seeker who creates his or her own résumé is totally aware of this and falls short drastically in this area. That’s unfortunate, because achievements sell you. You may be far more qualified than the next job seeker, but if his/her résumé includes achievements and yours does not, you will be passed over for the less qualified candidate who has a better résumé. Here’s how your Professional Experience section fared:

	CRITERIA CHECKLIST
	Poor
	Fair
	Excel.

	First bullet under each employer includes your primary scope of responsibility in that position.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Profession-specific bullets follow with additional responsibilities that target the position sought.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Action verbs are used (in their natural sequence) to start each résumé bullet 
 (such as “Develop, implement, maintain, and monitor…”).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Résumé bullets for each position are in good sequential order (most relevant bullets appear first, companion bullets thereafter, less important bullets last)—according to the position you target. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Job promotions are included and skillfully handled and/or progressive experience in your 
  field is evident, if applicable.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Management or supervisory bullets, if applicable, are included to demonstrate how well you 
  can lead, manage, and train and develop a staff.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Bland job function bullets are converted into action-packed CAR (Challenge-Action-Result) achievement statements. They state the challenge you were faced with, the action you took to meet that challenge, and the benefits your employer derived from your efforts.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Profession-specific keywords are included within responsibility bullets wherever applicable.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Job functions are quantified with measurable employer benefits (how much, how many, how big, how well, how often, percentages, dollar amounts).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Current and most relevant positions contain the most bullets; older and less relevant positions contain fewer bullets.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Bullets are worked up comprehensively so anyone who reads your résumé has a full 
 understanding of what you accomplished.  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Each achievement bullet is concisely edited down to its “lowest common denominator” so it 
 is impactful and does not leave out any important content.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Bullet line length is varied from one to three (or four—if necessary) lines throughout.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Résumé includes a “Key Accomplishments” section when achievements are many 
 (such as for Executives and technical positions). 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	OVERALL RATING BASED ON CRITERIA
	# Excellent:      

	Additional comments:      


	(For help in this area, Job Responsibility & Achievement Bullets are addressed in 
STEP #s 3, 4 & 6 of the Step-By-Step Résumés book.*)


6. Education & Training (If Applicable)
All relative education and additional training are important to include in your résumé. The way your education is presented plays an important part in your résumé. Here’s how your Education fared:
	CRITERIA CHECKLIST
	Poor
	Fair
	Excel.

	Education presented properly (at the beginning of your résumé for a new graduate; at the end if relevant experience is more current than your education).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Education includes College, town and state, Degree (or related coursework, if none), and GPA if 3.0 or above.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Year of completion included if within the past 10-15 years; omitted if earlier in life.  
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Grade Point Average in major included when overall GPA is less than 3.0 and it is higher.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	All Degrees included except when both a Bachelor’s and Associate’s Degree have been attained, in which case the Associate’s Degree can be omitted. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	OVERALL RATING BASED ON CRITERIA
	# Excellent:      

	Additional comments:      



7. Résumé Grammar, Punctuation, Spelling, and Editing

There are few—if any—excusable mistakes allowable in a résumé. Grammar, punctuation, and spelling are not one of them. Many firms toss résumés with misspellings and misuse of grammar and punctuation. Be sure your résumé has no typos and each sentence flows well. Here’s how your grammar, punctuation, and spelling fared:
	CRITERIA CHECKLIST
	Poor
	Fair
	Excel.

	Grammar, punctuation, and spelling are correct and consistent throughout.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Information is comprehensive but concise; one gets a complete understanding of what you are capable of and have achieved in your career as it has been explained well.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Résumé is edited down without losing content; every word counts.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Personal pronouns removed (“I,” “me,” and “my” are understood and do not belong in résumés).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Action verbs start off each résumé bullet and are used correctly.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Redundant or superfluous words are eliminated.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Irrelevant information is removed/not evident.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Bullets are prioritized within each position in order of their importance to the targeted profession.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Quantifying information (in numbers preferably) is included wherever possible.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Descriptive adjectives or adverbs are included, but not overused.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Contains powerful, persuasive marketing phrases.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Personal information (marriage status, children, etc.) left out.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Engages reader and maintains interest through well-written content, compelling copy, 
 and concise editing.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	OVERALL RATING BASED ON CRITERIA
	# Excellent:      

	Additional comments:      


	(For help in this area, Résumé Editing is addressed in STEP #9 of the Step-By-Step Résumés book.*)


8. Résumé Format and Design  

For your résumé to stand out and be read, it must first attract interest. Using graphic elements and rules and a résumé format and design that invites the reader in will help it to stand out from your competition and get read. Here’s how your résumé format and design fared:

	CRITERIA CHECKLIST
	Poor
	Fair
	Excel.

	Résumé immediately attracts attention through exceptional formatting and design that helps it stand out from your competition and entices the reader to want to read your résumé.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Incorporates effective marketing, design, and presentation strategies.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Résumé design is suitable for your profession and targeted market.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Placement of most important information (that which targets your audience and the position you seek) is in the top one-third of your résumé.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Job titles clearly indicated (bold and in caps).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Proper use of fonts and font sizes has been applied for headings and body copy.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	There is good organization and division of material and content flows well.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Important information is bold-faced (section titles, job titles, employers).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	There is sufficient white space around content so résumé does not look crowded.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Individual pages end with full paragraphs, or better, full positions.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Spacing is consistent throughout and formatting looks professional.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Résumé sections organized and titled well (Professional Summary, Areas of Expertise, 
 Key Accomplishments, Professional Experience, Education, etc.).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Contact information is clear and readable (be sure to verify correctness).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	OVERALL RATING BASED ON CRITERIA
	# Excellent:      

	Additional comments:      


	(For help in this area, Résumé Format and Design is addressed in STEP #10 of the Step-By-Step Résumés book.*)


9. Personal Branding

Personal Branding is in the here and now and helps to set you apart from your competition by infusing branding elements that promote “name recall.” Here’s how your Personal Branding fared:
	CRITERIA CHECKLIST
	Poor
	Fair
	Excel.

	You have set yourself apart from your competition through graphics, design, and/or content.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Good use of Visual Branding (Occupational Icon™, graphic elements, color, charts, graphs, work samples, etc.).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Good use of Verbal Branding (slogan, testimonials, mission statement, success stories, case studies, etc.).
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	OVERALL RATING BASED ON CRITERIA
	# Excellent:      

	Additional comments:      


	(For help in this area, Personal Branding is addressed in STEP #8 of the Step-By-Step Résumés book.*)


TOTAL THE NUMBER OF EXCELLENT SCORES, THEN

VIEW YOUR OVERALL RESUME CRITIQUE SCORE (Next Page)
___________________

*Step-by-Step Résumés: Build an Outstanding Résumé in 10 Easy Steps! (by Evelyn U. Salvador, JIST Publishing, 2006) explains these steps in detail with easy-to-follow instructions every step of the way and will help you to improve your résumé and increase your interview odds if you elect to correct your resume yourself. The book and accompanying CD is available in bookstores and online. (Google book title or author, in quotes.)

Your Résumé Score 
	OVERALL RÉSUMÉ CRITIQUE SCORE:
	# Excellent:      


 FORMCHECKBOX 
  A SCORE OF 70-83: Well done! Your résumé fared very well when we critiqued it against résumé writing criteria of successful résumés. If appears you have excellent résumé writing skills and that you understand your résumé is an important marketing tool to get your foot in the door of prospective employers. Your résumé showcases your benefits to prospective employers, sells your competitive edge, and demonstrates how you are a good fit for the position you seek. It is well targeted, and you have done a fine job of incorporating relative keywords into your résumé and converting bland responsibility bullets into action-packed achievement bullets. If there are any corrections to be made, review the areas where you may have fallen short to fine-tune your résumé to the best it can be, and it should generate more interviews than the average job seeker.  

 FORMCHECKBOX 
  A SCORE OF 56-69: Your résumé fared better than the average job seeker who creates his or her own résumé, but not as good as one prepared by an experienced professional resume writer. If there are corrections to be made, doing it yourself with some additional help may be a viable option for you. If your main interest is in saving money, there are a number of excellent résumé writing books on the market that can provide the help you may need. If you are at the lower end of this score range, remember that résumé writing is a learned skill that takes several years to perfect even for professional résumé writers as there are so many factors to consider that the general public is not aware of. If you are unsure how to better perfect your résumé, it is best to play it safe and have it done professionally in order to increase your interview odds and be in the position you seek sooner rather than later with a higher salary potential.

 FORMCHECKBOX 
  A SCORE OF 42-55: Your résumé did not fare well in many of the résumé critique categories, and will generate fewer interviews than you would probably like, if left as is. It is recommended that you obtain the help you need by hiring a professional résumé writer to create your résumé and cover letter for you so all important criteria are considered and incorporated correctly in order to increase your interview odds. The better the résumé, the quicker you can land the position you seek, and the higher your salary potential may be. Taking chances by sending out less than a perfect résumé would make you miss out on many possible job opportunities. Think in terms of the salary you would gain if you could shorten your job turnaround time with an excellent résumé.

 FORMCHECKBOX 
  A SCORE OF 41 or Less: Your résumé is only a skeleton of what it should be in order to generate interviews. It requires a complete rewrite for it to be successful. It does not target the position you seek, nor does it demonstrate how you would be a good fit for a similar position with a prospective employer. Other applicants with your experience whose résumés are better will probably get the position sooner. As a result, it is highly recommended that you seek the help of a professional résumé writer to craft your résumé as it will probably not generate many interviews if left as is, and it may take quite awhile to advance into the position you seek. Think: Return on investment. The cost of perfecting your résumé and landing a position quickly—versus—the cost of waiting for interviews and letting job opportunities (and the salary you could be earning sooner) pass you by. 

	Additional comments:      



If you have received a score of less than 70 on your Résumé Critique, you have several options:

(1) Make the adjustments yourself where you fell short of “Excellent” on the grading scale.

(2) Order the Step-by-Step Resumes Book and review the Chapters indicated to make your changes.

(3) Complete the Order Form on the next page to have us write or edit your Resume for you. 

(4) Call us at (631) 698-7777, and we will help you determine your best options to bring your résumé
and cover letter up to speed so you can be on your way to catapulting your career!

EMAIL YOUR REQUEST / ORDER FORM TO: CareerCatapult@aol.com.
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	NAME: 
     
	E-MAIL: 
     
	WEB RESUME DOMAIN NAME:      
 FORMCHECKBOX 
 N/A     FORMCHECKBOX 
 Call me about a Web Resume

	STREET 
ADDRESS:      
	TOWN, 
STATE, ZIP:      

	PHONE 
Home:      
	
Cell:      
	
Fax:      
	Business:

(If okay to call)      

	CURRENT 
PROFESSION:      
	CURRENT 
SALARY:  $      
	TARGETED 
PROFESSION:      
	TARGETED 
SALARY:    $      


	TYPE OF SERVICE
	
ENTRY LEVEL
	PROFESSIONAL LEVEL
	MANAGEMENT LEVEL
	C-LEVEL EXECUTIVE
	AMOUNT

	Step-by-Step Resumes Book: $19.95 (autographed copy)
	$      

	RESUME SERVICES: 

	 FORMCHECKBOX 
 Resume Writing
	 FORMCHECKBOX 
 $375
	 FORMCHECKBOX 
 $485
	 FORMCHECKBOX 
 $625
	 FORMCHECKBOX 
 $875
	$      

	 FORMCHECKBOX 
 Resume Editing*
	 FORMCHECKBOX 
 $ 99
	 FORMCHECKBOX 
 $129
	 FORMCHECKBOX 
 $159
	 FORMCHECKBOX 
 $199
	$      

	 FORMCHECKBOX 
 Cover Letter 
	 FORMCHECKBOX 
  $ 89
	 FORMCHECKBOX 
  $ 99
	 FORMCHECKBOX 
 $129
	 FORMCHECKBOX 
 $159
	$      

	 FORMCHECKBOX 
 Web Resume
	 FORMCHECKBOX 
 $195
	 FORMCHECKBOX 
 $295
	 FORMCHECKBOX 
 $395
	 FORMCHECKBOX 
 $495
	$      

	 FORMCHECKBOX 
 Resume Package**
	 FORMCHECKBOX 
 $650
	 FORMCHECKBOX 
 $825
	 FORMCHECKBOX 
 $995
	 FORMCHECKBOX 
 $1395
	$      

	* We will need to let you know if you have enough information in your existing resume to edit it or if it requires rewriting.

** INCLUDES: Resume, Cover Letter, Website Resume, Email Resume, plus a full Money Back Guarantee. 

	OTHER:        
	$      

	TOTAL AMOUNT OF ORDER: 
	$      


	TYPE OF PAYMENT:   FORMCHECKBOX 
 Visa    FORMCHECKBOX 
 MasterCard    FORMCHECKBOX 
 Discover    FORMCHECKBOX 
 Check (Payable to: Creative Image Builders)   

	CREDIT CARD AUTHORIZATION:  FORMCHECKBOX 
 I authorize CREATIVE IMAGE BUILDERS to charge my credit card for the total amount of this order and any other expenses incurred by me.  

CREDIT CARD NO.:
     
EXP. (MO./YR.):
     
NAME ON CARD:
     
TODAY’S DATE:
     



	CALL ME TO DISCUSS:   FORMCHECKBOX 
 Building my Online Identity    FORMCHECKBOX 
 Posting my Resume to Job Boards    FORMCHECKBOX 
 Developing my Web Resume

 FORMCHECKBOX 
 Developing my Personal Brand    FORMCHECKBOX 
 Developing my Social Networking Profile    FORMCHECKBOX 
 Job Search Coaching   FORMCHECKBOX 
 Career Coaching  

 FORMCHECKBOX 
 Interview Skills Training    FORMCHECKBOX 
 Other:      


	PASTE YOUR EXISTING RESUME & COVER LETTER HERE: 

	COVER LETTER:
     

	RESUME:
     


Thank you for your order!

Please allow 10 business days to receive your proof by email.

CLIENT AGREEMENT / TERMS AND CONDITIONS

• PAYMENT – I authorize Creative Image Builders (CIB) to perform the work described on the “Order Form” on my behalf and agree to pay all fees associated with requested work. I understand that since the work on my résumé and/or consult starts now, the total amount due is required up front (at the signing of this agreement).

• JOB ESTIMATES – Estimates are valid for up to six months. If services are requested or required at a later date, they will be billed and payable according to the rates then in effect.
• CLIENT WORKSHEET – CIB will provide a comprehensive worksheet for clients to complete for the résumé process. This is proprietary material and may not be given to others. Client agrees to complete worksheet thoroughly, answer questions in a consult, and provide detailed, accurate, and complete information as needed to create an effective marketing tool. 

• COMPLETION TIME – Normal turnaround time is 7 to 10 business days from receipt of fully completed worksheet. Completion time may be extended due to holidays, vacation, illness, computer failure, or unforeseen circumstances. A rush service charge will apply if requested time is faster than our normal turnaround time and our scheduling permits (40% if four business days or less is requested).

• CLIENT PROOF – I understand I will receive a résumé proof and one set of corrections/changes is included in the original price. The design and formatting of the résumé is discussed up front. Additional changes, other than minor ones, will require additional time charges, depending on complexity at the hourly rate of $100.

• PROOFREADING – CIB will make every effort to provide a thorough, persuasive and error-free product, but ultimately I am responsible to proofread my documents thoroughly. Any changes made after I give my final approval will require a surcharge at our hourly rate.

• MONEY BACK GUARANTEE – All Résumé Packages carry a full Money Back Guarantee. I understand that if after I timely send out 100 (or 50) résumés in response to published ads where my qualifications match the job requirements, I do not receive at least 10 (or 5 on 50) responses for interviews and you receive verifiable proof I did this, you will refund all money paid for the résumé package or rewrite my résumé free—at my option. This Guarantee is good for 90 days from the date client receives completed résumé package. In the unlikely event client does not receive at least 10 (5) interviews, to obtain a refund, client must supply some form of verifiable proof of résumés sent out, such as the original classified ads, job postings, return receipt, or other proof. I understand this is a limited guarantee applicable to the purchase of a Résumé Package and does not apply to stand-alone services, that guarantee is limited to a refund of monies paid, and does not guarantee me a job.  

• NONCANCELABLE – Once this contract and/or credit card authorization is signed (or I send you an e-mail or fax authorizing CIB to go forward with the work), FEES FOR SERVICES ARE NONCANCELABLE and ALL PAYMENTS ARE NONREFUNDABLE even if service is terminated by client before the résumé is complete since the initial strategizing consult will have already been conducted and/or proprietary worksheets will have already been released. If the client should get a new position before the résumé process is complete, credit can be applied toward a future résumé.

• COPYRIGHT – All materials produced by CIB are copyright protected. The United States Intellectual Copyright Law (USICL) provides that the creator may enter into a licensing agreement that allows the work to be copied. Upon payment in full, the client is authorized to reproduce documents within the limits of the USICL. Partial payment, stop payment or any similar action by the client revokes the agreement to copy said documents, whereupon, reproduction is unlawful. Unless payment is made in full, documents remain the property of CIB. Failure to pay in full waives any and all client rights to the documents.

• CREDIT CARD CHARGES – The fee quoted is based upon information provided by the client at the time of the quote. I give permission to charge my credit card for the services indicated in the Job Estimate. New information submitted by client after price is quoted and résumé is in process that changes the target, strategy, or format of the résumé will be surcharged accordingly at the hourly rate.

• RETURNED CHECKS / UNPAID BALANCES – There is a $35 service charge for any returned checks. Client agrees to pay any legal and/or collection fees associated with the collection of unpaid balances as well as accumulated interest as allowable by law.

• MISSED IN-PERSON APPOINTMENTS (if applicable) – Client agrees to pay $35 for missed appointments if not canceled at least two hours in advance.

• PUBLISHING – I agree to have any work created by CIB on my behalf used in publications, books, websites, presentations, or other forms as deemed appropriate by CIB. I understand my name, address, phone number and e-mail address will be changed.

• LIABILITY – CIBs liability is limited to the completion of work in accordance with this agreement. I hold CIB harmless for information obtained from me that is inaccurate or incorrect or is submitted or omitted in error. CIB assumes no liability or responsibility after résumé has been proofread and approved by client or in the event client does not submit the required information in order to complete the résumé process.
This agreement represents the entire agreement between client and firm 
and supersedes all other written or verbal agreements.
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