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Professional Resume Checklist

Writing a professional resume has one specific purptsin an interview. A great resume will make it aasy
as possible for an employer to determine whether yoight have what it takes to be successful in the
position/companyof interest based on your skills, education, or experiefiaggain a solid start at writing your

resume, follow the checklist below.
FORMATTING

Use a standard font (Arial 10, Times New Roman 11, or Calibri 11)
Ensire dates are aligned with the right mgin (setright tabg and

If yourequire further assistance on writing an effective professional resume, please contact the Student,
Graduate, & Cop Employment Office at (25@62-5412 orcoop@okanagan.bc.ca
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B [nterview PreparatiorChecklist

Job interviews can be a source of concéiypuh A v[§ Z up Z A% E] v A]S8Z §Z uX he §Z
checklist to help yoprepare andeel more confident when it comes to explaining your qualifications.

PRIOR TO THE INTERVIEW

Know where the]vs GEA] A Aloo o} 3§ v Z}A C}u Aloo P 8§ 8Z & }v §]u -
the location, find it on a day prior to the interview)t is best if you arrive about 10 minutes early
Take time to choose appropriate attire (

If yourequire further assistance anterview preparationplease contact the Student, Graduate, &@Gm
Employment Office at (25@62-5412 orcoop@okanagan.bc.ca
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Networking is an important skill since a high percentage of job vacancies are filled by referrals. The more contacts
we have, the more people who will knaoutour current situationand what

If yourequire furtherinformation on how to network effectivelylease contact the Student, Graduate, &
Employment Office at (25@62-5412 orcoop@okanagan.bc.ca



mailto:coop@okanagan.bc.ca

	Job Search Checklists Quick Tips
	Professional Cover Letter Checklist
	Professional Resume Checklist
	Accomplishment Statement Checklist
	Interview Preparation Checklist
	Networking Checklist

