
Resume Evaluation Guidance 

Date: [Insert Date] 

[Recipient's Name] 

[Recipient's Address] 

Dear [Recipient's Name], 

Thank you for submitting your resume for evaluation. We have reviewed your document and 

would like to provide you with some guidance to enhance its effectiveness. 

1. Format and Structure 

Ensure your resume is well-organized with clearly defined sections, including: 

• Contact Information 

• Objective or Summary 

• Work Experience 

• Education 

• Skills 

2. Tailoring Your Resume 

Customize your resume for each job application by aligning your experience with the job 

description. 

3. Action Verbs and Achievements 

Use strong action verbs and quantify your achievements where possible to demonstrate your 

impact. 

4. Proofreading 

Carefully proofread your resume for grammar and spelling errors to ensure professionalism. 

We hope these suggestions help you create a more compelling resume. If you have any questions 

or would like further assistance, please do not hesitate to reach out. 

Sincerely, 

[Your Name] 



[Your Position] 

[Your Contact Information] 


