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B.E.S.T. Resume Screening Tips
Cover Letter  (often reveals as much as the resume itself)
· Is it an original letter (if not sent electronically)?
· Is the greeting personalized? (tells you about the candidate’s level of sophistication)
· Does it show insight into the company?
· Is it clear, clean, and visually appealing?
· Is it well-organized? Written concisely?  (Judge this as the first “writing sample”)
· Is it responsive to the B.E.S.T./job description? (responsive to our needs)
· Does it get your attention and sell you on the applicant?
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Resume – General Qualifiers
· If there’s a career objective, is it specific or general?
· Does the resume include statements citing qualifications resulting in significant accomplishments, or is it merely a string of job descriptions?
· Does each sentence start with an action verb that clearly conveys thoughts that grab your attention?
· Is the resume more than two pages in length?
· Is it visually appealing – not too crowded?
· How willing are you to forgive spelling and grammatical errors?
· Do the dates and sequences of events that apply to education, training, and work experience make sense?
· Does the resume succeed in getting the message across?

Resume – Yellow Flags (areas to probe the candidate)
· Gaps in work history
· Regression in job responsibilities and job title
· Many jobs in a short period of time
· Salary inconsistencies (if salary history is provided)
· Appearance of inflated credentials (e.g. degree earned, but no institution listed: includes the word “attended” with regard to a school in the hope that you may not recognize that they did not graduate)
· Is a stated accomplishment too good to be true? (check in interview)
· Qualifiers such as:  “Had exposure to,”  “Have knowledge of,”  “Assisted with,”  “Worked with”
· More than one reference that is “out of business”
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