
 

 

Resume and CV Screening Guide 

 Allow sufficient time to screen all or a sizeable portion of the resumes at once.  It is preferable to 
compare the credentials of applicants with the context of other applicants in mind.  

 Review the job/position description and/or position profile.  

 Review the advertisement for the vacant position. 

 Review the charge. 

 Try to avoid the applicant's name or address or personal information to limit subconscious biases. 
Sometimes applicants may include a photo – please do not allow this to enter into your decision 
making on the candidate’s qualifications. 

 On your first evaluation of resumes look for the quality of the content.   

 Compare stated education and experience requirements with those listed on the resume. 

 Ensure that colleges attended also indicates that a degree was awarded. 

 Note whether they currently employed in the most recent position.  

 Compare past employment history and its applicability to the position for which they are applying 
(position in similar industry, etc.), length of time in each position, promotions or awards received, 
reason for leaving each position.   

 Validate whether the information presented in the resume matches the information provided on 
the application.  

 Note gaps in employment but do not assume they were caused by negative reasons. 

 Look for an excessive number of jobs in a short period of time.  

 Note whether changes in position appear to be promotional, progressive, lateral moves or simply 
changes. 

 Notice if there is a career pattern, an industry pattern or randomness to past jobs. This can alert us 
to whether a candidate can persevere in a field or industry. 

 Note special skills or intangible characteristics or experiences not required for the position (i.e. 
familiarity with certain computer software, alumna of your school; different degree). 

 Make a list of questions about the applicant that arise from reviewing their resume. 

 Group resumes into piles of yes, no, and maybe candidates. If necessary, screen the top group 
again to further narrow down candidates. 

 Be prepared to share your thoughts on the candidates with the committee or panel. 

 


