RESUME AND COVER LETTER CHECKLIST

I know the difference between a Resume and a CV. __

http://hanyangwriting.tripod.com/typesofdocuments/resume.html
My name is on both documents and it is in English word order: Nam-il Kim; Not “Kim, Nam-il” or “Ha Ha Na.”__
I have not used Hangul characters in my resume if I am applying for a position abroad.__
My email is reliable. My inbox is usually clear. It is not hanmail.net, and I always check the junkmail folder in this account carefully.__
My English spelling of Korean names is consistent (Gangnam/Kangnam). __
The addresses on the Resume and Cover letter are in the correct Western Style and the resume includes South Korea in the address.__
I have written the international number for Korea (+82) and my complete long-distance telephone number. I have included a regular telephone as well as a cell phone number. __

My resume and cover letter are one page unless I have a lot of job experience or I am a graduate student applying for an academic or research position (CV is needed).__
I have included English names for the files if I am sending any attachments via email.__

I am not applying for a graphic design position so I have used standard fonts and not batang.__

I have run spell check and proofread a paper version of my resume. I have shown it to others to help with the proofreading.__

I focus on skills, results, achievements, details and numbers not my character or personality when describing my experiences.__
RESUME ONLY CHECKLIST
I did not write RESUME on the top of my paper.__
My name is clearly visible and in a larger or different font from the address line. __
Any filenames I have sent are in English __
My email ID name is in English or English and Hangul both__
My resume email address is almost my real name not a cute name like cutiegirl@hanmail.net
I have removed any Avatars as email attachments.__
I have not included my homepage unless it is impressive and clearly related to the job application.__

I have written my expected year of graduation, not the year I entered University on my resume.__
I have written my experiences and education in reverse chronological order: the most recent experiences first.__
I have indicated that my GPA is out of 4.5 if applicable.__

I have not included age, height,  picture or other personal information for a resume being sent to a western country.__

I have used –ed form active verbs for my skills and experiences.__

My skills and experiences are in parallel form (same grammar words for lists).__

I have given examples and specific details of the skills and experiences I mention.__

COVER LETTER ONLY CHECKLIST

I did not write COVER LETTER on the top of my paper.__
The addresses follow business letter format properly, not resume style. __
The date is written in western style and I have spelled the month and put the year last in the date: June 3, 2004__
I have found the correct name or title of the person receiving the cover letter.__
I am familiar with the difference between formal and personal email. My cover letter greeting follows this style (Family name only plus colon.) “Dear Mr. Jones:”__

I have indicated the exact position and approximate time of the job I am applying for.___
I have given complete details on how to contact me in the final paragraph of the cover letter including how I can be interviewed.___
I did not just cut and paste some text from the company website but I showed how my skills and interests relate to that information.__

I do not praise the company excessively in my cover letter. Any praise I give is sincere.__
I have included my full name typed at the end of my cover letter. I have signed in pen any cover letter that I sent by mail.__
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