Steps in Resume/application/Application Review
· Read the customized cover letter.  Look especially for a flawless presentation, correct spelling and grammar, and the applicant’s attention to detail.  What – there is not cover letter?  This is the downside of electronic resume/application spamming.  Receiving countless, usually unqualified, applicant resume/applications, occurs following every job position.  The tip off?  Usually, unqualified applicants fail to write a cover letter.  Choose, or choose not, to continue your resume/application review at this point.

· Scan the resume/application to obtain an overall impression of the applicant.  Look especially for a flawless presentation, correct spelling and grammar, and their attention to detail.  Paper resume/applications must pass the “feel” test.

· In the first skim, look for the easy-to-find qualifications.  (As an example, if you are requiring a college degree, does the applicant have one?)  If not, reject the resume/application or place it in your “maybe” meets qualifications pile.

· Read the description of what the candidate says they are looking for in their next job.  Is the statement customized to your job or does it describe any job in the world?  As a suggestion, reject resume/applications that make statements such as, “I seek a challenging opportunity to utilize my skills with a progressive employer who will provide opportunities for growth.”  Honestly, you’ve got to do better than to offer this type of generality to pass the resume/application screen.

· Look for a summary statement of qualifications and experience.  If the candidate has taken the time and customized their summary for your job, this enables you to quickly find the characteristics you seek.  These resume/applications quickly hit the “further review” pile.

· Review the most recent employers and the applicant’s state experience, accomplishments, and contributions.  At this point, you must have found significant cross-over between the applicant’s resume/application and your requirements.  Place the resume/application in your “to be reviewed further” pile unless you have encountered problems.  Red flags at this point in your resume/application review, that are unexplained on the resume/application or in the cover letter, include:

· Employment gaps

· Evidence of decreasing responsibility

· Evidence of a career that has reached a plateau or gone backwards

· Short term employment at several jobs

· Multiple shifts in career path

· Review your selected resume/applications against your criteria and each other.

