
Chart for Analyzing Resumes
Directions: Look closely at Abboud’s and Manuel’s resumes at the beginning of Chapter 10, Employment Communication. Complete this chart to help you understand the correct format. The main headings are listed in the left column. A space for other headings is provided for you to include headings that may be different.
In column 1, describe the type of information included in the heading. Try to list the various details given in each heading. In column 2, observe what you can about diction, how the writer used words. For example, what part of speech does each section start off with? Has the writer used sentences or phrases? How would you describe the reasoning behind the punctuation? In column 3, tell where the information is in the resume. Does it come first, second, third, or fourth? Finally, in column 4, describe any special features such as boldfacing, underlining, capitalizing, etc. What kind of information is written using special features?
	
	Type of Information
	Diction
	Where Information is Placed
	Special Features

	Education
	
	
	
	

	Experience
	
	
	
	

	References
	
	
	
	

	Other Headings (Name them)
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