ENGL 402 Final Peer Review of the Letter and Resume 


Read and comment on two files – write your comments

Preparation Steps:

1. Read the job ad and make a quick list of the skills noted in that ad.  Write a couple sentences that summarize what you think the job is about.

2. Imagine that you are the person who is reading all the job ads. You have 50 applications to read in the next two days.  What mindset will you be in?  What specifics will you be looking for?  How carefully will you be reading the application packets?  Write a couple sentences about how you’d be feeling and thinking as you approached this task.

Reading the Letter and Resume

3. Look/read at the letter and resume for a maximum of 90 seconds.  Then turn it over so that you can’t see it.

4. Write down what you learned from that 90-second look at the materials.

5. Does what you wrote for #1 match up with what you wrote for #4?

6. From this quick review which is probably all most apps will get, what pile will you put this applicant in and why?   

Pile #1 –look at this applicant again for sure—qualified and interesting

Pile #2—maybe look again if there aren’t enough good applicants in pile #1

Pile #3—toss this application in the trash can

7. From your quick look at the materials, does the applicant seem qualified?  Why or why not.  Write the reasons down. 

8. Will this application stick in your mind because the applicant has presented him/her self in a uniquely qualified way?  Or will this be one of the many forgettable applications?  Explain your answers to the author.

More Responses to the Letter and Resume 

A. Is the layout of the letter and resume effective? 

a. At just a glance, does the letter look good?  Is there too much text jammed on the page?  Does the letter look skimpy?  

b. Is the letter in a typeface that is professional looking and easy to read?

c. Does the resume use all four quadrants of the page effectively?

d. Are typefaces and other type variations used to make the resume easy to skim and see a hierarchy of content?

e. Does the letter and resume together make a coherent, attractive package or do they look like they came from two different applicants?

B. If there are any grammatical issues in the materials make sure to  note them.  Check the resume for parallelism/parallel structure.  If you don’t know what this term means ask!  

C. Give the author as much advice as possible on how s/he can improve the materials.

