[bookmark: _GoBack]Resume/Application Review Form 

Applicant’s name:_____________________  Position applied for: _________________ 
Phone: _____________________________  Email: ______________________________

Minimum Qualifications
Minimum education required for the position: 
_________________________________________________________________________
Minimum work experience required for the position: 
_________________________________________________________________________
Other qualifications required for the position: 
_________________________________________________________________________

Does the applicant meet the minimum requirements above?  ____Yes  ____ No


Relevant Experience 
Company: __________________ Job title: ___________________________ 
Company: __________________ Job title: ___________________________
Company: __________________ Job title: ___________________________

Education
Degree(s): ________________________________________
License/certification(s): _______________________________

Special skills: _________________________________________________________

Additional Information
Stated salary requirements: _________________
Relocation needed: ________________________
Currently employed: ________________________
Stated reason for job change (if any): ______________________________________

Disposition if applicant appears qualified from resume review: 
___ Conduct telephone interview.
___ Send copy to hiring manager.
___ Schedule personal interview.

Disposition if applicant appears not qualified from resume review: 
___ Send thank you letter.
___ Add to applicant tracking system and file.

