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Use this checklist to catch areas for improvement, ensure your strengths are front and center, and help your application stand out in a competitive pool.

· Does my resume clearly highlight my main achievements and the impact of my work?
· Have I described the scope of my responsibilities with specific numbers or examples?
· Have I tailored my cover letter to address the needs and values of this particular institution?
· Did I use keywords from the job posting throughout my materials?
· Have I shown how I fit with the institution’s mission, culture, and priorities?
· Did I include leadership or initiative stories, not just lists of roles or tasks?
· Have I asked someone else to review my materials for clarity and relevance?

Application Improvements Needed:

· Achievements I Could Add, and Their Impact:


· Descriptions of My Scope of Responsibility:


· Explanations of How I Will Meet the Needs of the Institution:


· Keywords and Phrases I Should Add:


· Examples of How I Will Fit With the Institution’s Mission, Culture, and Priorities:


· Leadership stories and Times I Have Shown Initiative:


· Feedback from others:
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