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Guide: Assessing written documents 
Reviewing the resume or CV 
Review the resume or CV for the following items, making notes and identifying questions that arise as relevant to the job, noting not all items are relevant for every job.
Compare employment history and its applicability to the job including transferable skills. 
See if there is a career pattern, specialisation, random collection of past jobs or drastic career changes that may not seem reasonable. 
Look at the length of time in each job or if there is an excessive number of jobs in a short time. 
Look for gaps in employment but do not assume they are negative. There may be a reasonable explanation such as relocation, career break or undertaking study. 
See if changes in jobs appear to be from promotion or progressive lateral moves. 
Check for spelling and grammatical errors and poor formatting which may be important negative indicators for jobs requiring writing skills and attention to detail.
Consider the motivation and value alignment in the types of jobs held (paid and unpaid), achievements cited and self described personal attributes.
Reviewing other documents requested from applicants
Ensure other documents requested from applicants are assessed consistently.
Slightly exceeding page or word limits should not necessarily rule out applicants as this may overlook someone with great skills and experience.  
Be open to and consistent when assessing documents in a variety of formats unless a specific format was prescribed.
Determine whether to progress an application to the next stage if an applicant has not strictly followed the application instructions. This determination could be made depending on a number of circumstances including the number of applications received and the job requirements. For example, is succinct writing essential for a garden maintenance position?
Treat every applicant in the same way and document all reasoning. For example, reducing a rating or disallowing an application because an applicant did not follow instructions needs to be applied consistently to all applicants. 
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