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Sample Resume Screening Tools
Office Associate

Sample #1

Candidate: ______________________________Reviewer:____________________ Date: ___________
Number of years OSU/COTC experience (if any): ______________________________

	Position Qualifications/Screening Factors
	Experience

	
	None
	Less Than
	Acceptable
	Can’t Assess

	Experience using university procurement system
	
	
	
	

	Customer Service experience in an administrative setting 
	
	
	
	

	Experience using software programs to create professional presentations
	
	
	
	

	Experience working in an academic or academic support setting
	
	
	
	

	
	
	
	
	

	Other Items of Interest (please be specific and only note job related experiences):


	
	
	
	


Reviewer Recommendation:

_____Discontinue from consideration/reject            _____Hold
      _____Schedule further discussion

Office Associate

Sample #2

Candidate: ______________________________Reviewer:____________________ Date: ___________
Number of years of OSU/COTC experience (if any): ____________

	Criteria
	Criteria Description/Screening Factors


	
	
	

	A)
	Experience using university/college procurement system


	
	
	

	B)
	Customer Service experience in an administrative setting


	
	
	

	C)
	Experience using software programs to create professional presentations


	
	
	

	D)
	Experience working in an academic or academic support setting

	
	
	

	E)
	Currently employed at Ohio State/COTC?  ____yes  ____no


	
	
	

	
	
	
	
	


	Weights
	Weight Description

	Substantial - 10
	Candidates accomplishments/responsibilities strongly demonstrate the criteria 



	Adequate - 5
	Candidates accomplishments/responsibilities demonstrate the criteria 



	Inadequate - 3
	Candidates accomplishments/responsibilities inadequately demonstrate the criteria




Reviewer Recommendation:

_____Discontinue from consideration/reject            _____Hold
      _____Schedule further discussion
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