RÉSUMÉ REQUIREMENTS CHECKLIST
CONTACT INFORMATION
First and last name, home or campus address, phone number, professional email address, and LinkedIn (optional) displayed clearly at
the top of the page.
Name is 14-16 pt font size and bolded.
LAYOUT AND DESIGN
Use a standard font and size for the body that is easy to read (10-12pt).
Margins should be 0.5”-1” all the way around the page.
NO TYPOS on the résumé (a UND Career Services professional will gladly review your résumé).
Style and layout are consistent throughout the résumé including consistent use of bullets, bold, italics, underline, hyphens, punctuation,
and indentation (bullet points aligned, dates in consistent format and location, document is pleasing to the eye, easy to read, and limit
“white” space).
Don’t underline and bold, bold and italicize, italicize and underline, etc. One or the other…not two or three at once.
EDUCATION
Schools attended are listed in reverse chronological order by date (most recent at the top).
Use the oﬃcial degree name (Bachelor of Science in Mechanical Engineering, Bachelor of Arts with a Major in English).
Major, minor, and concentration (if applicable) spelled out.
Full name of the school and/or university spelled out and the city and state of its location is listed (University of North Dakota, Grand
Forks, ND).
GPA can be included if it is above a 3.00; however, some departments have diﬀerent suggestions for this, so ask your advisor.
Indicate month and year of graduation date. (e.g. May 2021).
Study abroad experiences can be listed under education. The format will be the same as degrees, but your degree title will be “Study
Abroad.”
EXPERIENCE
Present experience in reverse chronological order by date (most recent job/position listed ﬁrst).
Experience categories can be relevant, professional, leadership, clinical, ﬁeld, other, and even notable projects!
List position titles ﬁrst and bold, then indicate name, city, and state of the organization or company.
List start/end dates consistently throughout the résumé (month/year or semester/year).
Distinguishing markers such as bold, italics, and underline are consistent.
Use 2-5 descriptive, bulleted statements demonstrating skills, accomplishments, and speciﬁc responsibilities for each position. Each
statement starts with an action verb, not an “I” statement. Full sentences are not used on the résumé.
Use past tense verbs for past experiences and present tense verbs for current experiences.
HONORS AND AWARDS (OPTIONAL)
Specify the complete name for each relevant award or honor, the granting organization, and the month/year of receipt.
CAMPUS/COMMUNITY INVOLVEMENT
List the full name of each organization (do not use acronyms), and dates of involvement. You may also include a brief description of
tasks/accomplishments by using bullet points with strong relatable action verbs.
SKILLS/CERTIFICATIONS/LICENSURES
Include a brief list of computer skills such as Word, Excel, PowerPoint, QuickBooks, etc. (note: PowerPoint is one word with two capital “Ps”).
List any languages spoken and level of proﬁciency.
Include any licensures or certiﬁcates.
You may want to put your licensure or certiﬁcate information right after the Education category, as those would be your two most
important qualiﬁcations for a job!
ADDITIONAL INFORMATION
Do not include any of the following: photograph, marital status, date of birth, social security number, citizenship status, gender,
ethnicity, or religion. Also do NOT use a template. Save your ﬁnal document as a pdf before sending to an employer.
References are a separate document and are not included within the résumé. Résumé should NOT say “References available upon request.”
If applicable, page two has proper footer (lower right corner) indicating name and page number (Jane Smith | 2).
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