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	RESUME CHECKLIST

GENERAL FORMATTING
· Make sure your resume looks like a professional document
· Keep the resume to one page in length.
· Make sure your information fills the page without looking crowded or condensed.
· Emphasize major headings using capital letters, bold, or defining font style.
· Use bullets, bold, italics, underlining, and indenting appropriately.
· Proofread your resume to make sure it is free of grammatical errors.
· Keep spacing and formatting consistent throughout the document.
· List dates consistently throughout the resume. 
· Use only readable, professional font styles.
· Keep font sizes to 10, 11, or 12 pt. for text and 12, 14, or 16 pt. for headings and name.
· Do NOT include pictures and/or graphics.
· Do NOT include personal information (age, weight, etc).
· Overall: Is your resume clean, organized, and easy to read in 6–10 seconds?

WHAT GOES AT THE TOP OF THE RESUME
Name/Address
· Include your full name at the top of the resume.
· Mailing address can be optional, especially if applying to positions where location is not a factor (e.g., remote work).
· Include telephone number with area code.
· Include your email address and make sure it is professional.
· Include your LinkedIn profile or personal website relevant to your professional skills.

Profile - a 2–4 sentence intro that quickly tells the reader who you are and what you bring
· Target your objective/profile to the specific job you are applying for.
· An objective is often considered outdated. A professional summary or profile that showcases qualifications and skills can be more effective.
· Highlight key skills or qualifications relevant to the job.
· Including relevant keywords from the job description can help ensure the resume passes through these systems. Resumes often go through Applicant Tracking Systems (ATS) before reaching a human reader. 









	SECTIONS OF THE RESUME

Education
· Name your high school 
· Include the month and year of graduation or expected graduation
· Indicate Academic pathway
· List any Honors/AP/IB courses
· Name your Career pathway
· Specify any relevant certifications
· Include GPA if it is impressive; however, it can be omitted if it’s not particularly strong

Skills
· List any relevant technical skills.
· Reflect skill level accurately (proficient, working knowledge, etc).
· Include language skills that are accurately reflected (fluent, conversant, etc).
· Consider including soft skills (communication, teamwork, leadership, time management)
· Leave out any outdated or obsolete skills.

Relevant Courses
· Only include courses relevant to the job you are applying for.
· Write full course names; do NOT use course numbers.

Experience
· Include relevant internship/co-op experience, paid work, and volunteer work.
· Include the position title, company name, city, state, and dates of employment.
· Begin each job description with an action verb.
· Focus descriptions on accomplishments.
· Quantify and qualify descriptions when possible.
· Use bullet points and action verbs when describing experience.
· For those with significant accolades, listing major achievements can be beneficial.

Leadership & Activities
· List campus and community activities as you would a job or internship.
· Highlight leadership positions and describe accomplishments using bulleted points.
· Include title, organization, location, and dates of participation.

Additional Categories
Examples of additional categories include but are not limited to:  Research, Publications, Professional Associations, Certifications, Licenses, Military Experience, and Presentations.
· Use additional categories if relevant to the individual and the job being sought.

References
· Do NOT include names and contact information for references on resume; list on a separate page and keep in case requested
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