
Resume Checklist 

Criteria 

CONTACT INFORMATION:   
Includes: 
- name (stands out with largest font)   
- address 
- phone number  
- email address (needs to be professional) 
- Linkedin profile URL    

PROFESSIONAL SUMMARY and SKILLS:  
- highlights relevant experience, professional achievements, and key skills   
- is tailored to job applying for and includes why and how you want to help the employer achieve their goals  
- quantifies experience and achievements (use numbers, percentages, and/or dollars)   
- is 2-4 sentences in length  
- includes a healthy balance of soft skills and hard skills that are listed and then evidenced throughout resume 

EDUCATION: 
Begins with the highest level of education and includes: 
- name and location (city and state) of educational institution 
- major (minor and any concentrations if relevant)     
- degrees completed and/or working toward  
- date of graduation- actual or expected (specify if expected)  
- GPA (if 3.0 or better)    

EXPERIENCE:  
Includes your experience in paid work, internships, and/or volunteering and includes:   
- job/position title and dates (month/year to month/year) of employment/internship/volunteering    
- name of business and location (city and state) 
- responsibilities and achievements quantifiably (uses numbers) and specifically described clearly and concisely by 
using bullet points that start with strong action verbs     

ACHIEVEMENTS and ACTIVITIES:  
Includes relevant achievements and/or activities to job applying for and includes:  
- names and locations (city and state) when applicable  
- dates (use judgement on how specific)  
- description of activities, roles held    

TAILORED TO JOB APPLYING FOR:  
- professional language from field and job applying for is used  
- key words, skills, and requirements for job applying for (found on job posting) are identifiable in the resume   

FORMAT 
- most relevant and strongest content is listed on top half of resume  
- simple and easy-to-read 10-12 point font is used and same font type is used throughout resume 
- ½” to 1” balanced margins used   
- consistent layout and styling (bolding, italicizing, all CAPS, indenting, bullet points, etc.) is used  
- reverse chronological order is used      

VISUAL APPEAL:  
- resume is thorough and specific but concise and no longer than 1-2 pages  
- easy to scan with essential information standing out   
- section headings are clear and contrasted from other information  
- key information is highlighted with bolding    
- has an appropriate amount of whitespace and separation between sections  

SPELLING, GRAMMAR, and PUNCTUATION:  
- free of spelling, grammar, and punctation errors    
- appropriate verb tense is used  
- personal pronouns (“I”, “me”, “my”) are not used 
- abbreviations are not used unless necessary  

 


