
General Guidelines:

Resume Sections

• A resume is a marketing tool to highlight your most relevant experience,      
  not a complete job history. 
• Three words to keep in mind while reviewing or building a resume: clear,         
   concise, consistent 
• Tailor the resume to a specific position or industry.
• The body text font size should be between 10pt. and 12pt.
• Run a spell check AND proofread carefully. 
    Tip: Enlist at least two additional people to review your resume.

• List degrees in reverse chronological order (most recent listed first).     
• Spell out names of degrees (i.e., "Bachelor of Science", not "BS"). 
• Emphasize your university by placing it before your degree in bold.
• Include the city and state after the institution name.
• List the month and year of your graduation (i.e., May 2022, anticipated OR expected May 2023 if still in progress)
   Tip: If you have completed a study abroad experience, include the courses and concentration.

• List your experience beginning with the most recent position (reverse 
chronological order).
• Include full-time and part-time jobs, paid / unpaid internships or               
   practicums, and volunteer work.
   Tip: if an experience is related to your desired job, find a place to      
    display it. 
• Use bold and/or italics to highlight your job title and company /      • Use bold and/or italics to highlight your job title and company /      
   organization name. 

Entry Layout Example

                   Organization City, State 
Title Month Year – Month Year 

Provide information in the header that will make it easy for an employer to 
contact you or gather additional information.
Header Content: Name  |  Email  |  Phone
Option Content: Home City, State  |  Link to portfolio, website, or LinkedIn url
  Tip: Make sure to remove any automatic hyperlinks. 

Name: Make it the largest font on the resume, so that your name stands out 
(16-18 pt.)  Your contact information can be a smaller font (10-12 pt.).
  Optional: Include pronouns and phonetic spelling 
Email: School or work email preferred. If using a personal email address,      
    ensure it is professional (i.e., combination of first and last name). 
Phone: Be sure your voicemail sounds professional.

HEADER

EDUCATION
Guidelines

EXPERIENCE
Guidelines

GPA is not required (unless specified in the job 
posting) but should be included if it is 3. 0 or higher.

It is not necessary to include a list of professional 
references, nor the statement "References Available 
Upon Request." The reference list should be a 
separate document.

Resume Checklist

Fiction! An address is an optional part of the header – 
home city, state can be included to build connection 
to potential employers. It is optional because it is 
widely understood most college students are in a 
transition locationally. 

CLEAR. Present content in a way that is easy to 
understand. Are the bullet points easy to read?
Are the job titles specific to the role served?
CONCISE. Resumes have limited space, select 
the descriptive words wisely. Is the information 
written in the most direct way?
CONSISTENTCONSISTENT. Be mindful of how the content is 
being presented. Pay attention to the small 
details, does all the formatting and punctuation 
match throughout?

Keys to a Great Resume

What About References?

Fact or Fiction: Always Include an Address

Your GPA

• Include city and state for employer location, not the complete address. 
   Tip: If you have completed a study abroad experience, include the courses and concentration.
• When listing dates, you may include the month and year, semester, and year, or just the year of employment; remember to be 
consistent throughout with the format. It is not necessary to include exact dates. 
   Tip: Do not include information such as salary, supervisor's name, hours per week, etc.




