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Not required, but if used: 

• Express how you add value to the organization 

• Use language from the job posting 

• Paid and unpaid experiences 

• Name of employer, job title, location (city, state 

only), and dates employed 

• Use action verbs and short statements to describe 

responsibilities, skills, and outcomes 

 
 

 RE S U M E CO N T E N T  
 

OBJECTIVE/SUMMARY 

EDUCATION 

 

EXPERIENCE 

ADDITIONAL HIGHLIGHTS 

 
 
 

 

RE S U M E CH E C K L I S T 
 

 
 

Receive feedback on your resume from 

a Career Advisor during drop-in hours 

listed on the Center for Student 

Experience and Talent website. 
 
 
 

 

• Student organizations and leadership roles 

• Extracurriculars-athletics, music, theater, clubs, etc 

• Community Service/Volunteering 

• Honors/Awards 

• Study Abroad 

• Skills: Computer, language, technical, etc. 

Can include high school activities if you are a 

college freshman or sophomore 

• Name and location of current school and 

completed degrees (Freshman-include high school) 

• Degrees, majors, minors, certifications 

• Date degree expected or received 

• Include relevant courses/projects 

CREATING YOUR  
RESUME 

 

 Customized to the position with language that mirrors the job posting 

 Consistent layout and use of text effects such as bolding and italicizing 

 Avoid use of templates 

 Free of spelling and grammatical errors 

 Use 10-11pt fonts such as Calibri, Garamond, and Times 

 Adequate margins (.7-1 inch on all sides) 

 Reverse chronological order for experiences and education 

 No personal pronouns such as I and me 
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