
Resumes 

The Basics 

• Length: Resume must be one page; maximize space via margins, spacing, etc. DO NOT USE TABLES, 
GRIDS OR TEMPLATES. 

• Font: 10- or 12-point ; choose an easily readable, professional typeface (i.e. Times New Roman, Arial, 
Arial Narrow, Calibri or Verdana). 

• Margins: Right and left margins are consistent with a minimum of a ½ inch on all sides.   

• Alignment: Use tabs to align headers, entries, bullets, dates and content throughout (use consistent 
font and spacing). DON’T use the spacebar to try to align things. 

• Bullets: Use the same style and size throughout (i.e. all circular: ●). 

• Dates: Cite only month and year consistently (i.e. January 2016–Present instead of 1/16–Present). List 
experience in reverse chronological order with the most recent experience listed first within each 
section (e.g. 2023, then 2022, then 2021).  

• Contact Information: Name (should be the largest font on the resume), city and states, professional 
email and phone number at the top.  

Social Media: It is not necessary to include on your resume. You may include a link (i.e. www.linkedin.com/in/NAME) to 

a complete and professional LinkedIn profile in your contact information (ensure it does not look cluttered). Use 

this: LinkedIn Profile Check List.  Do not include links to any other social media unless you are pursuing a social media 

related position and your social media accounts are “clean”. 

 
 

 
 

 

https://www.linkedin.com/help/linkedin/answer/87/customizing-your-public-profile-url?lang=en
https://students.linkedin.com/content/dam/university/global/en_US/site/pdf/LinkedIn%20Profile%20Checklist%20-%20College%20Students.pdf


The Details 

Name and Contact Information  

• Your Name should be the largest font on the page 

• Only include your city and state – DON’T include street address 

• Include your cell number and your personal/professional email address 

• Include your LinkedIn profile link (if you are a CIS major and have an active GitHub 

account, provide that as well)  

Education  

• Do NOT list high school 

• Provide the name of the school, major, expected graduation date 

• You may list courses that make you stand out from the crowd or are relevant to the job you 

are applying for 

• Only include your GPA if it is 3.0 or better. The position posting may also ask for it.  

• Honors/Awards not required, so include only if you have honors/awards to mention 

Work Experience or Professional Experience 

• Make sure you are consistent with formatting 

• Jobs should be listed with the most recent first and then in 

reverse chronological order 

• Provide: company name, position title, city and state, dates 

of service (month and year only) 

• Use action verbs to list accomplishments and value-added to 

the company – not “responsible for” 

Leadership Experience and/or Professional Development  

• Leadership roles in campus organizations or teams 

• Community volunteer activities 

• Conferences attended or other development activities 

Skills and/or Interests   

• List only provable skills like technical or language skills – no “hard-worker” or “time 

management” 

o Provide technical skills as they are listed in the job post EXACTLY 

o Language skills should be specific regarding proficiency in reading, writings, and 

speaking skills 

What DOESN’T Belong 

• Any EEOC protected information: gender, race, religion, marital status, sexual orientation, 

physical attributes or handicaps or accommodations needed 

• Objective – Objective statements are no longer standard. You may see online templates 

using them but don’t include this section. 

• The words “References Available on Request”  

• Photo of you even though you may see samples online that include one. 
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Note About Experience: 

Don’t feel like you have to 

separate your different 

kinds of experience. You 

can list all of your work, 

leadership, and volunteer 

experience together if you 

feel it works better for you 

that way. 

Remember, this is about 

YOUR story. 

Before submitting: 

• Do one last spell check 

• Zoom out so you can see the entire page – ensure everything lines up and the page is 

balanced – also, make sure you don’t have an accidental blank page at the end. 

 



  

1 

2 

3 

4 

5 

N
O

TI
C

E 
al

l a
lig

n
ed

 


