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Resume Checklist
Format & Spacing:
· Consistent headings & date format
· Organized in a logical manner based on skills you are trying to highlight
· Consistent margin & spacing
· Calibri, Helvetica, Aptos or Arial font
· No more than 2 font sizes (name will be different)
· Correct length for the application
· Resume is not built to a template 
· Use bullet points instead of paragraphs for experience 
· No use of color, images or graphics (unless in design field)
Typing, Grammer, and Word Usage
· Free or typos and grammatical errors
· Correct verb tense (past tense for jobs)
· Use active voice instead of passive voice
· No first-person language (“I”, “my”, “we”)
· Avoid use of abbreviations
Bullet Points & Sections
· Listed in reverse chronological order (within sections)
· Bullet points begin with strong action verbs 
· Avoids vague language (e.g. “helped with”, “responsible for”)
· Uses job specific keywords from the job posting 
· Does not duplicate the same phrases or experiences 
· Includes transferrable skills where relevant
· Experience section includes organization name, title, location and dates
· Include skills
· Include quantifiable results from experience
· Accomplishments in experience sections are clearly noted
· Bullet points are tailored to the job you are applying for
· Different action verbs are used for each bullet point 
Section Checklist
· Includes a header with full name, professional email and phone number
· LinkedIn or portfolio link (optional depending on career path)
· Use personal email instead of UNC email when you have graduated
· Education section is present and includes degree, institution and graduate date
· Verify from your diploma that the correct degree is listed
· Includes relevant Experience (jobs, internships, leadership, volunteering, projects)
· GPA is included if 3.5 or higher or required by industry
Final Review
· Saved as a PDF (unless employer requests otherwise)
· File is named professionally (i.e. “Last Name_First Name_Resume.pdf”)
· Matches tone and requirements of industry
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