
RESUME CHECKLIST 
 

 

Appearance and Organization 

 Visually pleasing and easy to read – looks like a professional document.   

 

Content 

 Correct and consistent verb tenses (current experience in present tense and past jobs in past 

tense) 

 Minimal use of repetitive words 

 Capitalization, punctuation, and date formats are consistent – NO typos or spelling errors 

 

Format/Design 

 No more than two typestyles are used  The reproduction is clear with no faint 
letters, stray marks, or blurry words 

 Bolding, italics, and capitalization are 
minimal and consistent 

 Margins and line spacing keep the page 
from looking too crowded 

 Printing is on one side of the page only  

 

 

Contact Information 

 Clearly presented a top of each page 

 Include: Current address, both home/cell numbers, and professional-sounding email address 

 

Education 

 List most recent degree, school, and 
location 

 List honors and awards, including GPA if 
above 3.0 

 Indicate intended major (if relevant)  Include relevant certificate programs 
 

 

Extracurricular Activities 

 Each paid, volunteer, or internship 
experience that you list should include:  
Title, organization name, city, state, 
and/or country, dates, description of 
responsibilities (using action verbs), and 
list of offices held (and emphasize 
leadership roles). 

 Foreign study/language fluency and 
relevant conferences or summer 
enrichment programs attended 

 Memberships and affiliations  Certifications (such as CPR) 

 Sports participation, including travel teams 
and ANY school clubs or events 

 

 

 

 

 

 



COMMON RESUME MISTAKES 
 

 

Too Long 

 One page is preferred, two pages if your experience warrants  

 
Grammatical or Spelling Errors 

 Errors suggest carelessness.  Have at-least two others proofread your resume.  Do not rely on 

computer spelling or grammar checks. 

 
Hard to Read 

 A poorly typed or photo copied resume does not look professional 

 If submitting a paper copy, print on a laser printer.  Use plain typeface, no smaller than 12-point 

font. 

 
Disorganized 

 Create a resume that is logical in order and arrangement so that it can be easily read and 

followed. 

 
Not Concise 

 Avoid excess wording, use lists or bullets, avoid jargon 

 
Irrelevant Information/Fancy Design 

 Do not include ages, gender, marital-status, height, weight, and health information – be concise. 

 Avoid exotic fonts, colored-paper, photos, binders, and graphics/symbols. 

 
Too Modest 

 Your resume is a sales tool that showcases your best qualifications.  You want to stand-out 

among other candidates.  Put your best-foot forward WITHOUT misrepresentation, falsification, 

or arrogance. 

 
Poor Description of Experiences or Extracurricular Activities 

 Provide detailed descriptions of tasks, skill, accomplishments while remaining concise  

 
Incomplete References 

 Provide name, address, phone number, e-mail address, and correct titles of all references 

 


