
 

Resun1e Checklist 

Gener al Layou t & Appear ance Yes i'io 

E,·en mar..:in s. het" ·een .5 & 1.0 on all si.cles? 
Usecl iust one font? 
F ont size 10-l2pt t lu·ou..:hout ? {Excep t for yo ur name an,! perhaps sect ion heaclin..:s) 
Con sis t ent for 1natt in2' and spacll 1.g t lu·ou.ghout ? 

Bu ll et po i.nts . holclina: ancl ita lics are u secl consi.stent lv? 
F ree fro 1n punctua t io n . spell ina: and nan 1n 1at ical e1·ro1·s? 

Yerh te ns es in presen t tense fo1· curre n t exper ien c.es and past tense for past exper iences ? 

No personal pro noun s? (I. me . my ) 
No artwor k . photographs. cu t esy hu llet s. fan cy font s or colo recl ink ? (:Might he ok in art / clesi.gn 
inclustr i.es) 
1 page ? 
Aoor op riat e u se of •·wh ite space "'? I11fo1·n1at io 11 fills the pae'e ,,· itho ut look ina: crowded ? 

Dates are Ii.st eel con sistent ly ? {Eit her seaso ns OR mo nt hs .) 
Does t h e lavout sh o,,· case vo u r s kills and ex pe1·ience t o t heir be s t pos.s ih le ad, ·ant age ? 

Cont act Inf orma tion Yes i'io 
Located at top of paa:e and does n 't ta k e u p ex cessiYe amou nt of space? 

F irst and last 11an 1e? 

i\Ia i.ling aclcl1·ess where you can he conta ct ecl 6 mon ths- 1 year from no" ·? (:May i.nclucle hot h campus 
an ,! permane n t aclclresses) 
Current phone 1n unber ,,· ith profes .sion al Yoice -n1ail alread v re corded ? 

Annr opri.a t e e-mail aclclress? (Typically SLU ) 

Ex 1>erie n c.e Sect ion s Yes i\"o 
I nclucles (releYant ) full ancl par t -ti.me johs. pa icl or unpa icl in t ern sh ips. s tuclent teac hing. Yolunteer 
work and shadow ooDortu nit ies? 

i\Iu lt ip le heacli.ngs t i.tlecl stra t egically ancl t ai.lorecl "·hen poss i.h le? ('\'i-ork Exper ience . Exper ience in 
Grap h ic De sia:n. Campus Act i., ·i.t i.es. et c.) 
Sec t.ions listed in orde1· of in1portan c.e/rele,·a n ce an cl positio n s wit hin sect ion s listecl in re, ·erse 

chrono logical order ? (lllos t recent l " ) 
F u ll name of organ iz ati on or co 1npany ? 

City ancl s t a te " ·here organiza t ion is loca t ecl? (Not complete aclclress ) 
Dates t h e pos it ion , \·as he lcl? (If ong oi11g. lis ted as - Prese nt ) 

T i.t ie of posit.ion incl uclecl? 
Ea c.h bu ll et point hegius ,,· ith stro ng act ion word ? (See Re stu ne Act ion Word handout ) 

Qua n tify and qua lify clescript.ions when poss i.h le'/ ( Use numb er s!) 
S tat ement s demon strate acco 1np lishment s rat h e1· t han tas ks/ respon sil, ilit ies? 

St a t ement s clemon strate use of key sk ills? (See Re sume Act.ion \'Fore! hanclout ) 

Key i.nclust1y-speci.fi.c "·orcls ancl/o r "·orcls re latecl t o the j oh clescript.ion usecl where possi.l,le? 
Generally . d oes not include orga 11..izat io n na 1nes tha t 1·e,·eal p olitical af filiat ion . re l igio us prefere n ce 

or racia l/et hn ic hackt-i·om 1cl? 

E<lu catiou Ye s i'io 
Bee""ins with St . Lawre n ce Un i , ·ersity? (most recent I st) 

List s full name of yo ur cle~)·ee ancl ma jo1·? (Ba che lor of Art s not B .A.) 
City nam e ancl state ? 

i\Iouth ancl year of gracluatiou or expe ct ecl gracluation ? 
I nclucles GPA if 3.000 or h i..-her? GPA tak en out o,·e1· 3 cleci.mal p laces? 

Onlv li st s other colle ges if v ou were e:i·anted a degi ·ee or c.e1·t.ificate? 

I n clucle s stucly ahroad exper ience s in t h e aa111e for1nat ? 

Li sts onh · h onou eamecl aft er hi i,:h school. incluclin11:: sch ola u lup s, hon or societie s & awa, ·cls? 

Po osihle suh heacling• incluclecl "·hen appropria t e? (Rele,·ant Co\U'oework. Re oear ch Pr oje ct s. Lah or 
Te ch1iica l Sk ills . P uhl i.ca t ions ) 

!SL:ills !Section Yes No 
N a1nes spec ifi c c.on1puter sof tware pr ogi ·am s in , ,·hi ch y ou a1·e profic ient ? 

I n clucles languages . the leYel of yo,U' pr oficiency (has ic co n , ·ers at ion . intermediate . fl uent . et c. ) and 

1node s of co 1n 1n unica t ion (, ,-rit in~ . 1·ead i11a:, transla t ine;) if aoolicable ? 


