Name: _________________________________
Required Content Check List

	Heading 

	  
	Complete Name 

	  
	Address, City, State, Zip 

	  
	Area Code, Phone number 

	  
	E-mail 

	Education 

	  
	Name of School 

	  
	Location of School 

	  
	Expected Graduation Date 

	  
	Formatting Exact

	Work History (at least one job must be listed) 

	  
	Position Title 

	  
	Name of Organization 

	  
	Location (city, state) 

	  
	Dates 

	  
	Duties of Job (minimum three)

	Honors, Awards, Activities, Volunteer Service (at least one example 

	  
	Honor 

	  
	Award 

	  
	Activity 

	  
	Volunteer Service 

	General Formatting Requirements 

	  
	The name is clearly visible on the top of the page using a slightly larger font 

	  
	Resume is typed using size 10-12 font 

	  
	The resume uses no more than two fonts 

	  
	The font is easy to read 

	  
	Categories have distinctive headings by using bold, a slightly larger font, or columns 

	  
	Information, such as work history, is listed in descending order with the most recent listed first 

	  
	Margins are ¾” – 1” on all four sides 

	  
	NO GRAMMATICAL ERRORS


