
 

 

 

Résumé Checklist 
 

Layout & Design 
 

Margins: Are your margins large enough for your résumé to be easily read?   1 inch maximum or 0.5 
inch minimum, all the way around the page. 

 

Font: Did you choose a font style and size that is easy to read and appropriate for your professional 
goals? Did you choose to use bold or italics as needed to differentiate details in the résumé? 

 

Layout: Did you choose a layout that is easy to read and consistent throughout the document? 
For example, if you chose to center your headings or put them flush left, did you keep this layout 
consistent throughout your résumé? 

 

Length: Did you limit your résumé to one page (or up to two full pages for highly experienced 
candidates)? 

 

Target 
 

Job Description: Did you use a job description to help you identify the most important skills and 
assets to highlight in your résumé? 

 

Key Words: Did you identify keywords from the job description that will likely be used by 
employers’ applicant tracking software? Did you include these terms in your résumé, if they are relevant 
to your experiences? 

 

Name and Contact Information 
 

Name: Is your name at the top of the page, the largest font, and in bold?  

Address: If you included your address, did you remove your street address for safety purposes (unless 
specifically asked to be included by an employer)? 
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Content 
 

Education: Does your education section state your official degree and expected graduation date? 
Did you include 


