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PAGE MARGINS 

FONTS 

 Use between a .5” to a 1” margin at the top/bottom/left/right of the page. 

 Be sure your resume does not look too crammed or have too much white 

space. 

 For proper alignment, use the tab and margin adjustment keys vs. space bar 

on computer. 

 Select a font and size that is easy for others to read. 

 Use the same font throughout resume. 

 Select a font size between 14 and 24-point for your name. 

 For the rest of the contact section and the body of your resume, select 

between 10 and 12-point font. 

CONSISTENCY 

HIGHLIGHTING KEY PIECES 

 Abbreviate dates and locations (city/state) the same throughout resume. 

 Punctuation following bulleted items should be consistent.  Either use a 

period at the end of a statement or leave it blank. 

 Use consistent and appropriate verb tense throughout resume. 

 Section headers should be written the same so their look matches one 

another.  For example, if you use all caps for one, use it for all. 

 Use Bold and/or Italics on key pieces of information (name, section headers, 

degree(s), job titles, etc.) to appear more prominently on the page. 
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▪ On the following two pages, you will find a set of Action Verbs to help you best describe and 

classify your experiences.  Be sure to also refer to a Thesaurus for more ideas. 

▪ Do not forget the Resume Checklist (Supplement section)! 

TABLES 

 Tables help make effective use of the page when providing several one or two-word 

pieces of information. 

 If pasting in an actual table vs. using the tab key to create columns and rows, consider 

hiding the table outline for a more pleasing look. 

 For listing skills or similar, use no more than 3-4 columns and provide at least 1-2 full 

rows of valid information. 

HARD COPY RESUMES 

 Print resumes and related documents (cover letters, reference page, thank you letters) 

on resume quality paper (20lb. bond paper) using a laser printer when possible.  Inkjet 

printers may cause the ink to smear on high quality paper, especially in humid climates. 

 Hold the paper to the light to determine if it has a watermark.  You should be able to 

read it from left to right.  Print the resume on that side of the paper so that the 

watermark does not appear backwards or upside down. 

 Use light color resume paper (white or ivory) so that employers may make clear copies.  

Darker colors tend to create blurred copies. 

 Bring extra copies to your interviews for those who may not have received it! 

HIGH SCHOOL ACTIVITIES 

 Leave your high school off the Education section of your resume UNLESS you are 

applying for a position at the same school or district.  It is understood that you 

graduated from high school when your college degree and expected date of graduation 

are provided. 

 Underclassmen may include experience, leadership, activities, honors, etc. from high 

school provided it is relevant to your goals and/or you do not have more recent 

information to share. 

 When providing both high school and college activities and/or honors, consider using 2 

columns to easily identify high school from college.  


