
RESUMES:
BASIC COMPONENTS

SEQUENCE

• Use reverse chronological 
order (most recent to least 
recent)

• List experience from most 
important to least important 

• Your college education 
should go at the top, it is the 
most relevant thing you are 
doing (do not list your high 
school education)

• The rest of the order is up 
to you. Is your leadership 
experience more impressive 
than your work experience? 
Flip categories around 
to reflect your most 
significant categories. Sports 
achievements will go at the 
bottom unless you are a CU 
Student-Athlete.

LENGTH

• No longer than 1 page

• Consider removing sections 
that do not pertain to the 
job you are applying for

• Use short, concise, bulleted 
statements to fit all of your 
information on the page

ALIGNMENT

• Alignment should remain 
consistent throughout the 
entire document

• For example: Organizations 
you worked for, job titles 
you held, and dates of 
employment 

FORMATTING

• Should remain consistent 
throughout your resume

• If you choose to bold and 
italicize your job titles, make 
sure you bold and italicize 
all every job title in the 
document

• Don’t go overboard with 
bold, italics, and capitalized 
font

• Do not use periods/
punctuation

• Keep dates formatted 
the same throughout 
(i.e. September 2014 - 
September 2016)

ERRORS

• Your resume should be 100% 
error free.  No exceptions.

• Proofread & review your 
resume for spelling, 
grammar, and punctuation

• Ask someone else to review 
it as well--a career advisor, 
faculty/staff member, or 
parent 

CONTENT

• By the end of your 
Freshman year, you should 
aim to replace 50% of your 
high school experience 
with college experiences. 
Get involved so that you 
can start trading your high 
school experiences for 
college experiences. (i.e. 
clubs, relevant coursework, 
projects, student positions, 
work experience, 
internships, etc.)

• By the end of your 
sophomore year, you should 
have removed all high 
school experience from your 
resume. 

MARGINS, WHITE SPACE, 
FONTS

• Limit excessive whitespace 
as much as possible (you 
want the page to be full)

• Bullet your content so it is 
easy for the employer to 
read 

• Do not include large blocks 
of text on your resume

•  .5’’ and 1’’ margins are 
recommended for business 
school resumes (try not to 
go below .75)

• If you are running out of 
space, minimize the spaces 
between entries (i.e. change 
12pt spaces, to 8pt) Make 
sure to keep consistent. 

• Font Size: Use 12 point 
font if you don’t have a lot 
of content, use 10 point 
font if you are having 
trouble fitting all of your 
information, do not use 
below 10 point font


