
WALTON CAREER CONNECTIONS
Resume Checklist

HEADER 
☐ Preferred first name and (government-recognized) last name 

(Including a middle initial is optional) 
☐ Valid and professional email address that is checked regularly 
☐ Phone number 
☐ City and state (no street address or P.O. Box)  
☐ LinkedIn profile URL (Profile should be up to date and accurate)

EDUCATION 
☐ College name and location (City, State)
☐ Degree
☐ Expected Graduation Date
☐ GPA (Students can list their GPA if it is higher than a 3.0 but is not required)

EXPERIENCE AND/OR LEADERSHIP/ACTIVITIES/VOLUNTEERING
☐ Job Title / Position 
☐ Company / Recognized Student Organization
☐ Address (City, State) 
☐ Date Range worked (use consistent month formatting)
☐ Job tasks

SKILLS 
☐ Hard Skills - technical skills, software applications, licenses, certifications, training
☐ Additional Skills - academic coursework, relevant traits, career-related interests 
☐ Languages - Do not include if English is your only language

FORMATTING (Sections can be reordered and/or renamed as necessary 
for emphasis.) 

☐ 1 page with white space (1.5 – 2 pages only if you have the content to justify it)
☐ No more than 2 different standard serif or sans-serif fonts in 11-12 point type size
☐ 1” or 0.5” margins on all sides
☐ Role descriptions are in consistent bullet point form 
☐ Grammatically correct, no misspelled words or names
☐ No pictures, no colors, no decorative elements

Willard J. Walker Hall, Suite 226
479-575-6100  

wcobcdc@uark.edu

Still need help with your resume?
Stop by our office for a Resume Refresh.

Resume Refresh Hours:
M  W  F  12-3pm
T  Thur  9-11am
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