
HCZ Resume Template Checklist 

 Margins: Top/Right/Left  – 0.75”, Bottom – 0.50” 

 Spacing:  Single and no extra space after paragraphs 

 Font: Calibri, size 11 (Section Headers should be size 12, Name should be size 20) 

 Punctuation: There should be no periods at the end of any bullets 

 Number format: Numbers should not be written as words (ex., supervised 3 students), except for phases with 

numbers (ex., one-on-one training)  

 Initial Spell Check: Make sure spell check in Word is on and run through to check for errors  

 Tabs: Check for alignment and uniformity  

o Section headings are aligned to the left margin 

o Company names are aligned to the left margin 

o Dates are right-aligned at 7.75” 

 Bullets: Check indentation and alignment 

o Bullet points start at margin, Text starts at 1/4th inch in from bullet 

o Items in the Work Experience, Community Involvement, and Additional are bulleted 

 Heading: 

o Check format to the HCZ resume template 

o Name should be bold, all caps, size 20, No abbreviations (ex. Spell out apartment)  

o There should be one line break after the heading and before Education section  

 Titles: Consistent with the template (Education, Work Experience, Community Involvement, Additional) 

 Education:  

o Name of educational institution is in all caps and in bold 

o Degree is in bold and proper caps (Ex., Bachelor of Science, Chemistry, GPA: 3.5) 

o Optional considerations to include in school info: Second major/minor, GPA, and relevant coursework 

under school section in bullets 

o  Dates are right aligned. If completed, should say (May 2016), if not, should say (Expected, May 2016) 

 Work Experience: 

o Experiences should be in chronological order with the present experience listed first even if it started    

in the past (ex., 2009 – Present goes above 2010 – 2011 experience) 

o Company names in bold only, Job title is italicized only 

o Dates include months (not abbreviated) and years with space before and after the dash, not in bold  

(ex., September – December 2012) and are fully right aligned to the page 

o Student should add any HCZ work experience in which they were paid to fill a formal internship role 

o Check the way the company names are presented. Google to confirm property punctuation and spelling 

 Ex.  MAC should be MAC Cosmetics and Time should be Time Inc 

 Community Involvement:  

o Organization is listed in bold with proper caps, role is italicized, years are (year – year) and right 

justified, can add short description of activity if space permits 

o If desired, student should add HCZ participant experience (see template for example wording) 

 Additional: 

o Remove any subheadings that do not apply to the student (ex., Language, Trainings and Certifications) 

o Format for subheadings should be consistent with the resume template 

 Grammar & Punctuation: Is each phrase a complete thought? Do you understand the role from the description? 

 Send to Julie or Christa when complete 



HCZ Annotated Resume Template 

Directions: Follow the checklist and this annotated resume to screen the resumes for your students. 

 

 

 

 

 

 

 

0.5” 

Chronological order, 

most recent first 

Determine which subheadings 

apply, make sure formatting is 

consistent with this template 

An example of how to format 

multiple work experiences at 

the same organization 

Use numerals 

For all line items: Header should 

be in caps & size 12, rest of text 

size 11, Company in bold, role 

italicized, Single-spaced text 

jk 

Dates are 

all right-

aligned 

Initial words should be in past 

tense (unless a current job 

role – see L’Oréal example) 

Bullet points are aligned 

with text; bulleted text is 

indented by 1/4th inch 

Spell out months, add 

spacing & long dash  

Double-check company name and job title 

FINISHED? Run a quick spell check before 

sending to Julie or Christa! 

0.75” 

0.75” 

Check each bulleted phrase for grammar and punctuation.          

Do you understand the description? 


