
First and last name.
Address: house number, street name, city, state, and zip code.
Telephone number including area code (make sure your voicemail is set up).
Email address (Use your TMU email or a personal professional email).

Resume Checklist

Contact Info

2-4 sentences long.
'I' statements are acceptable but not needed.



Order experience from most recent to least recent, according to the end date.
List the organization's name for each experience (do NOT include contact info).
List the city and state (or country) of where you worked or list 'Remote'.
Provide your job title.
Include the dates you were involved with the organization (month and year).
Start with an action verb or phrase at the beginning of each bullet point
describing the responsibilities or measurable re

b tio  re

http://thomasmore.joinhandshake.com/
http://bit.ly/ICG_Resources

