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I. Background  
Each year, the Career Opportunities Center (COC) creates electronic books comprised of all of the resumes of students participating in recruiting. These are accessed by employers who expect to see standardization across all the resumes. In order to participate in the Tepper Symplicity* electronic resume books, your resume MUST be in one of the four Tepper Resume Templates- A, B, C, D.   Resumes that are not in the template will be excluded and not viewed by recruiters.


II. Tepper Template Rules ( and Checklist )
Use the following checklist to ensure your resume is in compliance with the Tepper template.  Your resume must: 
· Communicate skills based content: Unless you are not a career switcher, your resume needs to communicate that you have skills (based on your past experience) that are transferrable to the role you are pursuing.  For example, every company wants to hire Leaders/Team Players. So, if you have that characteristic from your past experience, put it on the resume. 
· Look exactly like the templates. So, where the template is bold, you use bold. It’s all caps, you use all caps. Your resume must:
· Feature your NAME in bold and ALL CAPITALS.  (We recommend a 14 point font for your name).  Do not underline/hyperlink your email address.   
· Communicate your address on the left below your name. And, on the right, provide your phone number and email. 
· Have center justified headings in all capital letters (not bold or italics, etc.).
· Use only the EDUCATION, EXPERIENCE, and ADDITIONAL INFORMATION headings which must be in the same order/placement as they appear on the templates. This applies to Templates A, B and D. However, if you use Template C (most appropriate for students who have little work experience) you may use the COURSEWORK/SKILLS/PROJECTS heading.  Pick one or all 3 of these labels. 
· Use only basic round bullets (no square bullets, arrows, asterisks, stars, check marks, etc)
· Do not exceed one page in length
· Use only one font which can be either Times New Roman or Arial size 10, 11 or 12 (except for your name which can be larger).  
· Be created in Microsoft Word in the .doc format. Do not convert it to any other format including DOCX, RTF or PDF.
· Have at least one half (.5) inch margins on all four sides.
· Not use headers or footers.
· Not have “Track Changes” enabled.  Accept all changes made in “Track Changes” prior to uploading your document or recruiters will see the edited text in the converted document.
· Not include personal pronouns (I, we, their, or my).
· Not include “References Available Upon Request”.
· Be proof-read for consistent punctuation and style within a section – e.g., degree titles, periods, locations, dates.
· Use your judgment on the following topics. Based on your opinion, you can add or delete:
· Educational experiences beyond your graduate and undergraduate universities   
· Choose whether or not to list undergraduate honors, awards, overseas study, etc.  
· Your previous GPAs, GMAT or GRE scores (you can simply delete those fields).  Importantly, Tepper does not allow students to share their GPA on resumes for the degree currently being pursued.
· The number and nomenclature of the bullets in the EXPERIENCE section.  You decide which skills to highlight and the quantity you think are important.
· Your citizenship status. If any of the content on your resume suggests that you might not have the long-term legal right to work in the US, but you do indeed have U.S. citizenship or permanent residency, state that on the bottom of your resume.  

Quick Tips to help you navigate the templates: 
a)  Press F11 to go to the next available field. Do not use the tab key to do so b) To delete a section, select the entire line by clicking in the white empty space to the left of that line. Then push the delete key. c) To delete more than one line, continue to drag downwards while holding down the mouse button.
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