
 
 

RESUME & COVER LETTER CHECKLIST 
FORMATTING & REVIEW 
 
☐  Length – Cover letters should not exceed 1 page.  Your resume should be 1-2 pages in 

length.  A c lear and concise 1 page resume is  ideal for ear ly  career professionals.   
 
☐  Margins – white space is  important.  1- inch margins on al l  s ides (top,  bottom, left,  

r ight)  is  recommended.  Avoid margins smaller  than 0.5 inches.  
 
☐  Spacing – ensure that there is  adequate space between sections and paragraphs to 

prevent your documents from being too dense. 
 

☐  Font s tyle and s ize  – Use a 10 – 12 pt font for your section headers and body text.  
Your name can be a b it  larger (14 – 18 pt) .  Classic fonts ( i .e . ,  Cal ibr i ,  Ar ia l ,  Georgia,  
T imes New Roman, Garamond) are preferable.  Maintain a consistent approach 
throughout.   
 

☐  Bul let sty le – should be s imple ( i .e. ,  c ircles or boxes)  and consistent.  Ensure that al l  
bullet points are in a l ignment.  

 
☐  Dates  – ensure al l  dates maintain cons istent  formatt ing and al ignment throughout.   

 
☐  Emphasis  (bold,  ital ic,  underl ine,  uppercase)  – should be used strategical ly  and 

consistent ly  to help organize your sections and draw attent ion to essential  
information.  Note that  overuse of  emphasis  can be distract ing to the reader. 

 
☐  Reference the Posting – review the job post ing and your resume/cover letter s ide-by-

s ide to ensure you have strategical ly  demonstrated the ways in which you meet the 
qual if icat ions of  the posit ion.  Have you made the effort to integrate key words from 
the job posting or occupat ion to demonstrate th is?   

 
☐  Proofread – ensure your document is  free of  grammatical,  spel l ing and punctuat ion 

errors.  Read your document s lowly,  l ine-by- l ine.  Do not rely  so lely  on spellcheck and 
have your resume/cover letter reviewed by others.  

 
 
 Notes: 
 
  



 
 
RESUME 
 

Reminder:  Your resume should be 1-2 pages.  Do not include f irst person pronouns (“I”).   
 
☐  Contact Information – clear ly  display your ful l  name, ci ty  and province,  email  address,  

phone number ( including area code) and L inkedIn URL at the top of  your document.  
 
☐  Summary Section – ∼3-5 bullet points that highlight your key ski l ls ,  experience and 

qual if ications  re lated to the pos it ion.  Alternate headings: Professional Summary,  
Summary of  Qual if icat ions,  Highl ights of  Qual if icat ions.   
 

☐  Education Sect ion – include the complete name of  your credentia l ,  educational 
insti tut ion,  c ity  and province,  and year of  graduat ion or expected graduation.  
Optional :  GPA or honours,  scholarships,  recognit ion (Dean’s  L ist) .    

 
☐  Resume Style – determine whether a chronological  or  funct ional  resume wil l  best 

highl ight your ski l ls  and experience for the posit ion you are applying for.  
 

☐  Relevant Experience Section (Chronological )  – l ist  experience ( incl .  paid work,  
unpaid placement,  etc .)  in reverse chronological  order.  Include job t i t le ,  
company name, ci ty  and province,  and start-end date.  Under each experience,  
organize bul let points outl ining relevant ski l ls ,  responsibi l it ies  and 
achievements.  Did  you use the STAR strategy to formulate condensed bul let 
points that begin with a  strong act ion verb? 

 
OR 

 
☐  Relevant Ski l ls  Section (Funct ional)  – consult the job post ing and identify  ∼3 

key ski l l  categories.  Under each category,  organize bullet points that outl ine 
relevant/transferable ski l ls  and experiences. Did you use the STAR strategy to 
formulate condensed bullet  points that begin with a s trong action verb? 

 
☐  Work History Section (Funct ional)  – l ist  work  history including job t i t le,  

company name, ci ty  and province,  and start-end date.   
 
☐  Addit ional Sections  – dependant on indiv idual experience and profession.  May include 

but not l imited to: Addit ional Experience,  Volunteer and Community Involvement,  
Certif ications and Achievements,  Memberships and Aff i l iat ions,  Technical  Ski l ls ,  etc.   

 
☐  References – do not include references on your resume unless explicit ly  required as 

per the job posting.  Organize your references on a separate page.  I t  is  not  necessary 
to include “References  Available Upon Request” at the end of  your resume.   

 
 
 Notes: 
 
  



 
 
COVER LETTER 
 

Reminder:  Your letter should be 1 page in length,  written in standard business format.  
 
☐  Contact Information – include your ful l  name, city  and prov ince,  email  address,  phone 

number ( including area code) and L inkedIn URL in the same format as your resume.   
 
☐  Date of  Application – include the date you submitted your application ( i .e. ,  January 

5t h ,  2023).   
 

☐  Recipient Contact Information – include the recipient’s  name, t i t le ,  company name 
and complete address. This  may require additional research.  
 

☐  Subject or Reference Line – should include Job ID or Reference Number ( if  avai lable)  
and posit ion t i t le.  For example: ‘RE: CAC-001 – L ibrary Assis tant – Cornwal l . ’  

 
☐  Sa lutation – review the job posting and/or do additional research to conf irm the 

recipient’s  name. I f  no recipient can be ident if ied,  inc lude ‘Dear Hir ing Manager. ’  
 
☐  Br ief  Introduct ion (Paragraph One) – Introduce your resume and express enthusiasm 

for the posit ion.  Include posit ion t i t le  and where you found the posting.  
 

☐  Concrete Examples (Paragraph Two) – Expand (not repeat)  on your  resume and explain 
how you meet the requirements outl ined in the job post ing by providing 1  or 2  clear 
and concise examples with context.   

 
☐  Courteous Clos ing (Paragraph Three)  – Restate interest in the posit ion and company.  

Welcome the opportunity to share more about yourself  at an interview and thank the 
employer for their  consideration.  

 
☐  C los ing Remark and Signature – include a poli te clos ing remark ( i .e. ,  ‘S incerely, ’ ) .  Add 

your s ignature (digita l  or  handwritten)  fol lowed by your name typed out in ful l .  
 
 
 Notes: 
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