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Your resume is typically the first impression you make as a candidate, and it should be an accurate 
representation of yourself - your academic, professional, and extracurricular experiences. A traditional 
business resume is always one page, but for experienced professionals who have over 10 years of 
experience, two pages can be warranted. The following are some general guidelines that we recommend 
specifically for experienced professionals. We recommend you utilize these suggestions in addition to our 
general MAC Resume Style Guide. 

GENERAL FORMATTING GUIDELINES: 

• Times New Roman (preferred) 
• Font sizes: Name, 12; Major Section Headings, 12; Text: 10.5 
• Narrow margins (0.5”) are recommended; however, feel free to adjust the margins to keep your resume to 

one page.  
 

CONTACT INFORMATION: 

• Include your first and last name, telephone number, email address, and personalized LinkedIn URL. 
• Your full address isn’t required, you can simply use city/state.  
• Ensure the outgoing message on your voicemail states your name and instructions for the caller briefly and 

professionally.  
• Remember to customize your LinkedIn URL.  
• You can use your Kenan-Flagler Business School email account, but if you use another, make sure that it is 

a professional address and regularly check. Keep in mind that you might not have access to your Kenan-
Flagler account after graduation.  

 

PROFESSIONAL SUMMARY (OPTIONAL): 

The primary purpose of a professional summary statement is to provide the reader with a quick overview of your 
skills and achievements. This section is optional and should only be utilized by individuals with substantial 
professional experience. We recommend using the paragraph and bullet combination. The paragraph should 
summarize your experience, while the bullets should summarize relevant skills. This statement should enable 
employers to gain an immediate sense of your unique value proposition. Resume real estate is valuable - so if you 
opt to utilize a professional summary statement, make it count! Keep it engaging - this statement should entice the 
reader to keep reading your resume.  

• The paragraph and bullet points offer an opportunity to introduce key words that are closely associated with 
a particular job, industry, career, or job description. 

• Do not reiterate points already stated within the resume. 
• We recommend a minimum of 6 bullet points.  

https://www.linkedin.com/help/linkedin/answer/87/customizing-your-public-profile-url?lang=en
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EDUCATION: 

• Remember to update your anticipated graduation date. 
• You may list GPA, but only if it’s above 3.5 (optional) 
• Remember to brand yourself with both UNC and Kenan-Flagler Business School.  
• Listing your concentration under or next to MAC is optional. It is good to highlight if it supports the 

position you are pursuing, but it is OK to leave it off as it could limit the scope of your opportunities if you 
have broader employment goals.  
 

 
EXPERIENCE: 

• List any professional experience in reverse chronological order with most recent experience first. 
• If you held different roles within the same company, it's a good idea to highlight progression. List years of full tenure 

flush right on the same line as the company name. List years for each position after position title. Do not repeat the 
company name.  

• Lead with action verbs and avoid phrases such as “Responsible for,” “Duties include,” or “Assisted with”; instead, use 
action verbs to describe responsibilities and the skills gained through these activities/duties. 

• Use present tense for current positions and past tense for past jobs and responsibilities. You may add a past tense 
description for an event that happened and concluded in the past in your current role.   

• When possible, quantify your accomplishments using numbers, dollar values or percentages. Think about frequency, 
range, and scale.  
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ADDITIONAL: 

• This section is designed to be a "catch-all" that outlines anything else you want to highlight about yourself.  
• It's essential to be precise regarding language proficiency.  
• Look at the job descriptions of roles that you are interested in and include relevant technical skills as 

applicable.  
 

 

 

 


