
R1 R2Resume not in Standard Booth template Can only be ONE page

R3 Font  size is too small (must be AT LEAST 10pt)

R4 Font  style is not one of the Booth standards
(Arial, Calibri, CG Times, Courier or Times New Roman)

R5 Margins must be AT LEAST ½”

R6 Must use Booth  email

RECOMMENDED CHANGES
O1) SCHOOL/DEGREE NAME  - The official name of the school 

is “The University of Chicago Booth School of Business” -
The correct name of the degree is “Master of Business 
Administration” 

O2) ADDITIONAL SECTION - The Additional section is often 
used by recruiters as conversation starters.  Consider adding 
bullets relating to hobbies/interests/volunteer leadership 
work – these are things that reflect your personality and are 
relevant for the career your are seeking.

O3) CONSISTENCY IN ABBREVIATIONS - We suggest you 
remain consistent in your use of abbreviations, ( e.g., Jun, 
Sep, Oct, OR June, September, October)

O1

O3

Booth Resume Formatting 101
When your resume does not comply with Booth’s formatting guidelines, it cannot be included in the Resume
Database for Full-Time Employment – Changes include 6 required to comply and 3 recommended. Why is this
important? Recruiters have come to expect consistent formatting for Booth resumes and it aids their ability to
quickly identify your experience, skills and interests that match the role in their organization.

O2
Additional section 
not included



RECOMMENDED CHANGES - COMPLETED
O1) SCHOOL/DEGREE NAME  - Correct official name of 

the school “The University of Chicago Booth School of 
Business” – and degree “Master of Business 
Administration” are used

O2) ADDITIONAL SECTION - Additional section added 
with bullets relating to hobbies/interests reflecting 
personality/passions and relevant to your future career

O3) CONSISTENCY IN ABBREVIATIONS – Abbreviations 
are consistent ( e.g., Jun, Sep, Oct, OR June, 
September, October)

R1 Resume in Standard Booth template

R2 Resume is ONE page

R3 Font size is AT LEAST 10pt

R4 Font style is one of the Booth standards
(Arial, Calibri, CG Times, Courier or Times New Roman)

R5 Margins are AT LEAST  ½”

R5 Chicago Booth email is used

Booth Resume Formatting 101
This is an example of a Chicago Booth style formatted resume. Once in this structure, you can focus on content
and tailoring to a specific function and/or industry. This will highlight accomplishments and focus recruiters
attention – avoiding extra effort to search for key skills/experience.



Booth Resume Formatting 101
Preparing your resume involves two steps. First, prepare your resume to comply with Chicago Booth’s
formatting requirements (and recommendations). Second, further polish your resume by focusing on content.
If you have specific questions, speak to a Career Coach.

First, to format your resume… Use resume template CHICAGO.DOT as a guide/foundation
Then, to edit/refine formatting… Follow these steps:
1 Delete non-standard content In  incorrect example, section between contact information and Professional Experience

2 Include three sections and order properly 1. EDUCATION
2. EXPERIENCE
3. ADDITIONAL (or ADDITIONAL INFORMATION)

3 Include 2-5 bullets for Additional section Include initial content, mostly for initial pass on spacing/page length

4 Ensure formatting is appropriate:
a) Font style
b) Font size
c) Paragraph and line spacing
d) Margins

a) Select Arial, Calibri, CG Times, Courier, or Times New Roman
b) Set between 10-12pt font – can adjust later to fit to 1 page
c) Set paragraphs before/after to “0”, set line to “single” – can adjust later
d) Set all at ½” – can adjust later to center on page

5 Confirm resume is 1 page If not, can address in content – fewer bullets, more concise wording

6 Include Chicago Booth email address Add Chicago Booth email address and delete any other (e.g., do not use Yahoo, Gmail, 
etc.)

7 Include correct institution and degree 
names

a) The University of Chicago Booth School of Business
b) Master of Business Administration
c) Check others via institution websites and/or consult with Career Coaches and 

Career Advisors

8 Review/edit all abbreviations Be consistent throughout resume – Common examples:
a) Months (Jun or June or 6)
b) Years (2010 is preferable versus ‘10)
c) Numbers ($ or USD, million or M or MM or m, percent or %)

9 Review/edit for consistent use of CAPS Education Institution Names and Company Names – ALL CAPS or Title Case

Second, fine tune content Refine bullets to target function/industry
Reference the Resume section on the Career Services 
website.


