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In Brief – Put in Chat
What About You?
1. Name, PhD/MS/MA
2. Field of Study
3. Teaching? Industry?

Government? Non-profit?



Your CV/Resume 
Knowledge

What are 3 things you 
know about an effective 
CV or an effective 
resume?



Top 10 CV/Resume “Do’s” 
1. Length:  Resume:  1-2 pages I CV – Multiple pages
2. 11-12 point font 
3. .7”-1” margins all around
4. Reverse Chronological Order 
5. Consistent font, spacing, organization
6. Education section at/near top for students
7. Use bullets for Experience descriptions
8. Weave “keywords” from each job listing throughout – hard skills in 

Skills section and in Experience; soft in Experience
9. Provide examples of success (best if quantified) – emphasize 

achievements, not tasks or responsibilities
10. Use Active Verbs!  Highlight your contributions 



Goals of Resume and CV
YOUR GOALS

üGet your resume read by a human (get 
through ATS)

üFeature relevant content

üStrategically feature academic qualifications, 
skills, strengths, experience and knowledge

üShow your alignment with the position

üObtain an interview

AN EMPLOYER’S GOALS

ØCompare you to other applicants

ØUnderstand your alignment with position

ØNarrow the pool of applicants

ØConsider you for an interview



Who Can Give you Feedback on 
Your 

CV  or Resume?
Advisor, Faculty

Mentors
Other Students 

Alumni
Career Professional 

“You Shouldn’t Be Your Own Surgeon.
You Shouldn’t Edit Your Own CV/Resume.”



If You Could Tell An Employer Only 3 
Things About You, What Would You 
Want Them to Know?

What are your strongest “selling points”?  

• Skills & Techniques 

• Achievements/Awards

• Experience

• Professional Qualities

(Hint:  Compliments from a professor or supervisor?)

Take a minute now to jot them down



Writing the Resume

If you are applying to 5 
internships/jobs, how many 

CVs or resumes are you 
creating?

5

Writing the CV or Resume



JOB DESCRIPTION RESUME

Use Key Words from Job Description 
in Your Resume

2) When saving your 
resume, what do you 
name it as?

Last, First_Resume



Why are key words important?

• 75% of employers 
use Applicant 
Tracking Software 
in hiring process
• 94% of recruiters 

say ATS systems 
have positive effect 
on hiring process
• 70% of resumes 

never see human 
eyes

ATS
Do Not Use:
• Tables
• Borders
• Columns

Be sure:
• LinkedIn 

up-to-
date

• Keywords



Now, Use the STAR Method to 
Describe those Achievements

STAR = 
SITUATION 
TASK
ACTION 
RESULT

i.e., Reviewed 40,000 data items, and 
used R and Pivot Tables to analyze and 
draft analysis, used in publication The 
Food We Eat, [citation in proper form].



Examples that transform task-based statements into 
accomplishment-based statements
Damore-McKim Northeastern Resume-Cover Letter Guidelines

• Before:  Managed contracts and change orders on each construction project.
• After:  Managed contracts and change orders on construction projects, ensuring they were 
completed on time, and within budget. 

• Before: Headed various marketing projects delegated to intern staff. 
• After: Managed market research project to assess customer service needs; made two 
recommendations for service improvements, which were implemented and increased customer 
satisfaction scores by 34%.

• Before:  Created and dispersed “e-blasts” – marketing advertisements sent to the association 
members by email. 
• After:  Created and sent “e-blasts” to association members resulting in a 30% “open” rate, 
exceeding the standard, average rate.

• Before:  Actively managed all online advertisement billing. 
• After:  Managed $7 million of receivables for online advertisements. 

https://damore-mckim.northeastern.edu/wp-content/uploads/2019/01/gcc_resume_coverltr_guidelines2017.pdf


Bullet Point Statement – Formula 
for Resumes and Industry CVs

Action Verb + Quantification (optional) + Purpose/Achievement

Action Verb
Quantification Purpose/Achievement

Developed Code for GPS receiver using 
Mathematica now utilized by 
company

Facilitated 12 programs per semester to promote student academic 
success and social transition to 
college

Collaborated With a team of 4 To create concept, design, and 
program of a video game that 
entered prototype stage

Measured

Authored 5 articles on correlation between atoms 
and perception of physical spaces

Performance of a company server 
and made recommendations 
implemented by managers to 
improve efficiency by 10%

Published in 2019 IEEE Journal



Resume vs. CV 
RESUME

1.  Length:  1-2 pages

2.  Advisor Name:  not unless famous

3.  References:  Nope

4.  Publications:  Only if relevant (i.e., 
“Selected Publications”)

5.  Bullets:  Yes

6.  Purpose: concise snapshot of professional 
identity, touts achievements, advocates – for 
jobs outside research

CV

1.  Length:  Multiple Pages with more headings

2.  Advisor Name:  Name dropping common

3.  References:  Yes.  Name, title, institution, 
phone, email

4.  Publications:  Yes! 

5. Bullets:  Optional but preferred

6.  Purpose: Establish a scholarly, research focused 
identity and demonstrate scholarly potential 



Optional Qualifications or Profile  Section 
for Resume or CV for Industry   
Qualifications
• 6+ years of experience in applied research informing public policy
• Proficient in data analysis with programming knowledge in R and Python
• Specific expertise in engaging with external stakeholders
• Skilled in monitoring and analyzing policy research in the area of economic rights
OR

Profile:
• Molecular geneticist and bioinformatics expert with 5+ years experience in inflammation research
• Co-PI on 2 independent grants ($125k)
• Author of 6 publications in peer reviewed journals including 3 first author papers
• Interdisciplinary collaborator with experience working in clinical and translational settings

Common on a Resume:  Be strategic and 
change qualifications to reflect priorities in job 

posting!

Note:
1. Summarize primary accomplishments

2. Supplement with soft skills
3. Quantify using numbers wherever possible



Optional Resume or Industry CV Section:  
Summary, Qualifications, or Profile

Summary:  highlight most significant capabilities, achievements & personality traits

Adjective that describes you: forward thinking and entrepreneurial

Job Function or Role: mechanical engineer

Relevant Experience or Skills: experience at iRobot, in lab, with MATLAB

Achievements: Won 1st place in robotics competition by leading interdisciplinary 
collaboration

Something personal:  Blends drive for excellence with humor and teamwork.

“Forward-thinking and entrepreneurial mechanical engineer with lab experience.  
Achieved 1st place in robotics competition by leading interdisciplinary collaboration.  

Blends drive for excellence with humor and teamwork.”



Action Verbs* to Use on Your Resume or CV

*UC Boulder Career Office - https://www.colorado.edu/career/job-searching/resumes-and-cover-letters/resumes/action-verbs-use-your-resume



Recommended 
Fonts   
University of Chicago Graduate School
U of Chicago Grad School Resume and 
CV Guide

Not recommended:

•Times New Roman

• Calibri 

• Cambria 

• Comic Sans

https://grad.uchicago.edu/wp-content/uploads/2018/03/Resumes-and-Cover-Letters-IME-Jan-2017_0.pdf
https://grad.uchicago.edu/wp-content/uploads/2018/03/Resumes-and-Cover-Letters-IME-Jan-2017_0.pdf


What is a Curriculum Vitae 
(CV)?

Detailed, comprehensive description showcasing 
your educational background, intellectual and 
academic accomplishments, research and teaching 

When to Use:  when applying for teaching, 
research, international positions, fellowships, 
grants, post-docs, even industry interested in your 
research 

Audience:  employers interested in your academic 
and educational history and achievements



What can a CV include?
Name & Contact Info

Education

Experience:

o Research

o Teaching

Professional Experience – Academic and 
Non-Academic

Academic Service

Technical/Specialized Skills

Conferences

Presentations

Publications

Grants, Honors, Awards, 
Fellowships

Professional Memberships

Professional Certifications, 
Workshops

Field Experience

References

PRO TIP:  The 
CV order 

should reflect 
the most 

impressive and 
salient parts of 
your academic 

and 
professional 
career, after 
Name and 

Education.  If 
you have a 

highly 
prestigious 

fellowship or 
publication, 

lead with that 
section.  



Understanding Your Audience
For industry or non-academic 
positions: 
Who will you work with and 
work for?  
◦ Are you the only PhD? Many 

PhDs?

What is mission/goal of 
department or institution?

For academic positions:
Is job teaching or research 
focused?  
o What course offerings are 
similar to those you have taken 
or taught?
oWhat are the faculty’s research 
and publication interests?
oWhat opportunities and 
expectations exist for research 
and publication?  



















Pro Tip:  Show Achievement, Not Just Task!
Research Experience
Graduate Research Assistant, Dept. of Civil Engineering May 2019-Present
University of Rhode Island, Kingston, RI
• Examined and categorized particles on electron microscopes resulting in journal 

articles in two national publications
• Accomplishment formula:  Action verb + accomplishment + result

Teaching and Mentoring Experience
Teaching Assistant, Introduction to Structural Engineering Jan. 2018-May 2019
College of Engineering, University of Rhode Island

• Prepared lectures and class activities focusing on the analysis of determinate and 
indeterminate structures for 15-25 undergraduates

• Created and graded courses assessments 
• Recognized as Teacher of the Year by Students



Guidance and Sample CVs
1.https://grad.uchicago.edu/wp-content/uploads/2018/03/CV-Guide_0.pdf
2.https://careerhub.students.duke.edu/resources/curriculum-vitae/
3.https://careeradvancement.uchicago.edu/files/docs/cv-guide-rw-2015.pdf

Faculty CVs: 
•https://careerservices.upenn.edu/application-materials-for-the-faculty-job-search/cvs-for-
faculty-job-applications/

•https://career.ucsf.edu/sites/g/files/tkssra2771/f/wysiwyg/ResearcherAcademicCVTips.pdf
•https://career.ucsf.edu/gsp/faculty-samples

1. Scroll down to where you see “Annotated examples” -- these are examples of CVs 
that have been highlighted with certain sections to help guide you as you craft your 
CV

https://urldefense.proofpoint.com/v2/url?u=https-3A__grad.uchicago.edu_wp-2Dcontent_uploads_2018_03_CV-2DGuide-5F0.pdf&d=DwMFaQ&c=dWz0sRZOjEnYSN4E4J0dug&r=7jmfXVNccQHRkGWsUOHv9Gy9A38EHJtQcUxC65HXjY0&m=tsWq_CXSaJ61G_5v-9d-BjRAULRz0XvtiubRJeehg4fWk1EHGfrxD9C6LC4bmUE9&s=20_ZNCjQkJ54tEzIC_yHP2c520e62JYFrSuzIn3GFVM&e=
https://urldefense.proofpoint.com/v2/url?u=https-3A__careerhub.students.duke.edu_resources_curriculum-2Dvitae_&d=DwMFaQ&c=dWz0sRZOjEnYSN4E4J0dug&r=7jmfXVNccQHRkGWsUOHv9Gy9A38EHJtQcUxC65HXjY0&m=tsWq_CXSaJ61G_5v-9d-BjRAULRz0XvtiubRJeehg4fWk1EHGfrxD9C6LC4bmUE9&s=WcSvnSMs4jNzne0KFUqOfodiNmvzl9TIzhBIqokEL2g&e=
https://careeradvancement.uchicago.edu/files/docs/cv-guide-rw-2015.pdf
https://careerservices.upenn.edu/application-materials-for-the-faculty-job-search/cvs-for-faculty-job-applications/
https://careerservices.upenn.edu/application-materials-for-the-faculty-job-search/cvs-for-faculty-job-applications/
https://career.ucsf.edu/sites/g/files/tkssra2771/f/wysiwyg/ResearcherAcademicCVTips.pdf
https://career.ucsf.edu/gsp/faculty-samples


Additional Sample CVs
Humanities

http://www.grad.illinois.edu/sites/default/files/pdfs/cvsamples.pdf

https://studentaffairs.duke.edu/sites/default/files/users/mwilson%40duke.edu/CV%
20Example%20PhD%20English.pdf

http://cahss.umbc.edu/files/2014/08/CVformat.pdf

Sciences

https://career.ucsf.edu/sites/g/files/tkssra2771/f/wysiwyg/SampleCVAnno
tatedUCSFOCPD.pdf

https://grad.msu.edu/phdcareers/sample-cv

https://cdn.uconnectlabs.com/wp-content/uploads/sites/5/2020/08/Sample-CV-
PhD-Mechanical-Engineering-.pdf

https://mitcommlab.mit.edu/be/wp-content/uploads/sites/2/2016/08/BE-CommKit-
CV-annotated.pdf

http://www.vpul.upenn.edu/careerservices/files/vitatemplate_sme_1345060409.pdf

http://www.grad.illinois.edu/sites/default/files/pdfs/cvsamples.pdf
https://studentaffairs.duke.edu/sites/default/files/users/mwilson%40duke.edu/CV%20Example%20PhD%20English.pdf
https://studentaffairs.duke.edu/sites/default/files/users/mwilson%40duke.edu/CV%20Example%20PhD%20English.pdf
http://cahss.umbc.edu/files/2014/08/CVformat.pdf
http://www.vpul.upenn.edu/careerservices/files/vitatemplate_sme_1345060409.pdf
http://www.vpul.upenn.edu/careerservices/files/vitatemplate_sme_1345060409.pdf
http://www.vpul.upenn.edu/careerservices/files/vitatemplate_sme_1345060409.pdf
http://www.vpul.upenn.edu/careerservices/files/vitatemplate_sme_1345060409.pdf
http://www.vpul.upenn.edu/careerservices/files/vitatemplate_sme_1345060409.pdf
http://www.vpul.upenn.edu/careerservices/files/vitatemplate_sme_1345060409.pdf


Resume   
What:  
• Short (1-2 page) document describing your RELEVANT education, 

work history, service, leadership, awards 
• Shows selected ACHIEVEMENT - evidence of what you can do  
• Persuasive document showing accomplishments
• Bullet points with active words to describe skills, tasks, responsibilities

Resume has “attitude”

When to Use: business, industry, research, non-profit, government

Audience:  employers interested in how you show your skills, past 
success and accomplishments can help achieve their goals/profits



RESUME 
PURPOSES:

•Establish a professional identity

•Advocacy piece.  Show skills and achievements to 
succeed 

•Results oriented.  Use measurable achievements to 
show you’re the one.  

•Essential Information:  relevant transferrable skills and 
experiences 

•Show (don’t tell) what you can do for employer. 
• Match your skills with their needs.  
• Your experience is evidence of your transferrable skills.



What Can Your Resume Include
REQUIRED:  

Name & Contact Info

Education

Awards, Honors

Professional Experience

Technical/Specialized Skills

Languages, Computer Skills

OPTIONAL:

Coursework

Publications/Presentations

Research (unless research position)

Community Service, Leadership

Summary, Core Competencies or 
Areas of Expertise

Activities



Resumes:  Have Attitude.















10 Resume Don’ts!
1. ATS can’t read tables, charts, symbols, images, columns
2. References:  Nope, unless job listing requires. NO:  “References available upon request.”
3. Don’t use pronouns and unnecessary words – resumes avoid “I” “we” and eliminate articles (i.e., 

“a”, “an” “the”)
4. Stay away from Times New Roman or hard to read fonts.  Consider Arial, Garamond, Tahoma, 

Courier, Verdana
5. Don’t include very personal information:  age, gender, marital status, children, photo
6. Repetitious use of “Responsible for…Duties include” or Bland or generic verbs such as “assist”, 

“support”, “aid” – instead use strong action verbs to show what you did
7. No Long narrations.  
8. No JPEGS, TIFFs, Animations
9. Avoid jargon or acronyms, especially from a previous career
10. Don’t forget to proofread!



Resumes
Resumes

1.https://careerhub.students.duke.edu/masters-phd-
resume-examples/
2.https://www.careereducation.columbia.edu/resources/ho
w-write-resume-profile-or-summary-statement
3.https://meng.pratt.duke.edu/apply/requirements/resume

CV to resume - basic guide

1.https://icc.ucdavis.edu/materials/resume/cv/convertingcv

https://urldefense.proofpoint.com/v2/url?u=https-3A__careerhub.students.duke.edu_masters-2Dphd-2Dresume-2Dexamples_&d=DwMFaQ&c=dWz0sRZOjEnYSN4E4J0dug&r=7jmfXVNccQHRkGWsUOHv9Gy9A38EHJtQcUxC65HXjY0&m=tsWq_CXSaJ61G_5v-9d-BjRAULRz0XvtiubRJeehg4fWk1EHGfrxD9C6LC4bmUE9&s=mPfwUA-YlmkoFATA23mh59pYoF30p3_dKiMS73h00tg&e=
https://urldefense.proofpoint.com/v2/url?u=https-3A__careerhub.students.duke.edu_masters-2Dphd-2Dresume-2Dexamples_&d=DwMFaQ&c=dWz0sRZOjEnYSN4E4J0dug&r=7jmfXVNccQHRkGWsUOHv9Gy9A38EHJtQcUxC65HXjY0&m=tsWq_CXSaJ61G_5v-9d-BjRAULRz0XvtiubRJeehg4fWk1EHGfrxD9C6LC4bmUE9&s=mPfwUA-YlmkoFATA23mh59pYoF30p3_dKiMS73h00tg&e=
https://urldefense.proofpoint.com/v2/url?u=https-3A__www.careereducation.columbia.edu_resources_how-2Dwrite-2Dresume-2Dprofile-2Dor-2Dsummary-2Dstatement&d=DwMFaQ&c=dWz0sRZOjEnYSN4E4J0dug&r=7jmfXVNccQHRkGWsUOHv9Gy9A38EHJtQcUxC65HXjY0&m=tsWq_CXSaJ61G_5v-9d-BjRAULRz0XvtiubRJeehg4fWk1EHGfrxD9C6LC4bmUE9&s=wB04R3Q2n-daD4MShllsaoSChzyqG1zWz5gSSWgvF0M&e=
https://urldefense.proofpoint.com/v2/url?u=https-3A__www.careereducation.columbia.edu_resources_how-2Dwrite-2Dresume-2Dprofile-2Dor-2Dsummary-2Dstatement&d=DwMFaQ&c=dWz0sRZOjEnYSN4E4J0dug&r=7jmfXVNccQHRkGWsUOHv9Gy9A38EHJtQcUxC65HXjY0&m=tsWq_CXSaJ61G_5v-9d-BjRAULRz0XvtiubRJeehg4fWk1EHGfrxD9C6LC4bmUE9&s=wB04R3Q2n-daD4MShllsaoSChzyqG1zWz5gSSWgvF0M&e=
https://urldefense.proofpoint.com/v2/url?u=https-3A__meng.pratt.duke.edu_apply_requirements_resume&d=DwMFaQ&c=dWz0sRZOjEnYSN4E4J0dug&r=7jmfXVNccQHRkGWsUOHv9Gy9A38EHJtQcUxC65HXjY0&m=tsWq_CXSaJ61G_5v-9d-BjRAULRz0XvtiubRJeehg4fWk1EHGfrxD9C6LC4bmUE9&s=ILMvT0crR_ApzmHuEADhHToea4RRv43NqZZ2J6hh2qg&e=
https://icc.ucdavis.edu/materials/resume/cv/convertingcv


III.  Hybrid 
CV/Resume

Use to apply for:

non-academic research-oriented 
position

administrative job at a university 

community college position

Cross between resume and CV.  2 pages.  

Provides more than a typical resume 
(research, recent/relevant publications), 
but shorter and has more measurable 
achievements



HYBRID 
CV/RESUME

Length:  1.5 – 2 pages

Goal:  Show how your academic background, 
achievements, experience and skills prepare you for a 
particular position

Audience:  Employers who value academic experience 
but also want to see how you can jump in and help:

For Scientists:  staff scientist at biotech co.; venture 
capital firms; market research; consultant for non-
profits; technology specialist at patent law firms

üFor social science:  community colleges; libraries; 
industry research; post-secondary administration 

http://ocs.fas.harvard.edu/files/ocs/files/gsas-just-for-
scientists-cvs-resumes.pdf

http://www.vpul.upenn.edu/careerservices/files/CV_Post
DocFellow_InstofMed&Eng2011_1345061336.pdf

http://ocs.fas.harvard.edu/files/ocs/files/gsas-just-for-scientists-cvs-resumes.pdf
http://ocs.fas.harvard.edu/files/ocs/files/gsas-just-for-scientists-cvs-resumes.pdf
http://www.vpul.upenn.edu/careerservices/files/CV_PostDocFellow_InstofMed&Eng2011_1345061336.pdf
http://www.vpul.upenn.edu/careerservices/files/CV_PostDocFellow_InstofMed&Eng2011_1345061336.pdf






Example Conversion - Research
CV

Contributed to and led multiple research programs on the redesign and 
synthesis of antitumor anthraquinone pluraflavin A. Working toward 
completion of the total synthesis of ET-743 as well as additional analogs for 
biological evaluations and structure  activity relationships. 

Resume

Collaborated with two postdocs and three graduate students to ensure 
successful and timely project completion 

Managed lab budget and undergraduate researchers 

Designed, revised, and improved lab protocol throughout research 

Published research articles on formal synthesis of ET-743 in two peer-
reviewed scholarly journals 

Presented research at symposium lecture with 300+ attendees



Sample Description – Teaching a Course!
When writing your entry, decide which skills you want to highlight and then consider the actions 
you took and the results! 

Yale Department of Animal Behavior, Lecturer, New Haven, CT (Fall 2016) 

• Created and delivered lectures on animal behavior and evolution twice a week to 50 underclassmen; 
provided foundational knowledge and taught scientific methods 

• Translated topics to students using a variety of multimedia sources, including a course-specific website, 
videos, and audio samples 

• Developed exams and paper topics; provided feedback on students’ communication skills and assignments 
(both quantitative and qualitative) 

• Awarded student-nominated teaching prize for creative interdisciplinary teaching



Action Verb List
https://hrweb.berkeley.edu/sites/default/files/attachments/action-verbs.pdf

https://hrweb.berkeley.edu/sites/default/files/attachments/action-verbs.pdf

https://hrweb.berkeley.edu/sites/default/files/attachments/action-verbs.pdf
https://hrweb.berkeley.edu/sites/default/files/attachments/action-verbs.pdf

