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Resume

There is no official or mandated format or requirements for a resume. A resume is
simply a summary document on your work experience, education and skill set.

A resume should typically include:
» Your full name, address, telephone number and e-maill

» Your educational history from college (current) on — include institution, years

attended, degrees awarded (or in progress), major/minor and any awards or
honors

» Maybe: GPA, High School, Clubs

» Yourrelevant work history including place of employment, dates of

employment, short summary of job duties, and promotions and major
accomplishments

» Don’t worry too much about...part time vs. full time, volunteer vs. paid, high school

jobs unrelated to what you’re applying to, very short periods of employment (3 months
or less)

» Things like salary and references can be included elsewhere in job applications



Resume

A resume can and should contain some of the following:
» Honors & Awards
» Technical skills that are relevant to your field

» Your knowledge level on software, languages, or other unique skill
sets (if you have it)

» Volunteer work that is in addition to your work history and related to
your field



Resume

In some instances you might want to include...

» Hobbies and volunteer work outside of your field (if it is positive and
shows who you are as a person)

» Salary & references if asked for (usually these can be attached in a
separate document or be part of your cover letter or application,

but sometimes they get folded in)



Effective communication
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Impeccable editing!



Resume

A few words about best practices and common mistakes...

>
>
>

Resume “statement” — not needed

Include data about your job performance but briefly — use cover letter to
expound upon accomplishments (ie: “l increased productivity by 15%”)

Consistent, well-organized, easy to read and skim

Whenever possible, match the language and terms in your resume to the
job application you are submitting

You should show you are familiar with industry jargon and terms but you
ALSO don’t know exactly who is reading your resume — make sure you are
spelling out acronyms and including clarifying information about your skills



Resume

» Do notinclude an image on your resume. This is common practice in some
countries in the world, but is not typical for the US/Canada and could actually
lead to some hiring issues...

» When you’re applying for jobs you should separate what you did to what your
team did. It’s fine to start broad and say “my research team worked on....” but
when you are writing or talking about yourself as part of the process, you need
tohiscl)late out what YOU accomplished personally and how it contributed to the
whole

» Aresume (or a CV) is not a legal document - you are providing a summary of
your work history for a potential employer. While you want to be honest and
thorough you get to decide what to focus on and how to portray the
information. During an application an employer may want a full work history or
detailed info for a background check or similar

» List quantifiable results whenever possible, describe greatest accomplishments
for each position, and don’t forget small tasks you enjoyed

» Protip: create a Master Resume with everything you’ve ever done - then
customize everytime you apply for a job to save time



Resume Resources

» Career Services “A” Resume Guide: http://career.arizona.edu/a-
resume-quide

» Resume Checklist: http://career.arizona.edu/resume-checklist

» Dept of Labor O*Net Online - https://www.onetonline.org/

» https://www.onetonline.org/link/details/19-2012.00

» Transferable skills checklist -
https://www.roguecc.edu/emp/Resources/transferable skills checkl
Ist.htm



http://career.arizona.edu/a-resume-guide
http://career.arizona.edu/resume-checklist
https://www.onetonline.org/
https://www.onetonline.org/link/details/19-2012.00
https://www.roguecc.edu/emp/Resources/transferable_skills_checklist.htm
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CV

The differences between a resume and a Curriculum Vitae (CV) is
thoroughness and audience.

» CVs are used to provide detailed information for applicants in a
particular discipline, and many academics, Ph.D. students and
educators use CVs.

» A CVincludes detalls on publications and showcases specific areas
of expertise

» A CV may be requested not only for academic/research job
applications but also for grants, scholarships and internships

» As with resumes, there is no one specific template — look at what
others in your field have done, search for suggested templates and
find one that works for you, and work with your faculty advisor to
hone and improve



CV

A CV should include...
» Your name and contact info
» A brief bio

Educational history in reverse chronological order (include years of graduation and dissertation/thesis
information along with your advisor name)

v

Work history including applicable experience
Areas of interest

All teaching and research experience
Languages, computer skills, technical skills
Awards & Honors

Publications and speaking engagements
Professional organization memberships
References
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Other relevant experience such as study abroad, licenses, professional development and volunteer work



CV

If you’re being asked for a CV, visit Career Services and work with your
faculty advisor to develop!



Job review!

Get into small groups to discuss job postings!

Review a job description of your choosing. Then use the worksheet to
figure out the following:

» Academic requirements (degrees and majors)

» Years of experience

b, 4

General job requirements

v

Software/tech/certification requirements

\ 4

What experiences could you be getting at the UA to help make you
competitive for this job?



LinkedIn & Social Media

Why use it?
» Professional networking
» Customizable profile

» Public & searchable



LinkedIn & Social Media

Tailoring for academics...
Think about:

» Who will look at your online profile?
» What do you want people to know about you?

» How will they use this information?



LinkedIn & Social Media

Differences between LinkedIn and a Resume/CV...
» Profile picture!

» Introductory bio/goals

» No page limit!
>

ADbility to link/highlight online or multimedia resources - like portfolios,
videos or graphics, websites...

Make sure to use keywords and phrases common in your industry
that will help people search you

v



Priorities

Headline
» Most important!

» 3 keywords + 1 value proposition

» Expert, Strategist, Passionate, Improves, Aspiring
(http://mymarketablility.com/blog/how-to-create-a-compelling-linkedin-

tagline/)

» This is the summary and the skim - if someone doesn’t read anything
else in your profile, what will they come away with?

» Be clear about what you are looking for if you are job seeking -
“seeking new opportunities” is too vague


http://mymarketability.com/blog/how-to-create-a-compelling-linkedin-tagline/

Priorities

Photo

» should be professional, recognizable, personable but not the same
as facebook...

Job descriptions

» As with the cover letter and other communications, focus on actual
examples and measurable accomplishments. “Hard-working

professional” doesn’t mean anything if there are no metrics to back
it up!

» In LinkedIn, you have room to expand upon basic job descriptions



Extras

LinkedIn Profile Categories:

Endorsements
Current work info
Media/Links
Education

Featured Skills and
Endorsements

Interests/Public Groups

Coursework, Certifications, Test
Scores, Projects, Patents

Short bio/intro

Articles (posted on LinkediIn)
Experience

Volunteer Experience
Accomplishments

Publications
Languages




Examples

» Misty Bentz: https://www.linkedin.com/in/misty-bentz-99b2744/

» Julia Mundy, Harvard: https:.//www.linkedin.com/in/juliamundy/

» Jens Kauffmann, MIT: https://www.linkedin.com/in/jens-kauffmann-
2043456a/

» Kathy Cooksey, University of Hawaii:
https://www.linkedin.com/in/kathy-cooksey-2097b139/



https://www.linkedin.com/in/misty-bentz-99b2744/
https://www.linkedin.com/in/juliamundy/
https://www.linkedin.com/in/jens-kauffmann-2043456a/
https://www.linkedin.com/in/kathy-cooksey-2097b139/

Resume & Career Resources

» UA Career Services — http://www.career.Arizona.edu

» Resume drop-in hours, career coaching, example resumes, Handshake
for profile and job postings

» American Physical Society Career Guidance -
https://www.aps.org/careers/quidance/index.cfm

» Society of Physics Students - https:.//www.spsnational.org/career-
resources

» SPS Careers Toolbox -
https://www.spsnational.org/sites/all/careerstoolbox/



http://www.career.arizona.edu/
https://www.aps.org/careers/guidance/index.cfm
https://www.spsnational.org/career-resources
https://www.spsnational.org/sites/all/careerstoolbox/
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