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Contract ing
Phase 0 !!?

C.V. &  Resum e 

I T Engineering I II T Engineering I I

I nst ructor:  Ali B. Hashem i
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Résum é or C.V. ?

Longman Dictionary of Contemporary English:Longman Dictionary of Contemporary English:

Résum é Am erican English

A short writ ten account  of your educat ion and your 
previous jobs that you send to an em ployer when you 
are looking for a new job

(Brit ish Equivalent :  CV)

CV ( curr iculum  vitae)  Brit ish

A short writ ten docum ent  that  lists your educat ion
and previous jobs, which you send to em ployers when 
you are looking for a job
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C.V. vs Résum é ( br ief)

CV
Appropriate for academ ic, 

research and governm ent  

posit ions.

Com prehensive of your 

ent ire academ ic and 

professional career.  

Usually a m inim um  of 3 

pages.

Focus on academ ic 

details.

Resum e
Appropriate for general class 

of jobs.

Sum m ary of your work 

experience.  Not  usually 

m ore than 3 pages. 

Focus is on your work history 

and not  your academ ic 

background.

More of a m arket ing tool.
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What is Curriculum Vitae

A Curriculum Vitae includes 
Lat in curr iculum , "course"+ vitae genit ive of vita, " life" .

" the course of one's life or career"

a list  m eant  to docum ent every job and degree
you've ever received in your life (your educational and 

academic backgrounds)
teaching experience

research experience

Publications

Presentations

Awards

Honors

Affiliations
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C.V. is different countries

I n Europe, the Middle East , Afr ica, or Asia, 

em ployers expect  to receive a curr iculum  

vitae.

I n the United States, a CV is used prim arily 

when 

applying for academ ic, educat ion, scient ific or 

research posit ions. 

I t  is also applicable when applying for fellowships

or grants. 
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Resum e
From  French résum é, past  part iciple of résum er, to 
summarize, from  Lat in resumere, to take back;  com pare 
resum e
career and educat ional sum m arysum m ary meant  to highlight  your 
skills and experience 
A resum e is a personal summary of

Your professional history 

Your qualificat ions.

I t  includes inform at ion about  
Your career goals
Educat ion
Work experience
Act ivit ies
Honors
any special skills you m ight  have.  
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CV Structure ( i)

Nam e, Address, Phone, Em ail

Educat ion
Degree

Discipline

I nst itut ion

Date of graduat ion

Advisor 

Dissertat ion/ Thesis Licensure
List  credent ials and cert ificat ions
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CV Structure ( ii)

Areas of Specializat ion 
Opt ional but  could include up to 8 bulleted 
phrases highlight ing your skills

Teaching Experience, Research 
Experience, Related Experience or 
Professional Experience

extensive experience: break it  up into these 
categories ( easier to readeasier to read)

I f you have lim ited experience, group all your 
experience into one category called Professional 
Experience.
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CV Structure ( iii)

Publicat ions
I f your publicat ions are num erous, they 
could com prise a separate addendum   

Academ ic Service
Cam pus com m it tees and organizat ions in 
which you had an actual role

Professional Affiliat ions
Mem berships, conferences, etc. 

Research Grants 
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CV Structure ( iv)

Honors/ Aw ards/ Dist inct ions

Languages

Only list  language in which you are fluentfluent

References

Generally list  your references by nam enam e

including their  posit ionposit ion, inst itut ioninst itut ion, phonephone

num bernum ber and em ail addressem ail address. 
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CV Dist r ibut ion

How will you dist r ibute your m arket ingm arket ing

m aterials? 

Hard copy? Fax? Or e-m ail? 

What 's best  will be determ ined by the 

com pany you are writ ing to, and is usually 

m ent ioned in their  adad .  
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CV Dist r ibut ion Hard copies( i)

Hard copies
Hard copies are OKare OK w henw hen they are sent  
out  to a specific hir ing m anager who 
doesn't  have to deal with the deluge of the 
daily m ail.  

Hir ing m anagers, will tend to t reat  those 
hard copy CVs with less urgencyless urgency than 
elect ronic versions 

can be processed with a couple of m ouse 
clicks. 
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CV Dist r ibut ion Hard copies( ii)

makemake it  it  scanner fr iendlyscanner fr iendly :  

use only w hite or beigebeige paper and 
plain fonts (which scan best )

avoid font  t reatm ents like underlining

and italicizing.  
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CV Dist r ibut ion E- m ail copies ( i)

Easier to archive

Easier to search/ ret r ieve

choice between having resum e sit t ing in 

the file cabinets or in the com pany's 

database where it  can be scanned for 

keywords?
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CV Dist r ibut ion E- m ail copies ( ii)

W ordW ord or RTFRTF docum ents

seem  to be becom ing the de facto 

standard. 

nono ZI P ZI P files!files!

Som e people clip and paste the text  

of the CV into the body of the e-m ail 

m essage just  in case. 
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CV Dist r ibut ion E- m ail copies ( iii)

PDFPDF
PDFs look the best
☺ You can preserve all the form at t ing 
and font  select ions and m ake your 
m aterial pr int  out  beaut ifully. 

They m ay not  be stored in a corporate 
database and cannot  be keyword 
searched.

Long t im e ago!  Try google desktop!  ☺
Make sure you enclose either pasted 
ASCI I  text  or a Word version as well.  
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CV Dist r ibut ion Fax

Only when specifically requestedspecifically requested

by a hir ing m anager or 

advert isem ent . 

Fax copies m ost often cannot  be 

scanned, 

They are losing the value that  they once 

had for urgency. 
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Delete the Follow ing From  
Your Resum e ( i)

Hobbies and I nterests sect ions
Workaholic point  of view

Som e believe that  there is som e value to showing a 
side of you outside of work. 

Academ ic CV:
nam es of your spouse and children

their  bir th dates

your social security num ber

May be needed if you are applying for jobs 
in indust ry. 
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Developing Your Resum e

1. The Object ive Statem ent

2. The Contact  I nform at ion Sect ion

3. The Educat ion Sect ion

4. The Experience Sect ion
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W hat  is 
an object ive statem ent?

A short sect ion 
usually 1-3 lines

often in the form  of a sentence fragm ent

im m ediately below your contact  inform at ion 

An “at  a glance” picture of you and your 
career interests

A hum an resources clerk, which hir ing person 
should receive your resum e.

Other nam es:  Professional Object ive, 
Resum e Capsule, Career Goals.
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W hy w rite one?

Em phasize key 

qualificat ions, skills

and/ or goals

Help your readers find 

what  they need to 

know quickly

Make a good first  

im pression
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Q: I s this a  goodgood object ive 
statem ent?

Well-writ ten but  raises too m any quest ions

What  kind of internship? 

What  knowledge?

What  kinds of expert ise? 

Which areas?

An internship allowing me to utilize my An internship allowing me to utilize my 

knowledge and expertise in different knowledge and expertise in different areasareas
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A good object ive statem ent
answ ers quest ions:

What  posit ion(s)  are you 
applying for?

What  are your m ain 
qualificat ions?

What  are your career goals?

What  is your professional 
ident ity?
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The im portance of ta ilor ing

Som et im es one size does 

NOT fit  all

Each person and em ployer 

is unique in certain ways

Aim  for a custom  fit  when 

possible, but  how?
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The im portance of ta ilor ing 
(an exam ple)

Com pany X is sm all and em phasizes its sm all- tow n , fam ily 
atm osphere and its com m itm ent  to growth.  
Com pany Y, by cont rast , is large ,  corporate and em phasizes 
excellence and relevant  w ork experience .  
Com pany X m ight  look for som eone who is 

willing to grow with the com pany 
An object ive statem ent  for Com pany X m ight  em phasize your 
professional goals

Com pany Y m ight  look for som eone who 
already possesses desired skills.  
An object ive statem ent  for Com pany Y m ight  sum m arize your 
experience or skills.

Apply for jobs at  both com panies, 
consider writ ing tw o different  object ive statem entstw o different  object ive statem ents (or two 
different  versions)
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Gett ing started...

Reflect  on your overall qualificat ions and 
career goals

I n what  ways are they typical?  

Unique?

Research individual em ployers in your 
field:  

I n what  ways are em ployers alike?

Different?
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Quest ions about  you

What  are your 
m ain qualificat ions

st rengths

skills

areas of expert ise?

posit ion(s)  or type of posit ion ? 

professional goals?

What  type of organizat ion or work set t ing 

are you m ost  interested in?
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Quest ions about  em ployers

What  qualificat ions are m ost  desired 
by em ployers in your field?

What  posit ions are available on the 
job m arket?  

What  are they t it led?

What  are som e goals of the 
organizat ions that  interest you?

What  kinds of organizat ions are now 
hir ing?
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“I nstant” object ive statem ents

For pract ice, fill in the parts in brackets

To utilize my [qualifications, strengths, or skills] as a 

[position title]

A position as a [position title] for [company name] 

allowing me to develop my [qualifications, strengths, 

or skills] 

An opportunity to [professional goal] in a [type of 

organization, work environment, or field]

[position title] with emphasis in [areas of expertise]
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W hich of your object ive 
statem ents is “best”?

The one that  best…
Em phasizes your qualificat ions
and/ or goals

Appeals to em ployer expectat ions

probably need to write m ore than 
one object ive statem ent .
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Object ive Statem ents (exam ples)

Not  so good: A challenging posit ion that  will ut ilize my 
skills and experience as Director of Market ing

Much bet terMuch bet ter: Director of Market ing

Not  so good: An adm inist rat ive posit ion in a 
growthoriented company where I  can use m y background 
in finance to promote the firm

Much bet terMuch bet ter: Adm inist rat ive posit ion with a focus on 
finance

Not  so good: A posit ion as Associate Field Producer in TV 
Program m ing that  offers room for advancement  and high 
rewards

Much bet terMuch bet ter: Associate Field Producer, TV Program m ing



33

The Contact  I nform at ion 
Sect ion
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W hat  is a  contact  
inform at ion sect ion?

Easy answer…

A sect ion that

provides inform at ion to 

help prospect ive 

em ployers contact  you

presents a first  im pression

I s usually located at  the 

top of the page



35

35

W hat  m ay you include?

Nam e, of course!

Address and phone
Cam pus

Perm anent

Em ail

Web address

Fax num ber

Any other m eans of 
contact
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Q: I s this a  good sam ple?

Your Name Here

1234 Streetname,

Tehran, 47907

21-7777-5555
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Moving beyond the typew riter

Use design st rategies

Picking fonts
Size

Type

Highlight ing

Using layout
Alignm ent

Colum ns

Adding a graphic elem ent

Coordinate with rest  of resum e
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Using fonts
Size:  how big is big enough?

Two m ajor kinds:  

Serif

Times New Roman

Courier

Sans serif

Arial

Text  highlight ing:  bold, italics, 

caps, underline, special effects
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Put t ing it  on the page

Aligning text
1. Flush left

2. Center

3. Flush r ight

Using colum ns
1. Both left  and r ight  

2. Left , r ight  and center
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Q: I s this sam ple bet ter?

Cam pus Address

1234 St reetnam e, # 1

West  Lafayet te, 

Tehran 47907

21-7777-5555

yournam e@university.ac.ir

Perm anent  Address

4321 St reetnam e

Mashhad, 

511-555-1234

ht tp: / / univ.ac.ir / ~ login

Your Name Here
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Adding a graphic elem ent

May include horizontal line

May possibly include a sm all graphic 

elem ent
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Creat ing a m ock- up

Sketch out  how you would 

like your contact  

inform at ion to look

I ndicate

Possible fonts

Page layout  decisions

Any graphic elem ents

Give it  the eye test
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Coordinate design st rategies

Match design with rest  of resum e

Use sam e font  types

Use consistent  layout

Use sam e paper for all applicat ion 

docum ents

Aim for a professional package
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Proofread 
w ith a m agnifying glass

Triple-check for accuracy

One typo could cost  you 

an interview!
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The Educat ion 
Sect ion
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W hat  is an 
educat ion sect ion?

A sect ion that  em phasizes 

your educat ional 

background and form al 

t raining

Usually a m ajor sect ionm ajor sect ion

for college students and 

recent  graduates
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Purposes: 
to informinform and persuadepersuade

Give inform at ion about  your 

educat ion and t raining

Persuade em ployers

your educat ional background is relevant  

to the job

providing evidence of your qualificat ions

Help your resum e stand out  from  Help your resum e stand out  from  

others in the stackothers in the stack
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W here should you place 
this sect ion?

Above or below your experience sect ion?

I t  depends…

Which is st ronger, your educat ion or your 

work experience sect ion?

How m uch relevant work experience do you 

have?

Place Place st rongestst rongest , , m ost  relevantm ost  relevant sect ion sect ion 

closest  to top of the pageclosest  to top of the page
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The “bare bones”
educat ion sect ion

SchoolsSchools you have at tended, 

including universit ies, com m unity 

colleges, technical schools, etc.

Locat ionLocat ion of school(s)

DateDate of graduat ion, actual or 

ant icipated

Degree(sDegree(s)  earned or pursued

Grade Point  AverageGrade Point  Average (GPA)
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Are w e done yet?

Education

B.Sc in Computer Engineering

Amirkabir University of Technology

Tehran, Iran

Anticipated Graduation: December 

2007

GPA: 3.4/4.0
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W hat  else m ay be included?

1 . Extra inform at ion about  your degree

(m ajor, m inor or select ive GPAs, funding 

sources, honors, etc.)—usually listed or 

included in parentheses

2 . Specializat ions and special projects—

usually listed or described br iefly
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W hat  else 
m ay be included? (cont .)

3 . Other relevant  skills and t raining 

relevant  coursework

com puter skills

language proficiency

Cert ificat ions

licenses,etc.

m ay be subsect ions or separate sect ions
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Quest ions to answ er ( 1 )

What  are m y m ajor and m inor GPAs?

Any honors related to m y degree?

How is m y educat ion funded?

What  are m y m ajor(s)  and m inor(s)?  

What  are m y areas of em phasis, 

specializat ion, or concent rat ion? 

What  special course or degree- related 

projects m ay be relevant?
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Quest ions to answ er ( 2 )

What  courses have I  taken that  are related 
to m y career goals?

With what  com puter program s am  I  m ost  
fam iliar?

What  language proficiencies do I  have?

Any cert ificat ions or licenses?

Do I  have any on- the- job educat ional 
t raining?
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Select ing content for readers

Consider how m uch space
you have on your resum e

Read job ads closely

Circle all educat ional 
experiences that  m ay 
prove relevant  to the job

Select  your m ost  relevant  
educat ional experiences or 
those for which you have 
space
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Organizing content for  readers

Organizat ion depends on 

content  selected and 

em phasis desired

Do you need sub-sect ions?

Do you need to develop 

content  into separate 

sect ions? 

List  in chronological order or 

in order of im portance
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Designing content for  readers

Consider using…

o Subheadings

o I ndent ing

o Colum ns/ tables

o Parentheses

o Bulleted lists

o Paragraphs

Match with rest  of 

page
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Are w e done now ?

B.Sc. in Com puter Engineering ,
Am irkabir University of 
Technology,Tehran, I ran,

Decem ber 2007

Concentrat ion :  Software Engineering

Select  Coursew ork :  Com puter Networks, 
I nternet  Engineering, Database, 
Software Engineering, System  Analysis

Overall GPA:  3.4/ 4.0 Major GPA: 3.7/ 4.0

EducationEducation



59

61

The Experience 
Sect ion
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W hat  is an 
experience sect ion?

em phasizes your past and present
em ploym entem ploym ent and/ or your part icipat ion in 
relevant  act ivit ies

Other com m on nam es:  
Professional Experience

Work History

Field Work

Special nam es:  
Technical Experience

Supervisory Experience

Aviat ion Experience
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I nform ing to persuade

Provide inform at ion to help persuade

prospect ive em ployers that  your 

experiences m ake you qualified for 

the job

Help your resum e stand out  from  

others in the stack

Const ruct  your professional ident ity
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W hat  goes into this sect ion?

Com pany or organizat ion 

and locat ion (city, state)

Posit ion t it le

Dates of em ploym ent  or 

involvem ent

Descript ions of 

responsibilit ies, dut ies, 

achievem ents, etc.
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Sam ple Expreinces ( different  

form ats)

PC Technician
Lit ton Marine Systems, Charlot tesville, November 1998-March 1999
Performed PC software installat ion, t rouble shoot ing, and repairs for 
MI S departm ent . Supervisor:  Clay Davis 

Nat ional Cheerleaders’ Associat ion ,  Garland, TX (May-July 2003 & 
2004)
I nst ructor and Cam p Leader

I nst ructed students of all ages in cheerleading, gym nast ics, and dance
Collaborated with a team  of five inst ructors to create a posit ive, fun, and 
lively learning atm osphere

Alphatech, Burlington, MA
Research I ntern, Sum mer 2004 and Sum m er 2005

Developed system  for efficient ly perform ing ad-hoc queries m ult iple-agent  
act ivit ies in long- term  large-scale camera networks (2004) .
Developed visualizat ion and analysis tools for large-scale cam era networks 
(2004) . 
Developed a geodet ic reasoning library and port ions of a rule-based act ivity 
understanding system (2005) .
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W here should you put  this 
sect ion?

Above or below your educat ion sect ion?

I t  depends…

How m uch work experience do you have?

Which is st ronger, your educat ion or your 

work experience sect ion?

Place st rongest , m ost  relevant sect ion 

closest  to top of the page
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Gett ing started…

List  your past  and present  experiences.  

I nclude:

j obs 

volunteer posit ions

appointm ents

assistantships 

internships

etc.
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Describing experiences

To tailor the content  of this sect ion, circle each item  

that  is…

Related to your career goals

Asked for in job ads and descript ions

Choose one experience you circled and describe br iefly

St rategies to be discussed in next  slides

1. Using act ion words

2. Answering the journalist ic quest ions

3. Making descript ions parallel

4. Viewing experiences as a professional
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Developing your 
descript ions

Use varied act ion w ords to describe 
experiences

Answ er the journalist ic quest ions:
W ho?…With whom  did you work?

W hat? …What  dut ies did you perform ?

W here? …Where did your job fit  into the 
organizat ion?

W hy? …What  goals were you t rying to accom plish?

W hen? …What  t im elines were you working under?

How ? …What  procedures did you follow?
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Developing your 
descript ions

SAMPLE

Before:

planned act ivit ies

Quest ions asked :  What  kinds?, 
How?, When?, For Whom ?

After :  

planned arts, crafts, act ivit ies, 
and exercises weekly for 
physically-challenged children
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Making your descript ions 
parallel

COLUMN A

Recording OSHA regulated 

docum ents

Material purchasing and 

expedit ing

Prepared weekly field 

payroll

Responsible for charge 

orders

COLUMN B

Recorded OSHA regulated 

docum ents

Conducted m aterial 

purchasing and expedit ing

Prepared weekly payroll

Processed charge orders

OSHA: Occupat ional Safety and Health Adm inist rat ion
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Try to see your experiences 
as a professional w ould

UNDERSTATED

Answered phone

Wiped tables

PROFESSI ONAL

Acted as contact  between clients 

and legal staff

Created healthy environm ent  for 

custom ers and m aintained 

posit ive public im age
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W ays to ta ilor  this sect ion

Select  content  that  supports your 

qualificat ions and m atches job 

descript ion

Consider organizing by order of 

im portance

Use professional wording, 

integrat ing job-specific term s
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A form ula for  success

Use appropriate headings

I ncluded required content

Organize your sect ion 

st rategically

Develop your descript ions

Make your descript ions parallel

See through professional eyes

Tailor for your audience
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The Honors and 
Act ivit ies Sect ion
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Hint

I f you have just  one or two ent r ies for 

a sect ion, you m ight  com bine two 

sim ilar sect ions with a double 

heading, as in the following 

exam ples:

Educat ion and Training

Training and Credent ials

Awards and Presentat ions
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W hat  is an honors and 
act ivit ies sect ion?

A sect ion that  em phasizes 

your part icipat ion in 

relevant  act ivit ies and 

any honors you have 

received

Other nam es:  Awards, 

Mem berships, Volunteer 

Work, Hobbies
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W hy bother?

Fill up white space

Provide addit ional evidence of your 

qualificat ions

Give em ployers a sense of who you 

are outside of school and work
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W here does this sect ion go?

Usually last  sect ion on on the 

page

Som et im es om it ted

May follow this sect ion with 

“ References Available upon Request”
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W hat  goes into it?

Draw three colum ns, one for each 

of the following:

1. Tit les or posit ions

2. Sponsors or affiliated 

organizat ions

3. Dates of involvem ent  

(M/ Y-M/ Y or Y-Y)
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Exploring content  possibilit ies

Ext racurr icular act ivit ies

(Outside the regular academ ic curr iculum )

Awards, grants, pr izes, and 

special honors

Mem berships in professional 

clubs and organizat ion

Volunteer act ivit ies

Hobbies
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Big or lit t le? Major or  m inor?

How relevant  are your honors 

and act ivit ies? 

Which honors and act ivit ies 

would m ost  interest  prospect ive 

em ployers?

How m uch space do you have?

May be short  list  at  bot tom

May be a m ajor sect ion, 

resem bling work experience
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Tw o approaches

Minim al approach

Photography Club, University of I llinois, 

January 1999-Present

Elaborated approach

President ,  Photography Club, University of 

I llinois, January 1999-Present

Organized cam pus contest  

I ncreased m em bership with prom ot ional 

efforts
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Using visual design

Sim ple list

Colum ns

List  with bulleted 

descript ions

Coordinate with other 

sect ions
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Plan of at tack

Brainstorm

Decide what  to include 

based on relevance, 

interest -value, and space 

considerat ions

Match organizat ion and 

design with rest  of resum e

Seek cr it ical feedback
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Cover Let ter



85

87

W hat  I s a  Cover Let ter?

A cover let ter expresses

your interests and

qualificat ions for a posit ion 

to a prospect ive em ployer.
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W hat  Should My Cover 
Let ter  Accom plish?

Your cover let ter should 

int roduce the m ain points 

of your resum e. 

I t  should also help you to 

“sell” your qualificat ions 

to the prospect ive 

em ployer. 
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Cover Let ter

Should com plim ent resum e

Don’t  be too detailed

Try to lim it  to 3 paragraphs
Paragraph 1 - List  the posit ion and how you becam e 

aware of it .  

Paragraph 2 - Explain “why” you are interested and 

qualified

Paragraph 3 - Close by expressing an interest  in 

interviewing.
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Header

Em m a Markley

Hum an Resources 
Director

St . Luke's Medical Center

729 S. Paulina

Chicago, I L 60612

Dear Ms. Markley:

Address your let ter to 
a specific person, 
ideally to the person 
who will interview 
you.

Look for the person’s 
nam e in com pany 
publicat ions, or phone 
the organizat ion and 
ask for the person’s 
nam e or for the 
personnel m anager.
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Prelim inary Research

Find out

*   General job     

inform at ion

*   Desired 

qualificat ions 

and skills

*   Key values and 

words

Check with

*   Placem ent  office files

*   WWW

*   Trade journals, 

m agazines, and  

newslet ters

*   Director ies

*   Professors

*   Com pany literature
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I nt roductory Paragraph

Your first  paragraph should:

Get  the reader’s at tent ion, st im ulate 

interest , and be appropriate for the 

job you are seeking.  

Make your goal clear to readers.

Preview the rest  of your let ter.  

Highlight  the qualificat ions you will 

discuss throughout  the let ter.
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Solicited Applicat ion Let ters

Solicited applicat ion

let ters are let ters 

writ ten in response to in response to 

an advert ised job an advert ised job 

openingopening.  

I t  is appropriate to 

m ent ion where you 

learned of the opening 

in the first  paragraph.

Exam ple:

I believe that  m y knowledge 

of public relat ions and m y  

proven com m unicat ion and 

leadership skills m ake m e a 

st rong candidate for the

posit ion of Media Relat ions 

Coordinator that  was posted 

by the Delta Air lines Job 

Opportunit ies Program .
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Unsolicited Applicat ion Let ters

Unsolicited applicat ion let ters 

are writ ten to com panies that  

have not  posted a job 

opening.

I t  is im portant  to gain the 

reader’s at tent ion and 

persuade them  that  you can 

cont r ibute to the com pany’s 

goals.

Exam ple:

As a m ember of one of the 

fastest  growing publishing 

houses in the world, do you 

have an opening in your 

acquisit ions departm ent  for 

a recent  college graduate 

with a m ajor in English and 

publishing and edit ing 

experience?
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Goals of the Body Paragraphs

Highlight  your st rongest  

qualificat ions for the 

posit ion for which you 

are applying.

Dem onst rate how these 

qualificat ions will benefit  

the em ployer.

Refer em ployers to your 

enclosed resum e.
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Detailing Your Experience

Show (don’t  tell)  em ployers 

your qualificat ions

I nclude specific, credible 

exam ples of your 

qualificat ions for the posit ion. 

Use num bers, nam es of 

equipm ent  you've used, or 

features of a project  that  m ay 

apply to the job you want .

Exam ple:

As a banking representat ive 

at Bank One, I  provided 

quality custom er service 

while prom ot ing the sale of 

products to custom ers.  I  

also handled upwards of 

$20,000 a day and was 

responsible for balancing the 

bank’s ATM m achine.
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Using Act ive Language- Don’ts

Don’t  be vague in your 
descript ions.

Don’t  use weak verbs 
such as endeavored, 
t r ied, hoped, and 
at tem pted.
Don’t  use sexist  
language such as 
chairm an and 
m anpower.

Vague:   I  worked as a ram p 

agent  at  Com air.

Weak:   I  at tem pted to at t ract  

custom ers.



96

98

Using Act ive Language- Do’s
Use concrete words to describe 
your experience.

Use present  tense to discuss 
current  act ivit ies and past  
tense for previous job dut ies 
or accomplishments.

Be as specific as possible in 
descript ions;  list  dollar 
am ounts and figures when you 
can.

Vague: I  worked as a ram p 
agent  for COMAI R.

Specific: As a ram p agent , I  
assisted in loading baggage, 
oversaw fueling the aircraft , 
and stocked com m issary 
item s on the aircraft .

Weak: I  at tem pted to at t ract  
custom ers.

St rong: I  init iated a program  to 
at t ract  custom ers to Pizza 
Hut , which resulted in a 5%  
increase in sales for the 
m onth of June.
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Organizing Your Let ter

I n general, cover let ters should be no 

longer than one typed page.

Organize your body paragraphs to 

em phasize your st rongest  and m ost  

relevant  qualificat ions.

Only include the two or three st rongest  

qualificat ions from  your resum e.

Make it  easy for readers to scan your let ter by  

beginning each paragraph with a topic sentence.
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Concluding Your Let ter

I  would welcom e the

opportunity to discuss 

these and other 

qualificat ions with you. I f 

you are interested, please 

contact  m e at  (317)  555-

0118 any m orning before 

11: 00 a.m ., or feel free to 

leave a m essage. 

Conclude by asking for a 

personal interview.

Be flexible regarding a 

date and t im e for the 

interview.

Be specific about  how the 

interviewer should contact  

you.

I nclude a thank you.
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Mailing Your Let ter  W ith 
Your Resum e

Coordinate the design of 

your let ter with the 

design of your resum e.

Be sure to send both 

(your resum e & cover 

let ter) to prospect ive 

em ployers

they both reveal different  

kinds of inform at ion about  

you. 
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Key Points to Rem em ber

Appeal to com pany values, 

at t itudes, goals, projects, etc.

Elaborate on the inform at ion in 

your resum e.

Provide evidence of your 

qualificat ions.

Proofread carefully for 

gram m at ical and typographical 

errors.  The let ter should be error-

free.
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Reference Page

Always ask

3 people m inim um

Variety of references

Keep them  inform ed

Use resum e heading



102

104

Som e other 
resum e/ CV Do’s and Don'ts

DoDo

List  full date(01/ 03)

Use Act ive Verbs

List  accom plishm ents

Be Specific

Have som eone else 

proofread it  for spelling 

and gram m ar

Use Bullet  Points

DonDon ’’t  t  

List  Personal I nform at ion

I nclude your picture

I ndicate Salary

I nclude in non- job related 

inform at ion such as 

hobbies, interests or 

religion
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Make your resum e/ CV
stand out

As focused as possible; 

I deally: a new CV for each applicat ion.

The appearance of your CV is part  of the 

m arket ing process

set  m argins on both sides

just ify the text , 

consider the use of CAPI TALS, italics and 

bold to headline and highlight  your 

inform at ion. 
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The Resum e Com m andm entsThe Resum e Com m andm ents

I . Thou shalt  not  write about  your past ;  thou shalt  write 
about  your future!

I I . Thou shalt  not  confess.

I I I . Thou shalt  not  write job descript ions;  thou shalt  
writeachievem ent  statem ents.

I V. Thou shalt  not  write about  stuff you don’t  want  to do 
again.

V. Thou shalt  say less rather than m ore.

VI . Thou shalt  not  write in paragraphs;  thou shalt  use 
bullet  points.

VI I .Thou shalt  not  lie.
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1 .Thou Shalt  Not  W rite About  
Your Past

Because your resum e is a m arket ing piece for your next  
job, it  concerns your future, not  your past . 

I f you’re writ ing a chronological resume, don’t  write your 
resum e as if it  were a histor ical docum ent . 

Even though the body of your chronological form at  is 
st ructured around your work history (your past ) , the 
achievem ent  statem ents should support  your job 
object ive statement  (your future) .
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2 .Thou Shalt  Not  Confess

Why? Because your resum e is not  a confessional

You don’t  have to tell all.  

Don’t  waste space or dist ract  the reader by put t ing 
anything on your resume that  doesn’t  support  your 
job object ive or cast  you in the best  light  possible 
with regard to experience, ability, age, and 
personality. 

Be select ive. 

Pick through all your inform at ion and choose only 
what ’s relevant  to your job object ive. 
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3 .Thou Shalt  Not  W rite Job 
Descript ions

Achievement  statements are themost  powerful way to 
say “ I ’m  good at  what  I  do! ”

Make sure your achievem ents are stated appropriately 
for the type of work you’re interested in. 

For exam ple, a salesperson’s achievem ent  
statem ents will probably be m uch m ore dram at ic ( for 
exam ple:  Exceeded sales quotas by 300% )

An accountant  or technician’s resum e ( for exam ple:  
Used spreadsheet  applicat ions to analyze reports for 
upper m anagem ent ) .
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4 . Thou Shalt  Not  W rite About  
Stuff You Don’t  W ant  to Do

Writ ing your resum e is like writ ing your next  job 
descript ion

Because everything you put  in your resume 
suggests what  you’re eager to do in your new 
job. 

Never write about  dut ies that  you don’t  want  to 
do again, no m at ter how good you are at  them !

Use a resum e form at  that  highlightshighlights the the 
appropriate skills and experienceappropriate skills and experience.

Don’t  m ent ion responsibilit ies you don’t  
want  to hold on your next  job.
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5 .Thou Shalt  Say Less Rather 
Than More

Tim e is m oney

Less text  is m ore effect ive at  

grabbing the reader’s at tent ion.

Also, even though you provide less 

inform at ion, it ’s all high-quality 

inform at ion, which m akes the resum e 

m ore im pressive.

The EightThe Eight -- Second Test !Second Test !
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6 . Thou Shalt  Not  W rite in 
Paragraphs

A busy m anager is unlikely to read a 
resum e m ade up of long paragraphs

A bullet  at  the beginning of a 
statem ent  effect ively says, “ HereHere’’s an s an 

independent  thought  thatindependent  thought  that ’’s quick and s quick and 

easy to readeasy to read,”

whereas a paragraph im plies that  one 
has to read the whole thing to get  the 
full m eaning.
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7 . Thou Shalt  Not  Lie

Stat ing experience at  a part icular place of 
employment  where you never worked

Misrepresent ing the level of responsibilit y you held 
( for exam ple, list ing “Art  Director” when you were 
really a graphic designer)

List ing a school that  you didn’t  at tend 

Claim ing to have a degree that  you didn’t  obtain

Taking credit  for som eone else’s achievem ent

Overstat ing skill levels in a technical field


