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Cont ract 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. ?

Resume

Curriculum Vitae
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CV
Appropr iate for  academ ic, 
research and government  

posit ions.

Com prehensive of your 

ent ire academ ic and 

professional career.  
Usually a m inimum of 3 

pages.

Focus on academ ic 

details.

Resum e
Appropr iate for  general 
class of jobs.

Summary 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 market 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 
sum m arize, from  Lat in resum ere, to take back;  com pare 
resum e
career and educat ional sum m ary m eant  to highlight  your 
skills and exper ience 
A resum e is a personal sum m ary of

your professional history 
Your qualif icat ions.  

I t  includes inform at ion about  
your career goals

Educat ion
work exper ience

Act iv it ies
Honors

any special skills you m ight  have.  
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CV St ructure ( i)

Nam e, Address, Phone, Em ail

Educat ion
Degree

Discipline

I nst itut ion

Date of graduat ion

Advisor 

Dissertat ion/ ThesisLicensure
List  credent ials and cert ificat ions
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CV St ructure ( 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

I f you have extensive experience, your CV will 
be easier to read if you break it  up into these 
categories.  

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

Honors/ Aw ards/ Dist inct ions

Languages

Only list  language in which you are 

fluent

References

Generally list  your references by nam e 

including their  posit ion, inst itut ion, 

phone num ber and em ail address. 
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CV Dist r ibut ion ( i)

How will you dist r ibute your 

m 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  ad. 
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CV Dist r ibut ion ( ii)

Hard copies

Hard copies are OK when 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 urgency than 

elect ronic versions 

can be processed with a couple of m ouse 

clicks. 
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CV Dist r ibut ion ( iii)

m ake it  scanner fr iendly:  

use only white or  beige 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 ( iv)

E-m ail copies
although there are st ill som e problem s with 
certain file t ranslat ions and com puters, the great  
m ajor ity of e-m ailed docum ents reach their  
dest inat ions in readable condit ion. 

fix a format t ing irregular ity 
font  subst itut ion. 

But  willing to do this, because the alternat ive 
(hard copies)  requires m e to get  up off m y chair  
and start  searching through file cabinets. 

When given a choice between having your 
resum e sit t ing in the file cabinets or in the 
com pany's database where it  can be scanned for 
keywords, you'll definitely want  the lat ter. 
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CV Dist r ibut ion (v)

Word or RTF docum ents

no ZI P files, please!

seem  to be becom ing the de facto 

standard. 

Som e people clip and paste the text  

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

m essage just  in case. 

I t  is bet ter than a Zarnegar docum ent  

that  no one can open. 
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CV Dist r ibut ion (vi)

And it  is bet ter than PDF docum ents. 

PDFs look the best

☺ You can preserve all the form at t ing and font  

select ions and m ake your m ater ial pr int  out  

beaut ifully. 

They cannot  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 (vii)

Fax copies

Use the fax m achine only when 

specifically requested by a hir ing 

m anager or advert isem ent . 

Fax m achines produce copies that  m ost  

often cannot  be scanned, 

They are losing the value that  they once 

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

Hobbies and I nterests sect ions
I  would suggest  rem oving this area from  a 
resum e altogether, although m any people would 
disagree with m e. 

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

Perhaps it  is the workaholic in m e, but  I  don't  
really care if you enjoy hiking and t ravel. 

What  I  am looking for when I  scan a resum e is 
how well qualif ied you are for a specific job.

Does it  really m at ter that  you enjoy bowling, 
biking, or brewing beer? 
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Delete the Following From  Your 
Resum e ( ii)

Academ ic CV relics:
You should also get  r id of all those 
oddit ies from  the old-style 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

The Object ive Statem ent

The Contact  I nform at ion 

Sect ion

The Educat ion Sect ion

The Experience Sect ion
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What  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

Other nam es:  Professional Object ive, 
Resum e Capsule, Career Goals, etc.
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Why write 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 good 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 areasknowledge and expertise in different areas
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A good object ive statem ent  

answers 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 tailor 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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Get t 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 

main qualif icat ions

st rengths

skills

areas of expert ise?

What  posit ion(s) -or type of posit ion-are you 

seeking?

What  are som e of your 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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Which 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

A t r ick quest ion:  You’ll probably need to 
write m ore than one object ive statem ent .

Tailor for each type of posit ion that  
interests you and, for best  results, m odify 
for each part icular em ployer (as necessary)


