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What story do you want to tell?



CV vs Resume – what are the differences?

The Terms CV & Résumé are used interchangeably often

• Academia professionals 
may use CV even though a 
one page “resume” is  
acceptable 

• Industry Employers may 
use CV even though they 
PREFER one-page Resumes

• International opportunities 
commonly use CV even 
though 1 page résumé are 
acceptable  

• The “Traditional” CV is 
more common in Research 
or Academic settings  



• Academic credentials, funding, 
teaching, services, awards

• No restriction on length

• One inch margins, 12 point font 
size, double spaced 

• Avoid including personal 
information, hobbies, interests, 
and irrelevant work experience

CV Resume
• Relevant skills, work experience, relevant 

information higher up on resume, target to the 
position

• 1 to 2 pages

• 1/2 – 1 inch margins, single spaced, 10 to 12 point 
font size 

• Avoid unedited list of publications, presentations, 
conferences, courses taught, past 10 years of 
experience

Formatting
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• Avoid unedited list of publications, presentations, 
conferences, courses taught, past 10 years of 
experience

Formatting



• “Story of one’s life”

• Academic achievements organized around
 3 pillars: Research, Teaching and Service

• Used for academic jobs, fellowships, grants, 
research-intensive organizations, teaching and 
postdoctoral scholar applications

• Mostly used by PhD students

Purpose of a CV



• Snapshot of professional experience

• Establish qualifications and credentials

• Highlight & tailor specific skill sets and 
accomplishments, relevant background

• Incorporates technical, soft and transferrable skills

• Used for nonprofit, government, business, consulting 
and other industries

Purpose of a Resume



• Use nouns indicating specific job functions, skills, responsibilities 
(see detailed job description to select key words to use)

• Look for repetitive wording in the job description and include 
keywords in skills and experience sections

“An estimated 95% of Fortune 500 companies currently use an 
ATS to manage their applicant tracking process, (Amy Elisa Jackson, 

Glassdoor)”

Applicant Tracking System (ATS)



Applicant Tracking System (ATS)

•Forget “fancy fonts”, flashy symbols    , colored paper, & borders
•Please, NO TABLES (even with invisible lines)
•10 - 12 point size (text only), standard font
•Avoid bolding too many things
•Use MS Word files when submitting, most prefer Word over other 
formats
•Write/tailor your resume to the job descriptions – your resume is 
written for your audience/employers!!!!!!  Generic resume with 
minimal keywords do not work.



Chronological Format
• Easy to read, most commonly used and preferred by employers

• Presents education and work experience in reverse chronological order 

     Recent

                                Oldest

• Very effective if majority of education and work experience is related to 
objective





OBJECTIVE 
Seeking a Graduate Internship with Abbott Vascular

OR…

PROFESSIONAL SUMMARY 
More than 5 years of research experience in power systems, climate impact, 
and materials characterization in laboratory settings. Spearheaded a multi-
laboratory study on intelligent autonomous vehicles resulting in 2 highly 
ranked publications. Experience in managing multiple projects with strict 
deadlines and budgetary guidelines. 

Job title + Company Name

Specific Skills & 
Qualifications

Objective or Professional Summary
(Optional..... most recruiters don't read this anymore)



Education



• Paid or unpaid
• Presentations or public speaking
• SERVICE in student organizations
• Formal or informal faculty research
• Volunteering and internships
• Class projects, labs, MAJOR 

assignments

What Counts? Tailor Sections to Position of 
Interest

• Research Experience
• Leadership Experience
• Technical Experience 
• Project Management Experience 
• Event Planning Experience
• Writing Experience
• Administrative Experience 
• Higher Education Experience

Experience



• Lead and organize a team of 8 engineering faculty and 
postdoctoral researchers overseeing 5 research laboratories

• Identify laboratory equipment needs and balanced a budget of 
$12,000 in order to purchase supplies and instruments quarterly

• Collaborate with colleagues to draft and finalize 3 peer-reviewed 
publications, conferences presentations and successful grant 
proposals

Describing Experience Using TAR 
Method









• Analytic research
• Problem based learning sessions
• Communicating with peers
• Oral presentations
• Entrepreneurship
• Laboratory work
• Writing and reading scientific literature
• Teaching assistant experiences
• Collaborative research and projects
• Managing projects

Academic and Professional Training Transferable
• Communication
• Written and verbal
• Problem solving
• Facilitation, mediation, referral
• Interpersonal
• Assisting, representing
• Teaching
• Organizational
• Time management, goal setting
• Implementing

Skills



1. Problem-solving Skills 91.2% 6. Leadership 72.5%

2. Ability to Work in a Team 86.3% 7. Communication Skills (Verbal) 69.6%

3. Strong Work Ethic 80.4% 8. Initiative 69.6%

4.Analytical/Quantitative Skills 79.4% 9. Detailed-Oriented 67.6%

5. Communication Skills (Written) 77.5% 10. Technical Skills 65.7%

Important Skills Employers Seek
NACE Job Outlook 2020: Top 10 qualities/skills





List only if relevant to the position 
or JD asks for them

Identify selected published works

Publications



Professional Affiliations



• 10 - 12-point size, standard font – one font style for entire document
• Use bolding sparingly to draw attention to important pieces of information 

they requires not what you think are important
• Bullet points
• Action verbs start off your bullets (i.e., Analyzed, Trained, Tutored)
• Focus on transferrable skills, specify accomplishments, use numbers

• Consistency is key!
• Margins, ½ to 1 inch
• Avoid first person pronoun
• No Photos – Leave it for LinkedIn
• No demographic information or test results

Formatting Tips Continues



CAREER RESOURCES FOR 
GRADUATE STUDENTS

GSA Career Center Liaison & Graduate Peer 
Advisor Office Hours:
https://careers.ucr.edu/grad-students

All graduate students are welcome to “drop 
in” for a 15-minute appointment to learn 
about the resources offered at the Career 
Center

•Overview of Career Counseling
•Career Events and Workshops
•Online Career Resources
•Accessing Handshake

https://careers.ucr.edu/grad-students


careers.ucr.edu • (951) 827-3631 #HireHighlanders • #UCRCareerReady

Location: We are located in the Career Center Plaza. 
Our entrance is between the University Lecture Hall and the 
Skye Hall, behind the University Store.

Hours:
Mon. - Fri. 8 am to 5 pm
except Wed. 9 am to 5 pm

Individual counseling appointments available
Schedule on Handshake

Drop-In Hours:
Mon. - Thurs. 10 am-3pm
Fri. 10 am-12 pm



Any questions?


