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Current job market
The hiring process

The applicant pool
Depending on the position, 
hundreds, if not thousands, 

of people apply

Resumes are reviewed
Can be reviewed 

electronically or by a person

Interview phase
Typically 2-6 applicants are 

interviewed per opening



Important Attributes Employers Seek

NACE: National Association of Colleges & Employers



Assess your job search
Research the marketplace: What do you already know?

Learn industry trends

Discover the responsibilities of jobs of interest

Get an insider’s perspective on an organization

www.onetonline.org/

www.glassdoor.com 

www.bls.gov/ooh/ 

http://www.onetonline.org/
http://www.glassdoor.com/
http://www.bls.gov/ooh/


Job Search Strategies

• Start today!

• Bookmark websites

• Create job post alerts

• Keep a database (Excel, Google Sheets, etc) - Sample available from Vanessa

• Areas you are interested in

• Jobs that catch your eye

• List of companies/institutes

• List of people you would like to speak

• Save the job posts you see/like as a pdf file; mark the skills they want

https://docs.google.com/spreadsheets/d/1j2_Z_dsgxjG3CNaOulv385OdSxygBuNO/edit?usp=sharing&ouid=106477363431001013554&rtpof=true&sd=true


• 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



• 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



Main Sections on a 
Resume
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1. Contact Information
2. Education
3. Experience
4. Skills (can be placed 
after education or after 
experiences) 
5. Leadership, Volunteer 
and other Experience 
Sections

1





• 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





Job Search Sites

• UCR Handshake
• LinkedIn Jobs
• HigherEdJobs
• Chronicle of Higher Education Jobs
• California Community Colleges 

Registry
• CareerShift
• USA Jobs
• Jooble
• Levels.fyi

• Science Careers
• Nature Careers
• BioCareers
• BioSpace
• Engineer Jobs
• Humanities and Social Sciences 

Jobs
• NIH Office of Intramural 

Training and Education - Jobs
• Professional Societies

https://ucr.joinhandshake.com
https://www.linkedin.com/jobs/
https://www.higheredjobs.com/
https://jobs.chronicle.com/
https://www.cccregistry.org/jobs/index.aspx
https://www.cccregistry.org/jobs/index.aspx
https://careershift.com/
https://www.usajobs.gov/
https://jooble.org/
https://www.levels.fyi/jobs?from=subnav&jobId=88289853988315846
https://jobs.sciencecareers.org/
https://www.nature.com/naturecareers
https://www.biocareers.com/
https://www.biospace.com/
https://www.engineerjobs.com/
https://www.h-net.org/jobs/job_browse.php
https://www.h-net.org/jobs/job_browse.php
https://www.training.nih.gov/career_services/jobs
https://www.training.nih.gov/career_services/jobs


How to Decode Job Descriptions

• Look for themes & keywords – repeated words
• Qualifications/minimal qualifications & requirements

• Technical skills
• Transferrable skills

• Location/remote?
• Missions/values
• Industry language vs academic language/terms
• Contract, full-time?
• For international students – work authorization language

• E.g., US Work Authorization Needed; This role is not eligible for CPT, OPT or sponsorship now or in 
the future; Unrestricted work authorization needed.



Sample Job Description
What transferable skills is this employer looking for?

• Managing schedules and resources to meet project deadlines; facilitating the efficient running of the projects and the office
• Assisting in writing annual and final project reports and development of research papers
• Assisting in presentations at professional conferences
• General office management tasks, including coordinating with the East Coast office in matters relating to running the West Coast 

office, ordering supplies, coordinating with building manager, and handling expense reports for senior staff

Required qualifications:

• Master’s or beyond in science or engineering, learning sciences, educational technology, computer science, or equivalent
• Technical adeptness and agility
• Good writer and editor
• Quick learner
• Good with people in small group and collaborative settings
• Good team player — willing to pitch in and do what needs to be done
• Familiarity with schools, classrooms, teaching, and education
• Data literate
• Willingness for out-of-state travel



Sample Job Description
What transferable skills is this employer looking for?

• Managing schedules and resources to meet project deadlines; facilitating the efficient running of the projects and the office
• Assisting in writing annual and final project reports and development of research papers
• Assisting in presentations at professional conferences
• General office management tasks, including coordinating with the East Coast office in matters relating to running the West 

Coast office, ordering supplies, coordinating with building manager, and handling expense reports for senior staff

Required qualifications:

• Master’s or beyond in science or engineering, learning sciences, educational technology, computer science, or equivalent
• Technical adeptness and agility
• Good writer and editor
• Quick learner
• Good with people in small group and collaborative settings
• Good team player — willing to pitch in and do what needs to be done
• Familiarity with schools, classrooms, teaching, and education
• Data literate
• Willingness for out-of-state travel



Leveraging Your Transferable Skills
Now that you've identified your transferable skills, how do you leverage 
them to employers?

Use your cover letter - In your cover letter, 

focus on how your prior experience has 

prepared you for the new job. This is an 

opportunity for you to explain how your 

relevant transferable skills will benefit the 

organization, through specific examples.



Leveraging Your Transferable Skills
Now that you've identified your transferable skills, how do you leverage 
them to employers?

Talk about your relevant skills in interviews – behavioral interview questions are a great time for you to 

highlight your transferable skills. Example - "Describe a situation when you had a conflict at work and how you 

handled it."

Sample Answer: “While working on a project for a previous employer, one of my team members regularly challenged 
every solution I presented. He also had a tendency to interrupt and talk over others without listening to their input. I 
experienced a challenge in maintaining my patience when he interrupted others without listening. It reached a point 
where our respective managers counseled both of us on our behavior.

“To resolve this conflict, I had to recognize that I cannot change or control his behavior. I also acknowledged that this 
behavior, from both of us, was likely a result of stress due to the heavy workload of the project. Therefore, I adjusted 
my own communication style to increase empathy, avoid triggers and build patience with interruptions. We were able 
to complete the project and maintain polite correspondence whenever we needed to work together after that.”

ü Professionalism; Good communication skills; Good problem-solving skills



https://ucr.joinhandshake.com/edu/jobs/8921938 

https://ucr.joinhandshake.com/edu/jobs/8832046 

How to Decode Job Descriptions - Examples

https://ucr.joinhandshake.com/edu/jobs/8921938
https://ucr.joinhandshake.com/edu/jobs/8832046


What questions do 
you have?



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

Location: We are located in the Career Center Plaza. 
Our entrance is the University Lecture Hall and the Surge 
Building, behind the UCR Campus 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


