
1

May 9, 2025
Rosa Chavarro, Associate Director

RESUME 
ESSENTIALS 
WORKSHOP



2

By the end of today’s workshop, you will be able to: 

1. Distinguish between a résumé and a CV

2. List the sections commonly used in a résumé

3. Apply basic principles of résumé writing when crafting your own

4. Format your résumé in a scannable and compact way 

5. Assess a job ad and map skills/experiences/traits to employer needs

6. Write strong bullet points

Today’s Agenda
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CV Résumé

Audience Other academics or researchers HR, Hiring Manager, Recruiter 

Goal Present full academic history for faculty 
positions in academia, fellowships and 
awards, or research intensive roles 

Demonstrate you have the skills and 
experience necessary to succeed in a 
particular position 

Length As long as necessary 1-2 pages

Scope Broad—detailed listing of every term of 
employment or academic credential

Limited—only what is relevant to the position 

Contents Education, Awards, Teaching, Publications, 
Conferences, Research

Education, Experience, Skills 

Formatting Consistent, defined sections in a specific 
order, empty space

Clean, quickly scannable, limited empty space

References Include Omit 

Résumé ≠ CV
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• Contact Information

• Summary Statement 

• Education

• Professional Experience (academic projects, independent research, internship experience, 
teaching, fellowships, work experience, publications, conferences, presentations)

• Skills (languages, licenses, certifications, technology, techniques)

• Additional Information (extracurricular activities, professional associations, volunteer work) 

Components of a Résumé
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• Name and degree (e.g., John Doe, PhD)
• E-mail address
• Phone number
• Website (e.g., LinkedIn) 

Contact Information
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For each undergraduate or graduate experience provide: 
• Degree (e.g., BS, BA, MA, PhD)
• Date awarded or expected (month and year) 
• Institution 
• Field of study (major) 

Education
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• Position title 

• Name of company or institution 

• Location (city, state)

• Date range 
 2020 - 2023 (degree)
 Jul. 2020 - present (employment) 

• Bulleted list of accomplishments, not descriptions of job duties or tasks
 List most relevant first 
 Use present tense for current position; use past tense for earlier positions
 Ensure statements are grammatically paralleled
 Edit unnecessary words 

Professional Experience
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1. Use a clear and consistent format that helps the reader scan and 
digest important information in 15-30 seconds.
• Name on top of page in large simple font 

• Contact info under name 

• Standard font (Arial, Times New Roman, Calibri) 

• 10-12 pt. font size  

• Bold, CAPS, italics, underline to emphasize section headings

• Margins between 0.75” and 1” (ideal), but no less than 0.5”

• Reverse chronological order (most recent first)

• Date format (right side)

• 1-3 lines per bullet (phrases only) 

• Avoid pronouns (I, we) 

Basic Principles of Résumé Writing
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2. Edit to include the most relevant experience in a single page.
• Avoid awkward spill over sections 

• Avoid cluttering

• Save space by leaving off your mailing address (email and phone 
suffice)

3. Highlight achievements/outcomes rather than tasks or processes. 
• Begin phrases with appropriate action verbs

• Use results-oriented bullet points instead of paragraphs

• Use headers and details to match the specific job posting

Basic Principles of Résumé Writing (cont.)
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Step 1: Conduct a career self-assessment 

Step 2: Assess the job ad 

Step 3: Identify key transferrable skills 

Step 4: Map your experiences to the job ad 

Step 5: Write strong bullet points 

Step 6: Write a summary statement

Developing a Targeted Résumé 



13

• Identify your skills, values, interests, and preferences
 self-assessment tools can help with this process

• Identify career sectors of interest
 academia, industry, government, etc. 

• Focus your research on specific companies/organizations 
 mission, clients, stakeholders, revenue streams, funding, competitors

• Research the position types appropriate for you
 roles and responsibilities typical for positions of interest
 skills, experiences, and personality traits sought after for these positions 

Step 1: Conduct a Career Self-Assessment
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Self-Assessment Tools
Excellent resources that can help you assess your career-related skills, interests, and 
values and manage your career-related decisions and goals: 

• MyIDP (www.myidp.sciencecareers.org) 

• ImaginePhD (www.imaginephd.com) 
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• A targeted résumé should always answer the question: 
Why should I hire you for this specific position? 

• Effective résumés are written for a specific job opening 
• A generic résumé can be crafted for a specific career 

sector and used as a template for creating a targeted 
résumé 

Step 2: Assess the Job Ad
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Job Ad Example

Technical knowledge and 
non-technical abilities 

Industry/company 
knowledge and culture 

Interpersonal skills and 
personality traits



17

Research Teamwork Problem-Solving Communication Leadership 

o Forecasting or 
predicting

o Designing and 
experiment 

o Imagining alternatives
o Identifying resources
o Extracting important 

information 
o Defining needs
o Formulating 

conclusions
o Conceptualizing ideas 
o Observing and 

discovering 
o Analyzing information 
o Presenting findings 
o Learning new tools or 

techniques 

o Generating and initiating 
ideas

o Making decisions with 
others 

o Respecting others 
o Developing rapport 
o Sharing 

credit/cooperation 
o Interacting effectively 
o Collaborating in diverse 

or multicultural 
environment 

o Meeting team 
expectations

o Perceiving feelings, 
situations

o Listening to others

o Anticipating potential 
problems 

o Defining problems and 
possible causes

o Identifying and selecting 
solutions 

o Creating innovative 
approaches

o Involving group 
members in problem 
solving 

o Developing plans to 
implement solutions 

o Teaching/training others
o Mediating 
o Implementing sound 

decisions

o Writing clearly and 
concisely

o Expressing ideas
o Using media to present 

ideas
o Reporting information
o Public speaking
o Making presentations
o Providing accurate 

descriptions

o Managing and 
supervising groups 

o Delegating responsibility 
o Promoting and adapting 

to change 
o Prioritizing tasks 
o Identifying areas for 

improvement
o Facilitating meetings
o Coaching, mentoring, or 

counseling 
o Evaluating progress
o Setting and 

accomplishing goals
o Eliciting input and 

providing feedback

Step 3: Identify Key Transferrable Skills
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PhD Task Context Transferrable Skill

Consolidating and synthesizing 
large amounts of information into a 
coherent argument

Journal article, grant proposal Data analysis and interpretation 

Build relationships with others to 
collaborate, share 
Resources, and brainstorm ideas

Group project or presentation, 
research collaboration

Collaboration and leadership

Articulate ideas, presentations, and 
findings to a wide variety of 
audiences under time constraints

Poster presentation at 
conferences

Communication 

Prioritize tasks while maintaining 
flexibility to address potential and 
unexpected problems 

Design and implement 
experiments in the lab

Project management 

Examples of Transferrable Skills
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Step 4: Map Skills and Experiences to Job Ad

TRANSFERRABLE 
SKILL RESEARCH TEACHING VOLUNTEER

PRIOR WORK 
EXPERIENCE OR 
GRAD SCHOOL

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

Exercise: Identify your 
transferrable skills and 
brainstorm examples of 
how you used each skill. 
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Write results-oriented bullet points that describe and quantify 
what you did:
• Lead with an action verb
• Be concrete and descriptive 

 Include accomplishment statements detailing the level of 
responsibility, knowledge and acquired skills relevant to 
the position to which you are applying 

• Describe impact/outcomes/results and quantify 
 Publications, presentations, grants, discoveries, patents, 

methodologies, collaborations 

Step 5: Write Strong Bullet Points
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Craft Accomplishment Statements 

ACTION VERB
• What did you do? 

CONTEXT 
• What was the situation?

• What was your role? 

END RESULT
• What was the outcome of 

your effort?

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

Exercise: Start with an 
action verb to show you 
did something, provide 
the context for that 
action, and then 
demonstrate the end 
result of your action to 
show the value of your 
contributions.
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Writing and Planning

• Developed and wrote successful federal grant 
proposal on diabetes research project, which 
secured $1 million in grant funding for research 
aims for 3 years 

Collaboration, Leadership, and Supervision

• Spearheaded the completion of a cancer 
research project by leading a team of 6 
researchers, resulting in publication of the project 
in The New England Journal of Medicine 

Project Management 

• Managed a multifaceted biochemical research 
project, resulting in the development of 3 
international collaborations and $5 million in grant 
funding for 5 years

Examples of Strong Bullets
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Strong Action Verbs
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• A strong summary statement includes a high-level description of your 
experience, skills, and personal traits that are most relevant to the job 
you are applying for 

• Be sure to demonstrate your expertise by using clear, succinct, and 
descriptive language

Step 4: Write a Summary Statement
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• Detail-oriented, collaborative, and self-motivated neuroscientist with 5+ years of 
experience in leading and managing experiments aimed at the identification of 
therapeutic strategies for neurodegenerative diseases

• Creative and self-motivated individual with easy-integration in a multicultural 
environment with unique combination of detail-oriented mindset, driven 
personality, analytical skills, and proven ability to meet tight deadlines by working in 
a fast-paced work environment leading to discovery of novel targets in Parkinson’s 
disease research

• Effective and confident science communicator, both oral and written, making 
complex scientific concepts accessible to audiences of various backgrounds, 
thereby creating trust and respect among peers and collaborators

Examples of Summary Statements



26

A targeted résumé is a marketing document that demonstrates you are the best candidate for the job:

 Highlight most relevant accomplishments and skills 

 Write results-oriented bullet points, not descriptions of your job duties

 Quantify your accomplishments (amounts, frequency, etc.)

 Highlight transferrable skills 

 Use keywords from the job ad 

 Use a clean resume design that helps the reader glean important information quickly 

 Limit your resume to two pages or less 

 Submit as a PDF 

 Do not include personal information like age, Social Security number, marital status, religion, citizenship, etc. 

Final Tips
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Thank You.
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