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Resume Writing

Learn how to write a resume that
iImpresses

career.uci.edu



https://career.uci.edu/
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Assess Your Resume Knowledge



What is a Resume?

* A tool to get you the interview

* Provide employer with a concise
summary of education, skills, and
goals

e Facilitate the interview



The average employer looks at a
resume for only 6 seconds!

Source: The Ladders
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Types of Resumes

There is no one way to format a resume

Examples on career.uci.edu

Find what best fits you and your experiences
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Resume Structure

v

Contact

Education ——— »

<— Experience:

Work Experience

Leadership

Volunteer Work
<+<— Internships
Activities

Research

Skills,ie.
language skills,
computer skills




Resume Structure

v

Contact

Education ——— »

<— Experience:

Work Experience

Leadership

Volunteer Work
<+<— Internships
Activities

Research

Skills,ie.
language skills,
computer skills




Contact Information

* Formal name, at top of page, larger than other content

* Mailing address. You can leave off street address for privacy
reasons.

* Phone number

* Email address. Be sure it is professional and you check it
often

e Optional Links: LinkedIn URL, online portfolio, etc.

Example

Samantha Student
Irvine, CA 92697 (949) 555-5555 | sstudent@uci.edu | www.linkedin.com/in/sstudent



Resume Structure

v

Contact

«<— Experience:

Work Experience

Leadership

Volunteer Work
<«<— Internships
Activities

Research

Skills,ie.
language skills,
computer skills




¢ Include University —full name

e Degree — Bachelor of Arts or Bachelor
of Science in (Major)

e Minor program(s)

e Date of Graduation (expected)
e Study Abroad Experience

e GPA if greater than 3.0

e Relevant courses

e Community College??

e Avoid High School




EDUCATION

Example

University of California, Irvine
Bachelor of Arts in Psychological Science
June 20XX
GPA 3.32
Relevant Coursework: Health Psychology, Clinical Sport Psychology



Resume Structure

v

Contact

Education ——— »

Experience:

Work Experience

Leadership
Volunteer Work
Internships
Activities

Research

Skills,ie.
language skills,
computer skills




Experience

* What is Experience?

* List Organization/Company name; Location, Job Title, Dates
employed

* Reverse chronological order
* Bullets vs. Paragraphs
* Verb tense (present or past)



Describing Experience

* Describe experience using Action Verbs and Key Words
* Quantify #, S, % when possible
* Describe any results and accomplishments

* Ask yourself these questions to develop content
* Who
* What
* When
* Where
* Why
* How



Experience Example

Starbucks Coffee, Irvine, CA June 2019-present

Barista

* Train new hires in areas of customer service, cashiering
and store policies

* Provide excellent customer service to ensure customers’
satisfaction

* Maintain store and stock inventory
* Brew coffee, take orders and prepare drinks



Resume Structure

v

Contact

Education ——— »

«<— Experience:

Work Experience

Leadership
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Skills and Interests

e Computer skills

* Language skills

* Other skills needed for your field/industry

* Interests are optional but make them interesting

Example

Language: Fluent in Spanish, Beginner Mandarin Chinese

Computer: Microsoft Word, Microsoft PowerPoint, Microsoft Excel, Adobe Photoshop,
Adobe Publisher

Interests: Training for LA marathon, enjoy cooking Italian cuisine



FORMAT TIPS

* Keep to 1 page

e 15" -1” margins, 10-12 pt. font

* Keep it simple (white paper, black ink —no colors or
graphics)

* Use a consistent format

* Place most relevant information at top

* Create on Word doc, send in PDF



Determining Your Content

* Look at the job description
Placement of skills in the ad
Frequency of mentions

* Look at company website
Know their mission/core values
How/where do you fit

* Look at yourself

How are you unique

What are your achievements



Practice: Read a Job Ad

 Easter Seals is a collaborative environment of behavioral, occupational, physical, and
speech/language therapists working closely together to provide treatment for children and training
for families. If you are an energetic, fun, and creative professional with lots of flexibility, this is an
excellent opportunity. We seek highly organized, dynamic professionals with an excellent ability to
engage children and families.

* Job Description: Behavioral Interventionist
Provide specialized behavioral intervention services and program implementation for children with
autism spectrum disorders and related developmental disabilities, ages 14 months and older.
Provide direct care to clients diagnosed with autism spectrum disorders, and include parents and
caregivers in sessions to promote generalization and parent involvement. Travel to home and other
community settings to deliver services. Develop caring, high quality, and effective services for
children and families.

* Requirements:
BA/BS in Psychology
Recent experience working with children and/or children with autism spectrum disorders and/or
related developmental disabilities in a direct care capacity preferred.
Able to communicate effectively verbally and in writing.
Able to engage children and families, and work with very active children on the floor.
Maturity, common sense, flexibility and a genuine sense of humor are a must for this job.
American Sign Language or bilingual ability is very desirable.



Reading a Job Ad: Hard Skills

* Easter Seals is a collaborative environment of behavioral, occupational, physical, and
speech/language therapists working closely together to provide treatment for children and training
for families. If you are an energetic, fun, and creative professional with lots of flexibility, this is an
excellent opportunity. We seek highly organized, dynamic professionals with an excellent ability to
engage children and families.

* Job Description:
Behavioral Interventionist provide specialized behavioral intervention services and program

implementation for children with autism spectrum disorders and related developmental disabilities,
ages 14 months and older.

Provide direct care to clients diagnosed with autism spectrum disorders, and include parents and
caregivers in sessions to promote generalization and parent involvement. Travel to home and other
community settings to deliver services. Develop caring, high quality, and effective services for
children and families.

* Requirements:
BA/BS in Psychology
Recent experience working with children and/or children with autism spectrum disorders and/or
related developmental disabilities in a direct care capacity preferred.
Able to communicate effectively verbally and in writing.
Able to engage children and families, and work with very active children on the floor.
Maturity, common sense, flexibility and a genuine sense of humor are a must for this job.
American Sign Language or bilingual ability is very desirable.



Reading a Job Ad: Soft Skills

* Easter Seals is a collaborative environment of behavioral, occupational, physical, and
speech/language therapists working closely together to provide treatment for children and training
for families. If you are an energetic, fun, and creative professional with lots of flexibility, this is an
excellent opportunity. We seek highly organized, dynamic professionals with an excellent ability to
engage children and families.

* Job Description: Behavioral Interventionist Provide specialized behavioral intervention services and
program implementation for children with autism spectrum disorders and related developmental
disabilities, ages 14 months and older. Provide direct care to clients diagnosed with autism spectrum
disorders, and include parents and caregivers in sessions to promote generalization and parent
involvement. Travel to home and other community settings to deliver services. Develop caring,
high quality, and effective services for children and families.

* Requirements:
BA/BS in Psychology
Recent experience working with children and/or children with autism spectrum disorders and/or
related developmental disabilities in a direct care capacity preferred.
Able to communicate effectively verbally and in writing.
Able to engage children and families, and work with very active children on the floor.
Maturity, common sense, flexibility and a genuine sense of humor are a must for this job.
American Sign Language or bilingual ability is very desirable.



Environmental Health and Safety Admin (on campus part-time job)
Job Description:

Will provide support to the daily operation of the front desk by answering and triaging
phone calls, greeting customers, and providing overall customer service to our
internal and external customers. The front desk must be fully staffed at all times and
ready to receive campus related emergency calls in addition to daily inquiries from
customers

Will assist with distribution of face coverings to campus customers

Will contribute time to putting together SOS binders in support of the SOS program
and EH&S School Coordinators

Will assist with calendaring meetings

Will assist with data entry for ad hoc projects

About EH&S:

Focused on continuous improvement in delivering excellent and ever more efficient
service to our clients.

We maintain a safe and attractive environment for students, faculty, staff, and
visitors; ensuring buildings and other infrastructure perform efficiently and are well
maintained.


https://docs.google.com/document/d/1vbsbP5H9ecT6CwuXRX3nYRcpZuaP0IEnLNz2Yd085zs/edit?usp=sharing

Format

Your Address

Date

Employer’s Address

Specific Person

eNo Indentations

elLeft Justified

eBlank Line between
Paragraphs

Cover Letter

Content

Why are you writing

How did you hear

Match you to them

Follow Up

Signature



Cover Letters

continued

* Make the body of an email you are sending in response to a
position (resume attached)

 Make sure the cover letter includes:

» Address to a specific person

* Contact or source if applicable

* Demonstrate enthusiasm

* What position you are applying for

* Your interest in the company (show knowledge of company)

* How your skills match their specific qualifications (use job description
for clues)

 Why YOU are the best fit for the position
* Follow up action



For Additional Support

ww vmock

VMock is a powerful, easy-to-use automated online resume
platform. Get instant feedback from VMock within seconds of

uploadinga PDF version of your resume. Analyze your resume
anytime, anywhere, 24/7.

Click here for a demo of VMock


https://app.vidgrid.com/view/LamjmTe8xYOX?autoplay=1&t=0.27

More Ways We Can Help

e Resourceson DCP website:

e Virtual Career Planning Appointments: 30-minute appointments to
discuss career exploration, job/internship search, graduate school
planning, resume and cover letter reviews, etc. Bookin


http://www.career.uci.edu/
https://uci.joinhandshake.com/

