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Assess Your Resume Knowledge



Functions of a Resume

» A fool to get you the inferview, not the job

» Provide employer with a concise summary
of education, skills, and goadls

» Faclilitate the interview



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




What do employers want?

» “Make sure tfechnical knowledge is clear as well as
your project work- this is the best way for us to
determine it you will be a fit for the position or not.”

» “Connect the experience to the job description —
don’t just put everything you could possibly think of”

» “Projects where experience can translate to
industry — help tell that story — shouldn't be too
academic focused unless it's for a research
position”



Types of Resumes

» Resumes can have many formats
» Examples online — career.uci.edu
» Find what best fits you and your experiences



Do

»Keep fo | page
» 2" - 1" margins, 10-12 pt. font
» Use a consistent formatf

» Place most relevant information at
top

» TAILOR your resume to each specific
posItion

» Create on BLANK Word doc

» Have it proofread!




Resume Siructure

Contact

«—— Objective




Objective (optional)

Be Specific:
1. Function (type of work)
“Seeking work study job”
2. Employer/Indusiry (work setting)

“Seeking full-time opportunities within game design
at Blizzard”

3. Position
“Seeking the Environmental Engineer Internship”
4.  Skills

“Seeking internships utilizing proficiency in C++ and
Java”



Resume Siructure

Contact

«—— Objective

Education




Education

» Include University — full name

» Degree — Bachelor of Science/Arts
in (Major)

» Minor(s)
» Expected Date of Graduation
» GPA if over 3.00

» Relevant Courses (optional)



Education Example

University of California, Irvine  June 20##
Bachelor of Science, Elecirical Engineering
GPA 3.42

Relevant Coursework: Processor
Hardware/Software |Intertaces, Digital
Signal Processing, Electric Machines and
Drives



Resume Sitructure

Contact

«—— Objective

Education

y Tech Skills




Technical Skills

» Include subheadings that reflect the key
areas of your field

» Examples:
e Systems: Windows (2000, 2003), UNIX, Linux
e Hardware: Servers, Hubs, Routers, Switches, PC's
e Design: Solidworks, Mathematica, CosmoWorks
e Software: MS SQL Server, MATLAB, Visio, Microsoft Office Suite
e Manufacturing: FeatureCam, CNC/manual mill and lathe, TIG and MIG
welding
e Networking: TCP/IP, DNS, DHCP, WINS, Ethernet, Token Ring
e Languages: Visual Basic, C, C++, HTML, JavaScript
e Lab: Gel electrophoresis, radioisotopes, plasma preps, protein assays



Resume Sitructure

v

Contact

«—— Objective

Education

A\ 4

y Tech Skills

\ 4

Experience




Experience/Projects

» Jobs, projects, research, internships, leadership,
volunteering

» List Organization/Company hame; Location, Job Title,
Dates employed

» Describe using Action Verbs and Key Words
» Quantify #, $, % when possible

» Describe any results and accomplishments



Description Examples

» Conducted preliminary design of fixture componentsusing AutoCAD

» Train 10 new hiresin areas of customerservice, cashiering and store
policies

» Reviewedand created test procedures and system requirements for
the engine control system

» Developeda spreadsheet program that allows users to
gi:m ultaneously view and make synchronized edits to the document.
++

» Researchedthe electron transport chain in the nitrogen-fixing
bacteria Azotobactervinelandii. Work isin the process of publication



Types of Resumes

» There is N0 one way to format a resume
» Examples on career.uci.edu
» Find what best fits you and your experiences
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Determining Your Content

» Look at the job description
Placement of skillsin the ad
Frequency of mentions

» Look at company website
Know their mission/core value
How/where do you fit

» Look at yourself

How are you unique
What are your achievements



Writing Strong Content

» Perform office dutiesincluding answering phone, filing, making
copies and faxes

Managed a multiline phone in a fast paced office environment,
ensuring messages were delivered promptly and accurately

» Responsible for all aspects of editing, writing and reporting for
University paper

Interviewed sources, researched, wrote and copy edited average
of 3 stories per quarter



Anna Anteater

123 Circle Drive
Newport Beach, CA 92663
aeater@uci.edu
949-824-6881

OBJECTIVE
To create dynamic mobile applications for a cutting-edge start-up

EDUCATION

Bachelor of Science, Computer Science June 20##
University of California, Irvine

GPA: 3.35

SKILLS

Proficient in Java, Python, Ruby
Intermediate in C++

EXPERIENCE

Vtech, Irvine, CA June 2017 - Present
Software Development Intern

-Created test case generation tool which creates random XML documents from XML
Schema



Resume Sitructure

Contact

Education

v

Experience

A\ 4

Research/Publications

Honors
Patents

\ 4

«—  Objective

+«——  Tech Skills

Projects

Activities/Volunteer



For Additional Support

W vmock

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

Cover Letter Structure

Format

Content

Your Address —

Date ——

Employer'sAddress —»

SpecificPerson —

Why are you writing

No Indentations How did you hear
Left Justified

Blank Line between <— Matchyou to them

Paragraphs

<— Follow Up

<— Signature




Cover Letters

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

» Make sure the cover letter includes:
» Address 1o 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
descriptionfor clues)
» Why YOU are the best fit for the position
» Follow up action



More Ways We Can Help

» WWW.career.uci.edu
» Online Resume and Cover Letter advice

» Virtual advising
» Find appointments available on Handshake

» Resume reviews and any career related
concerns



