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The Resume 

 

Introduction 

A resume is a very brief summary of your professional experience. (The word is French in origin, so 
you will see it written with or without accents:  résumé or resumé.) Your resume lists the personal, 
educational, and professional qualifications that have prepared you for a job. A resume is a snapshot 
of your experiences and skills, and each version of your resume is tailored for a specific position 
when you apply. On the other hand, a CV (curriculum vitae) is usually much longer and is not 
modified for individual positions. It’s always a good idea to keep both a resume and a CV up-to-date 
in your records, in case the opportunity arises for you to share them with potential mentors, 
collaborators, employers, or funding agencies.   

 
Learning objectives 

1. Compare and contrast a resume with a CV. 
2. Draft (or update) your own resume. 

 

Nuts & Bolts 

Although a resume does not have a set list of required elements, a good resume usually has most of 
the components listed below. Please consult this helpful guide on preparing and maintaining your 
resume, from University Career Services at Georgia State University. It lists various types of 
resumes, suggests powerful action verbs, shows a sample format, and even provides a checklist for 
your formatting and proofreading.   

1. Heading:  Name, email address, and phone number 
2. Objective Statement:  State the type of position and organization you seek, along with 1-2 

skills you hope to use and 1-2 goals you hope to help the organization achieve.   
3. Summary of Qualifications:  You could list the main attributes you possess and the employers 

seek.  Your goal here is to demonstrate your fit for the position.  
4. Education 

a. List academic degrees, often in reverse chronological order (most recent listed first).  
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b. Name of institution, city and state, degree type and major, month and year degree was 
(will be) awarded.  (If not yet awarded, then specify “Expected May 2021” for example.) 

5. Related Experience / Related Coursework / Course Projects / Work Experience 
a. List positions, courses, and/or projects that show off the skills and expertise you hope to 

use in the job you seek at this time.  
b. For each entry, include  

i. the title you held/course title, organization name/institution where you took the 
course, city and state, dates.  

ii. a short list of your activities/duties, accomplishments, successes, projects, or 
topics of exploration (using action verbs).  

6. Computer Skills / Language Skills  
a. Include these sections if computer and/or language skills are essential to the job.  
b. You can list your level of proficiency.  Do *not* exaggerate your proficiency.   

7. Certifications / Licenses 
a. If you have completed course work and training to become certified with certain 

techniques or licensed to carry out specific types of work, list them here.  
b. Be sure to use common names or descriptors, so that anyone in the world can 

understand what it is you are certified or licensed to do.    
8. Additional Experience / Related Skills / Volunteer Experience / Community Experience 

a. Use these headings to list items that do not fit elsewhere, but help to describe you and 
your ability to fit in the position you seek.    

b. Avoid entries that are very personal or very brief.    
9. Honors / Awards / Publications 

a. Receipt of competitive scholarships, fellowships, and assistantships; names of 
scholastic honors; teaching or research awards. 

b. At early stages of your career or for highly respected national/international competitions, 
you may want to list it if you were nominated or a finalist, even if you did not win.   

c. Only include a publications section if the work is related to the job you seek.   

A very important note about resumes is that they are often scanned and sorted by a computer-
based algorithm. The algorithm seeks certain keywords in your resume. If they are missing, then you 
are left out of further consideration for the job. Although it is impossible to know exactly which 
keywords are used for certain positions, read the job ad and application instructions carefully for 
hints. Use the same or similar words in your resume that the employer used to describe the ideal 
candidate. You must always be honest about your qualifications, but you can change how you 
describe yourself based on the specific position you seek.   
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Assignment 

Part 1:  Read the Frantz Resume Sample and compare it with the Frantz CV Sample. Then take the 

quick QUIZ linked below. 

QUIZ 

 

Part 2:  Use the nuts-and-bolts above and in the resume guide to draft your own resume. You might 

consider asking your mentor to look over your draft for you. As you consider what your resume might 

look like, be sure to consider formatting. Consistency and clarity are key concepts. As an 

undergraduate student, your resume should probably be 1-2 pages. (If you already have a resume, 

just use the guide to update your document.) 

 

Part 3:  Submit the resume for review by team leaders.  Submit as a Word document with your last 

name in the filename.   
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