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  RESUME 
  French for summary 

  Curriculum Vitae 
  Latin for course of life 



Resume or CV: Which is for you? 
RESUME CV 

Context 

Length 

Includes 

Jobs outside of Academia Jobs in Academia (often) 

Short (1-2 pages) Length variable  
(can be several pages) 

Only experience relevant  
to job application 

All academic experiences,  
research, and teaching 



Typical Format - Resume 

  Contact Information 

  Professional Experience 

  Education 

  Affiliations 

  Skills 



Typical Format - CV 
  Contact Information 

  Education (list details of  thesis, etc.) 

  Employment History 

  Awards/Fellowships/Grants 

  Meeting Abstracts 

  Publications 



Points to remember before you begin 

  This is your first impression to a potential 
employer 

  Tailor your resume to EACH position, you should 
have multiple versions of  your resume 

  Present information in an organized fashion 

  Keep the formatting simple 
  Don’t use too many indents, extra lines, fonts 

  Place name at top of  each page  

  Use keywords 

  Proofread (and have an experienced person read it) 



Things to Highlight 
  Honors/Awards 

  Research Experience 

  Leadership Roles 

  Language skills 

  Specialized computer skills 

  Community service/Volunteer work 



UROP and your Resume 
  Highlight your research experience 

  Discuss specific goals achieved and skills gained 

  In your cover letter, discuss why your research 
experience makes you a better candidate for the job 



Common Resume Mistakes 
  Typoes 

  Too looooooong or too short 

  Using too many pronouns (I, me) 

  Including too much personal information (hobbies, 
extraneous interests, etc.) 

  Not including a cover letter 

  Having an unprofessional email address (e.g., 
surfergirl@gmail.com, smokespot@hotmail.com, 
756SEX345@bu.edu, etc) 

  Taking an informal tone 



More Common Mistakes 
  Including basic skills 

  i.e., Proficient in Microsoft Word 

  Focus on your accomplishments, don’t just list your 
job responsibilities 

  You should list specific achievements  

  Too MANY design elements 
  Don’t include your picture 



Resumes and Social Media 
  Many companies use online recruiting resources 

  Companies can and will look for your online 
presence (Personal blogs, Facebook, LinkedIn, 
Twitter, Google, etc.) 

  Don’t send a hard copy of  your resume unless it is 
requested by or can be accepted by the employer 



The Cover Letter 
  State the position for which you are applying 

  Convince reader to look at your resume 

  Address it to a real person (not Dear Sir), if  you can 

  Directly relate your background to the specific position 

  State why you want the position and what you can bring to it 

  Highlight the best examples of  your work and your most noteworthy 
accomplishments 

  Provide requested information that may not be in resume (date 
available, for example) 

  Show your personality, but remain professional 



The Job Search 
  Network! Network! Network! 

  Individual company or university websites 

  Boston University Office of  Career Services 

  Online databases (monster.com, higheredjobs.com, 
craigslist.com, LinkedIn, etc.) 



Final Thoughts 
  You “sell yourself” with a resume or CV  

  the goal is to be invited for an interview 

  Be aware of  “keywords” and “phrases” 

  If  possible, have an employee of  the company 
handle the submission of  your resume/CV  

  Send to a friend or colleague for review 

  Reformat to PDF when submitting online 








