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These workshops will cover . . . 
¡ Career Exploration & Planning – January 9th, 2020
¡ CVs/Resumes
¡ Informational Interviewing
¡ LinkedIn 
¡ Managing Career Stress
¡ Managing Career Anxiety
¡ Networking

Keep an eye out for future offerings and build-out 
your career skill toolbox!



1. Provide CV/Resume information 
2. Opportunities to practice/receive feedback
§ Identify job skill categories
§ Revise professional summary
§ Create effective bullet points 

3. Expand your professional network . . .  
§ You’re all going to have careers some day! 





¡ Latin for “Course of (one’s) life” 
¡ Lists ALL of your professional 

accomplishments – it’s about YOU!
¡ E.g., education, academic employment, 

teaching, research, publications, service, etc.
¡ Accomplishments determine length
¡ Does not describe what you can DO
¡ ACADEMIC applications 



Some items include . . . 
¡ Contact information
¡ Education 
¡ Research experience
¡ Funded grants
¡ Clinical certifications
¡ Teaching/mentorship positions
¡ Service/leadership activities
¡ Assistantships/fellowships
¡ Professional affiliations/associations
¡ Invited presentations/seminars
¡ Poster presentations
¡ Patents
¡ Complete list of publications

How do you present this 
information? 
¡ As a list 
¡ Reverse chronological 
¡ Not too much detail
¡ Reorganize according to 

job responsibilities –
content remains



¡ Describes your qualifications to do their job 
– it’s about THEM!

¡ Uses action words
¡ Provides specific evidence and results
¡ No more than 2 pages 

¡ Harder than riding a bull . . . 
¡ Non-academic applications, BUT . . .



Some items include . . . 
¡ Contact information*
¡ Education 
¡ Professional/work experience
¡ Qualifications summary/profile
¡ Industry-specific information
¡ Service/leadership activities
¡ Professional affiliations/associations
¡ Honors/awards
¡ Volunteer activities
¡ Skills (language and technical) 
¡ Training and certifications
¡ Select publications/patents
¡ Select presentations 

How do you present this 
information? 
¡ As a list w/bullet points
¡ P.A.R.

§ Problem
§ Action
§ Results

¡ Reverse chronological 
¡ DETAIL
¡ Unique for each application

*probably don’t need a physical address



¡ Chronological – “The Classic” 
§ Employment listed in reverse chronological order 
§ Skills listed associated with each position

¡ Functional – “The Doer” 
§ Focuses on skills and experiences (mention positions in separate 

section)
¡ Combined – “The Tweener”

§ Features of both the chronological and functional

The “right” style will depend on your experience level . . . 
And what the position wants!



¡ Font: Professional typeface (e.g., Calibri, Cambria not 
Comic Sans . . .). *Note - TNR is outdated. 

¡ Margins: Never less than 0.5 in or more than 1 in. Keep it 
Reader friendly! 

¡ Paper (if used): 8.5 x 11 in white, one-sided. Nice paper 
(i.e., heavy-weight) can make you stand out!

¡ No Hyperlinks or graphics.
¡ Use job posting language – BEWARE the keyword 

scanning software!
¡ Proofread: PLEASE. Not just spelling, but proper usage.
¡ BE CONSISTENT! 



¡ Tell YOUR professional story
¡ Need to present, IMMEDIATELY, why YOU 

are the person for the job
¡ Need to support the claims in your cover 

letter and/or research/teaching statement
¡ Need to be “pretty” and professional
¡ Goal is to get you an INTERVIEW . . . 



CV

https://thumbs.gfycat.com/ElderlyBadGrebe-small.gif

Resume

https://tenor.com/view/ihear-you-gif-9476333

https://thumbs.gfycat.com/ElderlyBadGrebe-small.gif
https://tenor.com/view/ihear-you-gif-9476333


Skill Category1

1. Financial and process improvement
2. Project management
3. Leadership development
4. Business acumen
5. Communication
6. Policy and regulation
7. Academic culture
8. Programming languages
9. Statistical analysis

Examples
Accounting, operations analysis, financial analysis, economics
Planning, budgeting, organizational skills, problem solving
Collaboration, mentoring, supervisory skills
Business development, business administration, business management
Writing, presentation skills, negotiation, and persuasion
Risk management, compliance, product and drug development
Mentoring, academic advisement, curriculum development, grant writing
JAVA, PERL, Linux, Python, C++, SQL
Data analysis, SPSS, SAS

Skills most important to recruiters
1. Communication
2. Problem solving
3. Teamwork
4. Self-motivation
5. Initiative
6. Logical thinking
7. Ability to work under pressure

8. Time management
9. Work ethic
10. Dependability
11. Adaptability
12. Leadership
13. Organization
14. Self confidence

Skills employers want from PhDs
1. Leadership
2. Teamwork
3. Project management
4. Speaking and presenting
5. Delivering outcomes on time and on budget
6. Communicating effectively with lay 

audiences
2Monster Biotechnology Jobs Report

1Mason et al., 2016. Labor and skills gap analysis of the biomedical research workforce. 



Job Posting Dissection (15 min)
1. Highlight the skills/qualifications in your job posting(s) 

and put them into categories (e.g., technical, 
communication, management, leadership, etc).

2. Write a broad description of the type of person who 
you think the company is looking for.

3. Discuss your identified skills/qualifications and ideal 
candidate with your partner.



A company/department is also trying to assess 
how you fit* within their organization

§ Determine whether you are a safe bet – decrease 
turnover

§ Increase quality of hire – you will do better if you 
feel like you connect

§ Increase productivity – increased engagement 
(belonging, shared values) increases output

§ Want to learn how you operate
*Caution: “fit” is a dangerous word for equity and justice

https://harver.com/blog/organizational-fit/

https://harver.com/blog/organizational-fit/


https://mayrsom.files.wordpress.com/2014/06/organizational-fit-model.jpg

It’s about them, right!?!

https://mayrsom.files.wordpress.com/2014/06/organizational-fit-model.jpg


Professional Summary (15 min). 
1. Reflect on your values/passions.
2. Identify your MOs and list specific examples.
3. Write a brief professional introduction.



CV/Resume Conversion (30 min). 
1. Identify a skill category from your posting and select 

an experience that demonstrates that skill. 
2. Complete the skill category, accomplishment, and 

result worksheet.
3. Write out a bullet point for that skill and experience. 
4. Repeat.



¡ Once you have a “finished” product, use a program 
to compare your resume with your job postings:
¡ WordClouds, e.g., https://tagcrowd.com/. 
¡ JobScan, https://www.jobscan.co/. 

¡ Get feedback from relevant professionals in your 
network – now is the time to call-in favors! 

¡ Continue revising ... 

https://tagcrowd.com/
https://www.jobscan.co/


¡ Career Development Office website 
¡ http://www.ucdenver.edu/career-development

¡ CU Denver/Anschutz Writing Centers
¡ http://www.ucdenver.edu/academics/colleges/CLAS/Centers/writing/resources/

¡ The Google . . . 
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