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THE RESUME
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THE RESUME

Sample Objectives

» Seeking internship for summer 2023 in the biology field to build on interest in the areas of biochemistry
and ecology.

* Seeking part-time economics position that utilizes customer service and data analysis to inform decision
making.

* Seeking journalism internship combining video production and web design skills.

* Aspiring Environmental Science student seeking experience to utilize ecosystem rehabilitation skills and
expand knowledge of field.
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JOE SMITH
123 Main Street, Hicksville, Mew York 11580 | Jo=.Smith@gmail.com {516) B67-5308

EDUCATION
Hicksville High School, Hicksville, NY Regents Degree: June 2015
GPA: 365 SAT: 1250  ACT: 32

Advanced Placement courses: Calculus BC, Economics, Environmental Science, English
Litersturs, Physics |
US Gowvernment and Politics. 1US History, European History, Biology

Honors classes: Biology. Algebra |, Algebra I Trigonometry, Earth Science, Geometry, Math 11
ltalian Honors Society: Historian

Political Science Courses
‘State and Local Politics and Government Introduction to Constitutional Law
Intermational Relationships United States Gowvermment and Politics

AWARDS AMD ACHIEVEMENT 5

National AP Scholar GollegeRoarnd

Mastery in Science and Mastery in Mathematics Mew York State Board of Regents

State Semator John J. Flanagan Certificate of Achievement

Hicksville High School Business Award outstanding schievement in College Accounting | 2018
First Place, Lewvel 10 Suffolk County Mathematics Teachers Association, Annual Math Contest 2016
Certificate of Appreciation for contributions to Hicksville Community, Hicksville Town Board 2047

EMPLOYMENT

Customer Service Associate, CV5, Hicksville, NY 2017 — present

# Handle sales, stock inventory, assist customers with purchases and returmns, process photos,
FedEx, and interstors orders.

Babysitter, Hickswille, NY
® Supervised two young children and provided third grade-level math tutoring

Umpire, Hicksville Youth Crganization, Hicksville, NY spring and summer 2014
= Umpired little league baseball and softbsll; effectively handled parental concemns

VOLUNTEER/COMMUMNITY INVOLVEMENT
Blood Donation, New York Blood Center

Hickswville Public Library, Hicksville, NY
®  Assisted librarians with variety of children's programs and activities

International Coastal Cleanup, various beaches, Long Island, NY

Mew York State Park Cleanup Days, Jones Beach 5tate Park, Wantagh, NY



https://www.islandthrive.com/_files/ugd/77c54e_40f60c9bc1cd45b9ba93ebbacd18f052.pdf

AMBER RODGERS

+1234 567 890

o

youremail@mail.com

(5]

City (State)

linkedin.com/in/username

SKILLS
Brand Development
Campaign Management
Public Relations
Email Marketing
Market Research
Team Leadership
Event Planning
Budget Management
Strategic Thinking
Search Engine Marketing

EDUCATION

MASTER'S DEGREE
Public Relations
Name of University
2007 - 2009

BACHELOR'S DEGREE
Business Administration
Name of University
2004 - 2007

PROFILE

This is the section where you describe your professional career. Suspendisse
gravida dolor non eros feugiat, sit amet tristique lacus faucibus. Proin lacinia
metus at efficitur efficitur. Class aptent taciti sociosqu ad litora torquent per
conubia nostra, per inceptos himenaeos. Suspendisse posuere arcu sed velit
varius consectetur. Nunc ultrices ultricies est, et condimentum tortor luctus.

EXPERIENCE

YOUR JOB TITLE HERE
Company Name | Location | 2015 - Present

Brief description of your responsibilities and achievements in this position. Proin
lacinia metus at efficitur efficitur. Class aptent taciti sociosqu ad litora torquent
per conubia nostra, per inceptos himenaeos. Nunc ultrices ultricies est, et
condimentum tortor luctus nec. Donec posuere nibh risus, at tempus.

e Donec tincidunt, elit at tristique blandit, nisl lectus pellentesque libero, ut
congue turpis nibh a arcu.

e Nulla a mauris a diam aliquet varius non congue mi. Praesent libero mi,

efficitur in accumsan malesuada, sollicitudin sed erat.

Orci varius natoque penatibus et magnis dis parturient montes enim.

e Curabitur eros ante, efficitur sit amet ipsum in, sodales luctus massa.

YOUR JOB TITLE HERE
Company Name | Location | 2013 - 2015

Brief description of your responsibilities and achievements in this position. Proin
lacinia metus at efficitur efficitur. Class aptent taciti sociosqu ad litora torquent
per conubia nostra, per inceptos himenaeos. Nunc ultrices ultricies est, et
condimentum tortor luctus nec. Donec posuere nibh risus, at tempus.

e Suspendisse molestie ullamcorper aliquam. Donec luctus iaculis mus.

e Orci varius natoque penatibus et magnis dis parturient montes enim.

e Curabitur eros ante, efficitur sit amet ipsum in, sodales luctus massa.

e In tincidunt tempor velit, in faucibus magna venenatis quis placerat.

YOUR JOB TITLE HERE
Company Name | Location | 2010 - 2013

Brief description of your responsibilities and achievements in this position. Proin
lacinia metus at efficitur efficitur. Class aptent taciti sociosqu ad litora torquent
per conubia nostra, per inceptos himenaeos. Nunc ultrices ultricies est, et
condimentum tortor luctus nec. Donec posuere nibh risus, at tempus.

e Suspendisse molestie ullamcorper aliquam. Donec luctus iaculis mus.

e Orci varius natoque penatibus et magnis dis parturient montes enim.

e Curabitur eros ante, efficitur sit amet ipsum in, sodales luctus massa.

e In tincidunt tempor velit, in faucibus magna venenatis quis placerat.

Robert Smith

Plateen Leader |
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REFERENCE PAGE

JOE SMITH

REFERENCES




LinkedIn...



What is

LinkedIn?

Professional networking site

 Employers post job vacancies
» Job seekers post qualifications
Networking — connects professionals,
leads to more productivity & success
Tool to stay current in field:
People, Groups, Companies
Online “resume” of accomplishments
Privacy Options



http://www.linkedin.com/

< C () https://www.linkedin.com/hp A T8 =

® s
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Join now Sign in
Llnkec' m Discover People Learning Jobs S

Welcome to your
professional

community

Email or phone number

Password




Why Join
LinkedIn?

* Job search tool

* Required by some
employers

* Now more than ever —
stay with the times and
technology




How to make a
LinkedIn profile

*  www.linkedin.com
* Picture
* Professional
* Smile
* Look directly at camera
* No selfies, hats, sunglasses
e Cover Photo
e Customize background photo — keep it simple
e At work
* Work space
* Your location




How to make a LinkedIn profile

* Headline
» Default is job title
e Catchy
* Key words
* Incorporate specialty/how you are unique
* Error free, grammatically correct
* Summary
e Well-written, 15t person
* What career interests you & what drives you
* Highlight accomplishments
* Who you helped and how
* Key words and phrases
* Email at end




How to make a LinkedIn profile

* Work Experience

* Who you are
Who you helped — accomplishments - quantify
Do not copy and paste from resume
Key words - find them in job sections
Company logo
* Education

* Degree, dates, awards

e Other training, certifications
* Clubs/Activities




How to make a

LinkedIn profile

* Volunteer

* Organization & Cause

* Your Role

e Accomplishments

e Skills & Endorsements

e Key words, specific skills

* Showecase your talents and strengths
Can rearrange sections
Others can “endorse”




How to make a

LinkedIn profile

Recommendations

* Leader, Supervisor, Professor

* OKto ask — polite to give in return

Privacy

* Edit your public profile

Customize your URL: “Edit URL” e
Edit Visibility MR e
* For those not signed in to LI "
Job Seeking Preferences

* Make sure settings are correct for you

Profile rating by LinkedIn




Make it Great!

Invest time — quality profile, no errors
Custom URL

Great Photo

Headline — what sets you apart?

Summary —warm and welcoming

Avoid overused buzzwords (creative, team player)
Achievements

Current job entry (job title you're targeting)
50 connections

Contact information

Follow Groups, Companies, Colleges!




Interviewing...



THE INTERVIEW

* What to wear — still important!
* Technology check

e Confidence boost

* When to “arrive”

* “Waiting area”

* Professionalism & Personality
* What will they ask and why?
* New times, new questions
* Be ready with your own questions



https://www.youtube.com/watch?v=aRQLU3IwNYs
https://www.ted.com/talks/amy_cuddy_your_body_language_shapes_who_you_are?language=en

| THE INTERVIEW

e Sample Questions



https://www.islandthrive.com/_files/ugd/77c54e_394978d85dfa401ab93e9df4866e89fc.pdf

Hair recently
cut.

Solid or

Face clean
shaven or beard
neatly trimmed.

If you have a
pocket square,

conservatively
patterned tie. No
bright or flashy
colors

only use the
square fold.

1/2" shirt cuff

Jacket sleeve
should not
extend past

single
breasted
suit

Plain or capped
Oxford shoes,

: rounded toe and
closed lacing

et

exposed.

White or blue
solid shirt

Cuffed suit
trousers best
for tall men;
un-cc.lgffed for

s

ort.

Shoes
polished
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Interviewing Attire

Dos Don'ts

Jewelry in moderation ——

Conservative 2-piece suit — — Necklace too large/distracting

— No bright colors/patterns

‘4
Skirt: Knee-length

Capris: too casual

Hosiery at or near
skin color

Dark Shoes No open-toed shoes




AFTER THE INTERVIEW

Thank you g
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AFTER THE INTERVIEW
THANK YOU LETTER

* Purpose: spark interest, something to remember
you, final impact

* Shows your personal self, makes you stand out
from others

* Let them know you’re interested and committed
e Recap what was spoken about

Short, sweet, simple

Mention something that made impression on you



AFTER THE INTERVIEW

 Contact info, business cards of all who interview + =i,
» Individual, separate, personalized letters
e Handwritten note? Letter? Email? R B g

Again th @bove if] Seek, p, i
* Nank Can proyiy. - Fleal -
e Sample Thank You Letter
N g for your v
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‘ r Mr. Manager,

Bk you for meeting with me today to di

convinced than ever that my skills in
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AFTER AFTER
THE INTERVIEW

o

* Follow up with interviewer if do not hear back;With’_ifh‘




MINOR DETAILS, MAJOR IMPRESSIONS

» CONEIDENCE not arrogance

Paper & Envelope

Formatting & Consistency
Handshake - Eye Contact — Genuine Smile
Communication Style & Attitude

- R —

Lsm"& ‘Personali



Cover Letter...






COVER LETTER

T :;St—rong OpenmgTBody, Closmg~ = —

Purpose — entice the employer to want to learn more about
you and meet you (to get the interview!)

Provides additional information on skills and experience
Employers use it to screen applicants

Opportunity to showcase writing skills & creativity
Emphasizes qualifications a formatted resume cannot
Address to specific person

Less than 1 page

Professional Personalized - Proper busmess format




* Job title
COVER LETTER * How you heard about position
Strong Opening . ny the job excites you

. ny you are perfect for the position
 Show your personality and passion

iR St i e et 1
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COVER LETTER
Body

PERSONALIZE!
Highlight your skills & experiences in greater detail

Match skills to job requirements (do not repeat
word-for-word from job posting or resume)

How your background relates to job requirements
Include qualifications specified by the company

Refer to resume




OVER LETTER
Closing

What you would like
What you bring to the table
How to contact you

Signature




123 Main Street
Bronxville, NY 10552

February 27, 2023

Dr. Michael Roades, Professor

Amazing Biotechnology Company

1000 Amazing Biotechnology Boulevard
Bayside, NY 11360

RE: Fall 2023 Bictechnology Intern Program

Dear Dr. Roades:

| enjoyed speaking with you during Harvard University's virtual career fair last month. This
letter is to follow up regarding the internship position we discussed.

My experience in the field of biology includes research under the direction of Dr. Jane Smith

and an internship program last summer held at Brookhaven Mational Laboratory. These
valuable experiences have afforded me the opportunity to work both independently and on
teams, ochserve and participate in research activities contributing to breakthroughs in the field,
and lead small group discussions covering research-related issues.

| look forward to putting my knowledge and experience into practice at Amazing Biotechnology
and welcome the opportunity to speak with you again to elaborate on my qualifications as
described in the enclosed resume. | appreciate the consideration for this internship and may be
reached at 718-867-5309 or Joe Smith@gmail.com.

Sincerely,

Joe Smith

Enclosure




Create To-Do List with Timeline

NQ\N  Select a planner (Paper? App? Calendar reminders?)
t\Nee“ * Break down list into small, do-able steps
€ & Ne)d‘ *  Share your goals

I N\O“th Resume

e Sections only? Partial? 1t Draft?

LinkedIn - Create Account

e  Start with a few sections

 Follow a few colleges/groups/companies/schools
— e  Start making connections

e —— g S —




* Keep taking care of yourself. You are #1!
* Breathe, stretch, meditate, exercise, rest, tap!
e SMILE!

* Perform Random Acts of Kindness




See you all next month!

THRIVE
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