
Lecture 25 
Résumé/CV Writing  
According to Dictionary.com, a résumé is “a brief written 

account of personal, educational, and professional 

qualifications and experience, as that prepared by an 

applicant for a job” or “A document used to present your 

skills and abilities”. A résumé is the key tool of the job search 

that itemizes your qualifications and serves as a foundation 

for your application letter. A résumé should be limited to one 

page—or two pages if you have substantial experience it 

should not be an autobiography . On the basis of the 

information in the résumé and application letter, prospective 

employers decide whether to ask you to come in for an interview. If you are invited to an interview, the 

interviewer can base specific questions on the contents of your résumé. Because résumés affect a 

potential employer’s first impression, make sure that yours is well organized, carefully designed, 

consistently formatted, easy to read, and free of errors. 

 

25.1. Origin of résumé 
Résumé is the late Middle English word and has twos origins: one is French and other is Latin. The word stems 

from the Old French resumer and Latin resumere, from re- ‘back’ + sumere ‘take’. 

25.2. Résumé: An Advertisement 
A résumé acts as an advertisement of yourself and, therefore, is a tool by which you can market yourself. 

This is the first time you will make an impression on a prospective employer, so make sure you take great 

care in preparing your résumé. To effectively do that, keep the following in mind: 

• Have a clearly defined purpose, depending on the job you’re applying to. Vague words like “team 

skills” will get you nowhere. 

• Ensure that your résumé accurately and concisely reflects your achievements.  

• Keep the 7 C’s in mind while making your résumé! 



• It’s a good idea to have a summary of what you are and what you can do for the particular 

organization you’re applying for. If the post is well-known, you can simply mention the post 

you’re applying for but it’s always a good idea to go into details to show how you can distinguish 

yourself from the rest of the applicants. 

• The particulars in your résumé have to credible and accurate. 

• Employers don’t only need to look at your skill set but will look at you holistically. This means 

that, as a complete person, will need to be useful. 

• Organizations usually hire people because they have a particular needs. Try to cash them. 

• Highlight your strengths and manage to weave your goals and your abilities together you’re your 

background.  

25.3. Résumé Formats 
There is three basic types of résumé formats: 

• Chronological Résumé Format:  

The chronological résumé format is the most traditional format. It is also widely preferred by 

recruiters and hiring managers because it lays out the job seeker’s experience in a clear, orderly 

manner, simultaneously indicating the career path taken. Contrary to the name, this format lists 

experience and education in a reverse-chronological order, with the most recent first. For 

example, if you have your master’s degree, it should be listed above your bachelor’s degree since 

it happened most recently. This reverse-chronological order makes it easy for the potential 

employer to see your highest level of achievements and most recent job titles first. 

Paul Jones 

6 Pine Street 

Arlington, VA 12333 

555.555.5555 (home) 

566.486.2222 (cell) 

phjones@vacapp.com 

Experience 

Key Holder, Montblanc 

April 20XX - Present 

• Organize over one dozen promotional events before and during opening of boutique, 

contributing to success of opening week, which saw revenue exceed projections by 18%. 

• Place orders to restock merchandise and handle receiving of all products 

• Manage payroll, scheduling, reports, email, inventory, and maintain clientele book and 

records 

• Implemented and integrated new register functions 

Sales Associate, Head of Women’s Wear, Nordstrom - Collectors and Couture 

Departments 

July 20XX - April 20XX 

• Provided thoughtful, convenient service to customers, earning annual customer service 

award twice 

• Promoted to head sales associate of designer women’s wear due to merchandising ability 

and leadership skills 

• Singlehandedly Set up trunk shows and attended dozens of clinics for new incoming fashion 

lines 



• Communicated with tailors and seamstresses to ensure fittings customers were 100% 

satisfied with tailoring and fittings 

• Scheduled private shopping appointments with high-end customers 

Bartender, Jigg's Corner 

February 20XX - July 20XX 

• Provided customer service to over 400 customers daily in fast-paced bar atmosphere 

• Maintained and restocked inventory 

• Administrative responsibilities included processing hour and tip information for payroll 

and closing register 

Education 

Bachelor of Arts, Ramapo College, Arlington, VA, 20XX 

Computer Skills 

• Experience with QuickBooks, NetSuite, and other inventory management software 

• Experience with social media and internet research 
Sample chrononlogical résumé. Source: https://www.thebalance.com/chronological-resume-example-for-a-retail-position-2063201 

• Functional Résumé Format: 

The functional résumé format is essentially the exact opposite of the chronological format. 

Rather than focusing on work history, this format focuses on the job seeker’s skills and 

accomplishments. It is not nearly as popular as the chronological résumé format. If you have a 

traditional career path, the only reason you should consider the functional résumé is if you have 

ten or more years of work experience. However, even then, recruiters may see the functional 

résumé and assume you are not as qualified. 

 

The functional résumé works best for the non-traditional career path because it caters to those 

who either have been out of the work force for a while or who have changed jobs frequently. It 

tries to cover the gaps in employment and highlights the job seeker’s best professional attributes 

as they pertain to the job in question. 

 

While the functional résumé is not a bad option, it needs to be done really well to make the right 

impact. The job seeker's skills should be highly impressive and greatly outweigh their work 

experience. It is also very important to include dates in the functional résumé so your history is 

clear to the recruiter and it doesn't seem like you're intentionally hiding anything. 

Karol Miner 

336 W. Chugalug Way, Sentinel, WY 33666 

c: 444-222-4339 e: karmin@southwbell.net 

Summary 

Process manager with communication and analytical skills. History of success influencing 

organizational growth and bottom line profitability. 

Achievements 

Research Information and Analyze Options 

• Researched and purchased better heat exchanger that alleviated our heat-loading 

problem. Saved company 4-6 hours of downtime per 8-hour shift and improved product 

yield at extruder. 



• Purchased and refurbished used gearbox as spare. Saved 12 days downtime and 

eliminated risk involved to rebuild critical pieces of equipment. During emergency 

rebuild we are now down 2 days rather than 2 weeks. 

Manage People and Projects 

• Successfully led refurbishment campaign on all 3 extruder gearboxes. Pro-active rebuild 

of gearboxes puts downtime at 2 days rather than 2 weeks. 

• Reallocated resources during 2-week annual shutdown so that no downtime was 

encountered and all projects finished on time. 

Extrapolate Essential Data 

• Proved that product quality issue was not due to equipment processing parameters. 

Product design team discovered fault in their print test methods. 

• Evaluated trends of real time data on AFG grinder. Proactive identification of problem 

prevented coarse particle contamination.  

Utilize Subject Matter Expertise to Influence Management Decisions 

• Determined capital project would need to be undertaken proactively to avoid having to 

use our business resumption plan in the event of failure. Company will save about 1 

million dollars. 

• Created viable process for extrusion, during new product development, with no start-up 

difficulties. 

Effective Communication Throughout the Organization 

• Implemented safety-related information to senior staff, peers, and subordinates. 

• Frequently requested to explain processing issues involving extruder and batching 

processes. 

• Provided technical information to senior management as well as operational information 

to the process operators and managers on the floor. 

Experience 

Senior Process Engineer / Technical Support, 20XX – Present 

Zezee Corporation 

Process Engineer / Technical Support, 20XX – 20XX 

Zezee Corporation 

Technical Professional, 19XX – 20XX 

Halogen Energy Services 



Education 

MBA with Financial Emphasis, expected graduation date 20XX 

Southern Nazarene University, Bethany, OK 

• Courses: Organizational Communication, The Economic Environment, Management of 

Organizational Behavior, Accounting & Finance Environment, Marketing Management, 

Human Resource Management and Administration, Legal Environment of Management, 

Ethics & Management from a Christian Perspective, Strategic Management, 

Management Seminar – Entrepreneurship, Managerial Accounting 

BS Chemical Engineering, 19XX 

University of Missouri, Rolla, Rolla, MO 

Professional Development 

Xerox – Lean Six Sigma Yellow Belt     

Xerox Corporation                                                       

ISO 9001:2000 – Internal Audits for Organizational Success                                            

Paradigms, Inc.                                     

Confined Space Entry Rescue 

Fire Service Training, Oklahoma State University 
https://www.themuse.com/advice/42-resume-dos-and-donts-every-job-seeker-should-know 

 

John A. Doe 

4120 Chevy Trail 

Ann Arbor, Michigan 48111-9626 

(111) 555-111 

johndoe@abc.com 

SUMMARY 

Experienced and versatile professional with strong systems planning, people, and research skills, 

with the ability to: 

• Direct transportation planning & programs 

• Manage programs and people 

• Anticipate & project for organizational change 

• Design & develop cost-saving systems 

• Administer office operations 

EXPERIENCED IN THE FOLLOWING AREAS 



Government guidelines ~ Environmental impact mitigation research 

Urban planning ~ Geology/hydrology ~ Site evaluations 

Computer software tools ~ Scientific/business/grant writing ~ Quality control 

SKILLS 

Administrative - Lead coordinator for the daily processing of thousands of checks for payment 

and the mailing of confidential reports, meeting strict deadlines, and avoiding late fees. 

Problem Solving - Designed a waste management program involving Recycle Ann Arbor and 

a major book company, intended for the efficient handling of tons of paper, cardboard, plastic, 

metal, and glass, achieving net savings of $20,000 per building annually and reducing company 

disposal obligations. 

Management - Oversaw operations of an expanding research lab, providing expertise, 

commitment, and quality control during a time of significant transition. 

Organizational - Consolidated community awareness information into an effective and easy-

to-use pocket guide for Bicycling in Ann Arbor, distributing them throughout the area to 

promote bicycle safety and ridership. 

Cost Awareness - Verified the accuracy of office processes and expenses, eliminating 

overbilling and cultivating an attitude of quality control among staff. 

Creative - Make transportation program literature, maps, and correspondences to politicians and 

agencies, employing innate abilities and formal training, resulting in program recognition and 

20% increase in product use. 

EXPERIENCE 

Shepherd's Watch 

Design and Research Consultant: Design, lay out, and assist in marketing sundials and 

assorted wearable and garden timepieces for a specialty company. 

ACWG 

Association of Pedestrian and Bicycle Professionals Member: Collaborate with other alternative 

transportation people to better develop pedestrian and bicycle-friendly communities. 

APBP 

Washtenaw Biking and Walking Coalition Advocate: Advocate bicycle and pedestrian use, 

rights, and responsibilities. 

WBWC 

Ann Arbor Bicycle Coordinating Committee Member: Guide bicycle program, road projects, 

parking, and facilities to include and encourage bicycle and alternative transportation. 



City of Ann Arbor 

Research Assistant I: Managed a large and growing science lab, overseeing legal compliance, 

as well as database and administrative duties. 

EDUCATION 

EASTERN MICHIGAN UNIVERSITY, Ypsilanti, Michigan 

Bachelor of Science, 19XX 

Major: Biology - Ecosystem/Environmental 

Business and Fine Arts Concentrations 

 

https://www.thebalance.com/functional-resume-example-2063203 

• Combination Résumé Format: 

The third type of résumé format is called the hybrid or combination format. It is the combination 

of the chronological and functional résumés. The chronological style is maintained, but this 

format highlights skills and accomplishments just as much as it highlights professional 

experience. 

Figure 1 Sample hybrid format CV 



The hybrid format takes some of the focus off of employment gaps without hiding them too 

much. It is a way to showcase your skills while also showcasing your professional achievements.  

25.4. Résumé Structure 

25.4.1. Identification 

NAME 
• Do not use nicknames 

• Highlight so it stands out: bold, larger font 

ADDRESS 
• Use your complete address 

• Don’t use abbreviations except for the 2-letter abbreviations for provinces (i.e. NS, NB, PE) 

• Put the postal code on a line by itself 

TELEPHONE/FAX NUMBERS 
• Include area code. 2 acceptable styles are: (902) 555-1234 or 902/555-1234 

EMAIL ADDRESS 
• Include it if you have one, giving the message you are computer literate 

• Do not use an email address that is inappropriate (i.e. thegreenberet@hotmail.com) 

Sample of Identification 

25.4.2. Objective/Personal Statement 
• State your desired job/field 

• State what you can contribute to the field you’re applying for 

• State how will it add value in the organization 

• The material following should support your objective 



• The objective should be as short as possible. Do not include such phrases as “challenging 

position”, “utilizing my skills”, “growth potential”, “room for advancement”, etc. 

• For a specific job opening, always use the employer’s job title for that position. 

25.4.3. Skills and Abilities 
Highlight the skills you have that relate directly to the position for which you are applying. These may 

include specific computer applications, fluency in a foreign language, research or special abilities you 

possess that are not necessarily part of your formal education. If possible, highlight attributes such as 

honesty, enthusiasm, and maturity — qualities that make you indispensable in the work place 

25.4.4. Education 
• Include the degrees, you have received, in reverse chronological order 

• Be sure to include the name of each institution, its location, and your date of graduation (or 

expected date of graduation) 

• When applicable, include your major/minor fields, as well as your GPA and any honors, 

publications, projects, etc. 

Figure 2 Sample skills 



25.4.5. Work Experience 
• If you have some work experience, then mention it in reverse chronological order. This may 

include jobs, internships and even volunteer work. 

• Mention the name of the company and its location, including web address. Your position and 

dates of employment are an important part. 

• Prepare a brief overview of your work description. Use action verbs to tell what you have done. 

• You can include a volunteer experience section to highlight your leadership or communication 

skills. List the name of the organization, the dates of your volunteer work, and your achievements 

Figure 3 Education sample 

Figure 4 Work experience sample 



 

25.4.6. Interest 
You can also include a section on your hobbies and interests if they relate to the position. For example, if 

you are applying to work at a sporting goods store, you can mention your interest in that. 

25.4.7. References 
• Include references only if the position you’re applying for asks for references. Otherwise, include 

words like “furnished upon request”. 

• Think carefully about who can act as your references. Type the name, title, company, address, 

and phone/fax number of three to four references. 

• Prior permission to use any individual’s name as a reference is a must and as a courtesy, inform 

your references that they may be contacted. 

• The following may act as referees: 

➢ Someone from your school (teacher, guidance counsellor, coach, administrator). 

➢ Someone you've worked for (summer, part-time or full-time employer). 



➢ Someone you've worked for on a casual basis (babysitting, shoveling snow, delivering papers). 

➢ Someone you've helped (as a volunteer or as a friend). 

➢ Someone whose opinion is respected (elder, minister, community leader). 

➢ You cannot use a relative! 

25.5. Résumé Guidelines 
• Résumé Length: Your résumé should be as concise as possible; two pages is the maximum length, 

but one page is preferable.  

• Font and Size: Do not use ornate fonts that are difficult to read; Times New Roman, Arial, Calibri, 

or a similar font is best. Your font size should be between 10 and 12 points, although your name 

and the section headings can be a little larger and/or bolded.   

• Page Margins: The standard page margins in word processing programs (1" margins on the top, 

bottom and left and right sides of the page) work for most résumés. However, if you need to 

tighten the margins to reduce the length of your résumé, it's fine to reduce the margins to a 1/2" 

on the sides and top and bottom.  

• Layout: However you decide to organize the sections of your résumé, be sure to keep each section 

uniform. For example, if you put the name of one company in italics, every company name must 

be in italics.  

• Points to avoid: Do not include personal information such as birthday, height, weight, marital 

status, children, etc., unless the position requires it.  

• Accuracy: Be sure to edit your résumé before sending it. Check spelling, grammar, tenses, names 

of companies and people, etc. Have a friend or career services counselor check over your résumé 

as well. 

• Itemize your achievements: Write bullets to avoid the use of first person. Don’t make your 

résumé egocentric – try to give importance to your work not yourself. 

• Contact information: Include all your contact information so that the employers can reach you 

easily. 

• Job description: Your résumé keywords should match the keywords of job description (job title). 

That way, you will increase your chances of your résumé matching available positions - and of you 

being selected for an interview. 

• Résumé format: Select the résumé format which suits your background and experience. 

• Experience: It's important to prioritize the content of your résumé so that your most important 

and relevant experience is listed first, with key accomplishments listed at the top of each position. 

• Objective: Your career objective should match the job you are applying for. It takes more time to 

write a custom résumé that matches your qualifications to the employer's job posting, but, it's 

worth the effort, especially when applying for jobs that are a perfect match for your qualifications 

and experience. 

• Use a résumé template as a starting point for creating your own résumé. Add your information 

to the résumé template, then tweak and edit it to personalize your résumé, so it highlights your 

skills and abilities. 

• Sending the Résumé: Follow the employer’s instructions for sending the résumé either as MS 

Word or PDF.  



• Résumé example: Before you start work on writing or updating your resume, review résumé 

examples that fit a variety of employment situations. Then select a style and format that best 

highlights your strengths and achievements. 

25.6. Résumé and CV Comparison 
A curriculum vitae, or a CV, is an outline of a person’s educational and professional history usually 

prepared for: 

• faculty positions at colleges and universities 

• research-intensive positions at, e.g., research institutes 

• fellowships, grants, or awards, etc. 

Typically, CVs are longer than resumes – at least two or three pages. A CV summary is a way to quickly 

and concisely convey one’s skills and qualifications. CV provides a summary of 

• Educational background 

• Teaching/research experience 

• Publications/presentations 

• Academic awards/honors 

CVs are used almost exclusively in countries outside of the United States. In Europe, the Middle East, 

Africa, or Asia, employers expect to receive a CV. Within the United States, people in academia and 

medicine tend to use CVs rather than résumés. A CV needs to be ordered according to the job description 

(teaching vs research) primarily when applying for international, academic, education, scientific, medical 

or research positions or when applying for fellowships or grants. Your CV should be concise, accurate and 

truthful. 

25.7. CV Components 
• Complete contact information 

• Professional/research objective 

• Education/academic background 

o Postgraduate work 

o Graduate work/degree(s), major/minors, thesis/dissertation titles, honors 

o Undergraduate degree(s), majors/minors, honors 

• Scholarship/Fellowships 

• Research and Scholarly Activities: 

o Journal articles 

o Conference proceedings 

o Books chapters in books magazine 

o Articles papers 

o Presented/workshops 

o Work currently under submission or in progress 

• Academic Certifications 

• Professional Memberships 

• Technical and Specialized Skills 

• Academic/Teaching Experience 

• Courses taught 

• Courses introduced 



• Innovation in teaching 

• Teaching evaluations 

• Academic and Research Interest 

• Foreign Language Skills 

• Volunteer Work 

• References 

 

 



25.8. Checklist of résumé/CV Writing:  
Be sure to go through the following before finalizing your CV or résumé: 

• List awards, honors, certificates, licenses, accomplishments, etc.      

• Personal data is not included, e.g., age, marital status, etc. 

• Degree title is spelled out and in bold, e.g., Bachelors of Science. 

• Organization of CV/résumé emphasizes the key points which you wish to stress 

• Content of your CV/résumé matches your career objective. 

• Emphasize/highlight abilities, skills and accomplishments. 

• Use active power verbs to describe work experiences/skills. 

• Use proper text tense (current work/present tense, previous work/past tense). 

• Ensure that an employer can quickly scan and find information easily. 

• Add a skill or related courses section to further support your objective. 



• Dates of work and job titles should be clearly highlighted/emphasized. 

• Categories should be clear with text bulleted or indented to create eye appeal. 

• Type style and font size is consistent throughout (no smaller than 11-point font). 

• Margins, spacing, bolding, bullets, punctuation, date formats, and abbreviations are consistent. 

• Avoid as much as possible using personal pronouns such as “I” or “me”. 

• Ensure a nice balance of information between being crowded and empty. 

• Proofread CV/résumé for typos, spelling and grammatical errors. 

• Present list of references separately, if required. 

25.9. Online CV résumé Builders 
You can easily make your résumé or CV online by using following links: 

• https://cvmkr.com/ 

• https://www.resume.com/ 

 

https://cvmkr.com/
https://www.resume.com/


• https://www.yourcvbuilder.com/ 
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