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Resume Writing Session

1. “I” is not a dirty word:  It is important that you reflect your role in the team and your accomplishments; e.g., how you accomplished, organized, arranged, lead, directed, facilitated, etc (see attached list of action verbs)

2. Critical items in resume:  Pull key items from your job description but do not keep repeating it.  Look over the following critical items and insure that you have included your knowledge, skills, and experience in these areas:

a. Specialized experience for position advertised: research positions desired and highlight skills, knowledge applicable to that position.

b. Performance:  last three ratings.

c. Education:  Bachelor’s degrees and post graduate work - # hrs if no degree.

d. Leadership:  details, task forces, teams, training, etc.

e. Functional mobility:  # functions in which you have worked.

f. Professional writing/societies

g. EEO/AA:  recruitment, Advancing Minority Interests in Engineering (AMIE), mentoring, community, etc.

h. Awards:  performance, special act, honorary, outside agencies & organizations.

i. Self Development:  include current details – >3 months get more attention but indicate all higher level details even if not temporarily promoted for that position.

j. Geographic Mobility

3. Include Outside Experiences:  Include activities from community, religious, social organizations, etc in which you have demonstrated leadership and/or held leadership positions.  Include activities that demonstrate community involvement; i.e., working with diverse groups to understand the issues and challenges, seek alternatives, and reach consensus on a course of action.

4. Professional registration:

a. Important in dealing with outside agencies and the private sector

b. Not always a job requirement

c. Commonly a factor/criteria in ranking candidates
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