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What one question do you have about resumes / cvs?
Put your questions here……..



A plan for our time together:

• CVs vs Resumes – what’s the difference

• How to analyze a job description to know how to 
tailor your resume and what are transferable 
skills

• Strategies to create a more effective and 
captivating résumé – writing accomplishment 
statements

• Applying it all! Group Resume Review

The Big 
Picture Idea

Nuts & Bolts

Creating Good 
Content



CV or Resume

A ré·su·mé is a 1-2-page summary of your 

experiences and skills organized in a way that best 

demonstrates your candidacy for a position.

A curriculum vitae(CV) is a more comprehensive 

document that details ALL your past education, 

experiences, and competencies, including public 

presentations, academic writing and professional 

development.



Nuts & Bolts: CVs and Résumés

Academic CV Resume

Audience Academics in your field Industry / Employers hiring for a position

Length Unlimited (full information) 1-2 pages (snapshot, curated info)

Focus Summarizes academic achievements, 
credentials and scholarly potential

Presents the relevant job-related skills, 
experience & accomplishments related to your 
ability to do the job.

Essentials Education, grants & awards, publications, 
presentations, research & teaching 
experience

Skills & experiences demonstrating connection 
to the position through summary section and 
accomplishment statements

References Included Do not include

Order Chronological Various

See the Academic CV guide online for more information on best practices for academic CVs

https://studentlife.utoronto.ca/task/create-your-academic-cv-and-cover-letter/


Order is important: CV Sections

➢ Biographical Detail

➢ Education

➢ Honours and Awards

➢ Research and Teaching Interests

➢ Experiences (Research, Teaching, Professional, Academic & Administrative) **

➢ Publications

➢ Conferences

➢ Academic Associations and Services

➢ Languages

➢ References

** Order depends on the % weighting of responsibilities

https://studentlife.utoronto.ca/task/create-your-academic-cv-and-cover-letter/

https://studentlife.utoronto.ca/task/create-your-academic-cv-and-cover-letter/


Canadian Common CV

https://www.nserc-crsng.gc.ca/Students-Etudiants/CCV_CGSM-CVC_BESCM_eng.asp

https://cihr-irsc.gc.ca/e/45641.html

https://uwaterloo.ca/research/canadian-common-cv-frequently-asked-questions

https://onlineacademiccommunity.uvic.ca/imnpn/wp-content/uploads/sites/3598/2019/01/Introduction-to-CCV-Slides.pdf

https://www.nserc-crsng.gc.ca/Students-Etudiants/CCV_CGSM-CVC_BESCM_eng.asp
https://cihr-irsc.gc.ca/e/45641.html
https://uwaterloo.ca/research/canadian-common-cv-frequently-asked-questions
https://onlineacademiccommunity.uvic.ca/imnpn/wp-content/uploads/sites/3598/2019/01/Introduction-to-CCV-Slides.pdf


Common Sections / Headers - Resume

• Summary OR Highlights of Qualifications OR Profile 

• Education

• Awards & Scholarships and/or Achievements

• Experience

• Relevant Experience*

• Work Experience

• Research Experience

• Academic Experience/Highlights

• Volunteer Experience

• Extra Curricular/Co-Curricular/Leadership Experience/Community Involvement

• Additional Experience

Maybe also have (if relevant):

• Conferences & Training (or similar)

• Certificates

• Memberships/Affiliations

https://studentlife.utoronto.ca/wp-content/uploads/CC-Resume-and-Cover-Letter-Toolkit.pdf

https://studentlife.utoronto.ca/wp-content/uploads/CC-Resume-and-Cover-Letter-Toolkit.pdf


Some Basics
• 1 or 2 full pages 

• number pages (i.e. 1 of 2)

• Name and contact information at 
top of each page (don’t include 
date of birth, citizenship or photo)

• Reverse Chronological is best

• Consistent formatting throughout

• Keep information recent (past 5yrs)

• No ‘references available’

• Bullets, bullets, bullets!
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What is the ‘Highlights of Qualifications’ 
(HoQ)?

▪ First section at top of resume

▪ 3 to 5 bullet points

▪ Summarizes your experience based on the key skills 

employer is looking for

▪ Replaces ‘Objectives’ header

▪ Tailor your Highlights of Qualifications section to each job 

you apply to 

▪ All additional information in your resume should build on 

your Highlights of Qualifications section



Example HoQ

Highlights of Qualifications

▪ Two years research and technical experience in the field of 

epidemiology, including experience working in a clinical setting

▪ Over 4yrs experience in data collection, analysis and presentation of 

large data sets in clinical and educational sectors

▪ Technical Skills: SAS, SPSS, Advanced Excel

▪ Languages: English and French (native), Spanish (intermediate), 

German (beginner)



Using the Job Posting 

▪ Review the job posting to identify key transferable skills

▪ Look for:

• Frequency of reference & order

• ‘read between the lines’

• industry-specific language and terminology

▪ Research the company, the hiring manager and the industry



Let’s look at some job 
postings

Canadian Public Health Association – Practicum 
Placement Opportunity
https://utoronto-
my.sharepoint.com/personal/mary_mcauliffe_utoronto_ca/_layouts/15/onedrive.aspx?id=%2Fpersonal%2
Fmary%5Fmcauliffe%5Futoronto%5Fca%2FDocuments%2FSample%20Job%20Postings%2FSample%20Practi
cum%20Placement%20Opportunity%2Epdf&parent=%2Fpersonal%2Fmary%5Fmcauliffe%5Futoronto%5Fca
%2FDocuments%2FSample%20Job%20Postings&originalPath=aHR0cHM6Ly91dG9yb250by1teS5zaGFyZXBv
aW50LmNvbS86YjovZy9wZXJzb25hbC9tYXJ5X21jYXVsaWZmZV91dG9yb250b19jYS9FUU1UVGtobWM3cEF1
RWZxWDFOT2RzZ0JiREs5LUVtMjVpT29RUnB1bjFBMXpnP3J0aW1lPVRZQU4zVGVMMkVn

Research Student – Public Health Agency of Canada
https://utoronto-
my.sharepoint.com/personal/mary_mcauliffe_utoronto_ca/_layouts/15/onedrive.aspx?id=%2Fpersonal%2
Fmary%5Fmcauliffe%5Futoronto%5Fca%2FDocuments%2FSample%20Job%20Postings%2FSample%20Practi
cum%20Posting%20Epidemiology%2Epdf&parent=%2Fpersonal%2Fmary%5Fmcauliffe%5Futoronto%5Fca%
2FDocuments%2FSample%20Job%20Postings&originalPath=aHR0cHM6Ly91dG9yb250by1teS5zaGFyZXBva
W50LmNvbS86YjovZy9wZXJzb25hbC9tYXJ5X21jYXVsaWZmZV91dG9yb250b19jYS9FWl9iYlZaY2Y1dEZoNzNH
eDBsZXdsOEJDeVAzZFJyR0tZejFGWUNJZUN6Q0ZRP3J0aW1lPXlkRTNTVGlMMkVn



Required Skill Your Experience​

Tailoring Your Resume:

Mapping Key Skills
On Your Résumé

T-Chart

Where to from here? Accomplishment statements.



Accomplishment Statements: 

Action

Verb

What

You Did
Purpose/

Impact

What are accomplishment statements?

• Bullet points describing your experiences

Why write accomplishment statements?

• Show your impact
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Types of Accomplishment Statements

Quantitative: 
• Facilitated 3 tutorials every week for groups of 25 – 30 students and won the 

department’s teaching excellence award.

• Created and co-facilitated a 1hr workshop to approximately 200 incoming students 

about the University academic policies and course registration process, ensuring 

student awareness of academic responsibilities.

Qualitative: 
• Drafted daily analytical papers that informed decision-making for senior management

• Conducted lab experiments, using x methodology, to model appropriate techniques for 

a class of undergraduate students.



Tailor your achievement for each application!

Employer needs someone with:

sales experience
◼ Sold tickets for 50/50 raffle draws at Varsity football games, 

surpassing $2000 fundraising target needed to purchase new team 

jerseys

 leadership experience
◼ Coordinated a team of five volunteers, including hiring, training and 

supervising, to ensure all raffle sales targets were met

project management experience
◼ Developed a project plan that outlined the project scope, key dates 

and success metrics resulting in exceeding raffle sales target before 

the deadline



Sample from myperfectresume.com
https://www.myperfectresume.com/resume/examples/sciences/epidemiologist

Let’s Review
a resume
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Next Steps

▪ Edit your cv / résumé and cover letter

▪ Ask a friend to review spelling, grammar, and the sentence flow

▪ Learn about the standards in your industry:

▪ Review cv / résumés written by recent grads in your field

▪ Ask a network contact in your industry to review your résumé and CL

▪ Attend another online workshop or book a 1:1 Application Review 

appointment with a Career Educator through CLNx (under Appointments 

tab)



Reflecting on today’s activities and discussions:

▪ What one thing will you take away from today’s workshop?

▪ What is one new thing you learnt today?
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Source: Human Rights Code, RSO 1990, c H.19, s 5

Questions?



Additional Resources



Action Verbs (accomplishment statements)



CLNx.utoronto.ca

What purpose does a Cover Letter serve?

• Introduce your professional personality

• Highlight most relevant skills and experience 

• Demonstrate your research and writing skills

• Explain why you are interested in the position



Format and Structure

▪ One-page business Letter

▪ Header: Same as resume

▪ Date: Top left 

▪ Salutation – use name when 

possible

▪ Opening Paragraph:

▪ Middle Paragraphs (either 1 or 2)

▪ Conclusions/Final Paragraph

▪ Express your interest for the role

▪ Close professionally
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Introduction/Opening Paragraph

▪ Opening paragraph example:

What/Where

Summary of 
skills/experience

Interest

I am writing in regard to your posting of ‘Professional
Year Experience Intern, Engineering’ posted on the
University of Toronto’s Engineering Career Centre
website. I have had the opportunity to develop and
apply my biomedical engineering skills through my
previous coursework and internships. I am eager to
participate in Procter and Gamble’s biomedical
engineer technologist position as I am highly
interested in solving business issues on a
multifunctional team.
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Conclusion/Closing Paragraph

▪ Closing paragraph example:

Thank
Employer

Summarize 
your skills

Thank you for taking the time to review my application. 
With my hands-on experience in creating novel designs 
to improve biomedical instruments, and initiative to 
take on new projects I am a strong candidate for this 
position. I hope to have the opportunity to discuss my 
candidacy in an interview. I look forward to hearing 
from you.

Discuss Next 
Steps
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Middle Paragraphs

▪ Two ways to structure

▪ Skills-based or Experience-based 

▪ When writing a middle paragraph DO:

▪ Add new descriptive information that adds to the 

information on your résumé

▪ Ensure each paragraph includes an accomplishment 

(preferably quantitative)

▪ End each paragraph by relating to the organization or job 

you are applying to



CLNx.utoronto.ca

Skill-Based Middle Paragraph

▪ Summary of experiences related to a 

particular skill. 

Accomplishment 
Statement

Added 
Information

Relation to Your 
Job Application

Over the past 2 years, I have developed the ability 

to develop technical solutions to complex medical 

problems. This is evidenced in the skills of 

designing and drafting technical medical device 

parts that made it to the final round of medical 

diagnostic and clinical instrumentation 

recommendations. I have good working 

knowledge of Matlab and AutoCAD to develop 

these drafts.



Experience-Based Middle Paragraph

▪ One paragraph describes a past job that 

contains all the required skills 

▪ Example: “research reporting”:

Accomplishment 
Statement

Added Information

Relation to Your 
Job Application

As a Biomedical Engineer I worked with a research 

team of five scientists where we developed 

technical solutions to complex medical problems. 

Most notable developments was troubleshooting 

syringe infusion pump that resulted in a novel 

design that was submitted for a patent. As an 

biomedical technologist at Proctor and Gamble, I 

would be excited to contribute to your technical 

team to develop innovative products for your clients. 


