Welcome to CV/Resume Preparation

We will start shortly. While you wait:

& vPlease mute

v'Update your display name:
. » Hover your cursor over the window with your video
2=  Click on the three dots in the top right corner

« Use the “Rename” function to display your name as it appear on
CLNx (This is for registration purposes).

vIn the chat, share;

-  What is one question you would like to have answered about CV
and Resume Preparation?



CV/Resume Preparation
Monday October 25 | 5:15 - 6:30PM

Joanne Lieu, Career Educator
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A plan for our time together:

« CVs vs Resumes
 What's the difference
The Big

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

Nuts & Bolts

 Strategies to create a more
effective and captivating
resume

« Writing accomplishment
statements

Creating Good
Content

Up Next: What is a Resume?




What is a Resume?

A resume is like...

A) a sales pitch

B) a movie trailer

C) an academic paper
D) your first assignment

Up Next: CV or Resume



CV or Resume

Aré-su-meis 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.

Up Next: Nuts & Bolts: CVs and Résumés




Nuts & Bolts: CVs and Résumes

Audience Academicsin yourfield Industry / Employers hiring for a position
Length Unlimited (full information) 1-2 pages (snapshot, curated info)
Focus Summarizes academicachievements, credentials Presents the relevant job-related skills,
and scholarly potential experience & accomplishments relatedto your
abilitytodothe job.
Essentials Education, grants & awards, publications, Skills & experiences demonstrating connection
presentations, research & teachingexperience to the position through summary section and
accomplishment statements
References Included Do notinclude
Order Chronological Various

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

Up Next: Order is Important



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

Order is Important

 Biographical Detall

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
DLSPH has a database of faculty members you may draw inspiration from.

We also have a Creating Your Academic CV and Cover Letter Guide.

Up Next: Canadian Common CV



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

Canadian Common CV

What is the CCV?

« The CCV is an online data repository that allows

Additional Resources
researchers to enter all their CV data at once and then

populate a variety of different templates specific to a

funding agency. * CIHR
* Funding agencies that use the CCV include: ]
* Introduction to CCV
ey Qg;ggg Eomamsmze e Frequently Asked
Questions about CCV

l*l Canadian Institutes  Instiluts de recherche
of Health Resaarch en sanlé du Canada

Canada Graduate
I * l Scholarships - Master's

l & I Social Sciences and Program
U Humanities Research
@ MICHAEL SMITH FOUNDATION Council of Canada
FOR HEALTH RESEARCH 1ot
Discover. Connect. Engage. Canada

Up Next: Common Resume Sections/Headers


https://www.nserc-crsng.gc.ca/Students-Etudiants/CCV_CGSM-CVC_BESCM_eng.asp%20​
https://cihr-irsc.gc.ca/e/45641.html​
https://onlineacademiccommunity.uvic.ca/imnpn/wp-content/uploads/sites/3598/2019/01/Introduction-to-CCV-Slides.pdf
https://uwaterloo.ca/research/canadian-common-cv-frequently-asked-questions

Common Resume Sections/Headers

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
See our Resume and Cover Letter Toolkit for examples.

Up Next: Some Basics



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

Some Basics

HIGHLIGHTS OF QUALIFICATIONS
. Two years research and technical experience in the field of biomedical engineering, including
° 1 or 2 fu/l pa ges experience working in a clean room
. Applied understanding of software and test procedures in biomedical engineering
: Computer Skills: SolidWorks, AutoCAD, Matlab, C++, Minitab, Microsoft Office
. b - r r ! r L}
n U m e r pages ( I .e 1Y) 1 Of 2) . Other Languages: Spanish (intermediate), Portuguese (beginner)
EDUCATION
University of Toronto June 2021 (expected)

Bachelor of Applied Science, GPA: 3.8/4.0

ot Na me a nd co ntact info rmation at Major: Engineering Science & Minor: Biomedical Engineering
top Of eaCh page (don’t InCIUde PROFESSIONAL EXPERIENCE
d ate Of bl rt h, Clt I Ze n S h I p O r p h OtO) Apotex Inc., Research and Development Intern, Toronto ON Summer 2019

. Engineered designs for bone screws and ergonomic handles for five implant devices using
SolidWorks which were used in final pre-production stage
. Performed tests of implant device parts using Instron and force gauges, the results of which

° h | : | : b were used in determining the final designs
Reve rse C ro n O Og I Ca IS eSt . Acquired hands-on knowledge of machine parts (including mill, CNC, and lathe), inspection
(using calipers, micrometers, and CMM), and clean room procedures (including use of a particle
counter) during the designing process

. Examined four animal implant procedures and observed operating procedure of fluoroscope
and related medical devices, building a solid base of knowledge in this area

* Consistent formatting throughout

ADDITIONAL RELEVANT EXPERIENCE

Bioengineering Student Association — University of Toronto 2018 - Present
+ Facilitated in the planning and implementation of various organizational events including

Py 1 1 moderating a panel discussion with professors from Department of Bioengineering
Kee p I nform at I O n rece nt ( pa St 5yrS) * Designed marketing materials and advertised the Orientation Welcome Event for new

bioengineering students

Medical Device Development Project = University of Toronto Winter 2018
( . ) . Designed a modified asthma inhaler with potential for patent while collaborating with a team of
b N O rEfe re n Ces ava | I a b | e student designers and presented the project at Engineering Science Praxis Showcase
. Developed a project plan, identified and learned relevant patent law, as well as mastered basic

design and solid modeling techniques.

* Bullets, bullets, bullets! EXTRACURRICULAR ACTIVITES

Sports: Professional soccer player for the past 3 years, member of 2019 Varsity Soccer team

Up Next: What is the 'Highlights of Qualification (HoQ)?




What is the ‘Highlights of Qualifications’ (HoQ)?

* First section at top of resume
= 3to 5 bullet points

= Summarizes your experience based on the key
skills employer is looking for

= Replaces ‘Objectives’ header
= Tallor your Highlights of Qualifications section to each
Jjob you apply to
= All additional information in your resume should build
on your Highlights of Qualifications section

Up Next: Example HoQ




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)

Up Next: Using the Job Posting



Using the Job Posting

* Review the job posting to identify key transferable skills

= ook for:

* Frequency of reference & order
 ‘Read between the lines’
* Industry-specific language and terminology

* Research the company, the hiring manager and the industry

Up Next: Tailoring Your resume: MappingKey Skills On Your Resume




Tailoring Your Resume:
Mapping Key Skills On Your Résume

Where to from here? Accomplishment statements.

Up Next: Accomplishment Statements



Accomplishment Statements:

What are accomplishment statements?
« Bullet points describing your experiences

Why write accomplishment statements?
* Show your impact

Action What + Purpose/
Verb + You Did Impact

Up Next: Types of Accomplishment Statements




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
technigues for a class of undergraduate students.

Up Next: Tailor Your Achievement for Each Application!




Tailor Your Achievement for Each Application!

Employer needs someone with:

osales experience
= Sold tickets for 50/50 raffle draws at Varsity football games,
surpassing $2000 fundraising target needed to purchase new team
jerseys

oleadership experience
= Coordinated a team of five volunteers, including hiring, training and
supervising, to ensure all raffle sales targets were met

gproject 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 Up Next: Let’s Review a Resume




Name: ALEC FREY
Address: City, State, Zip Code

Phone: 000-000-0000

E-Mail: email@email.com

PROFESSIONAL SUMMARY

Background includes carrying out research into disease management procedures to
’ e enhance field knowledge and business success. Proven skills in developing, customizing
et S ev I e W and strengthening applications to achieve challenging objectives with help of innovative
analytical and computational strategies. Knowledgeable about managing databases,

integrating applications and developing business intelligence tools.

a Resume

Lead Epidemioclogist
08/2016 — Current
Company Name, City, State

s Authored and presented final after-action reports to identify strengths and challenges
as well as recommended corrective changes for future investigations.

* Maintained data, reporting and quality assurance standards throughout investigations.

* Managed quality assurance program, including on-site evaluations, internal audits and

SUNVeys,

Epidemiologist
06/2011-11/2015
Company Name, City, State

* Ability to combine clinical and financial data. Construct simple data queries, or refresh

Sample from myperfectresume.com

. . . . data queries for staff to retrieve pertinent clinical or administrative data.
https://www.myperfectresume.com/resume/examples/sciences/epidemiologist

Up Next: Next Steps




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)

Up Next: Reflecting on today’sactivities and discussions




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?




Questions?

UNIVERSITY OF STUDENT Career EXpIOration
% TORONTO CLNx.utoronto.ca LIFE & Education




Additional Resources




Action Verbs (accomplishment statements)

Management/ Communication/ Research/

Leadership Skills People Skills Technical Skills

administered
approved
assigned
authorized
coordinated
delegated
developed
established
handled
hired
increased
initiated
managed
motivated
organized
planned
prioritized
produced
reorganized

addressed analyzed
arranged collected
collaborated computed
composed designed
convinced determined
drafted evaluated
edited examined
formulated formulated
influenced identified
involved inspected
mediated investigated
moderated measured
negotiated researched
participated standardized
persuaded studied
proposed summarized
responded surveyed
suggested systematized
summarized

arranged
cataloged
categorized
classified
compiled
distributed
filed
generated
implemented
incorporated
monitored
prepared
processed
responded
reviewed
scheduled
standardized
updated
validated



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




Maxwell Smith

1234 College St. ® Toronto, ON e
416 987-6543 e michael.smith@mail.utoronto.ca

[DD-MM-YY]

Dear Hiring Committee:

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. 1 have had the
opportunity to hone skills on hands-on biomedical engineering, and I am seeking an opportunity
to apply these skills to solving real-world issues. I am eager to participate in Procter and
Gamble’s internship program, through which 1 would gain an opportunity to work towards
solving business issues on a multifunctional team.

This past summer, I had the opportunity to work as an engineering intern with Apotex Inc. In this
experience, I gained hands-on experience designing medical device parts using SolidWorks, and
had the opportunity to present my designs for review to upper management. I tested the devices I
helped to build using Instron and force gauges, completing tests of compression, impact, and
high-cycle fatigue. Working in a cleanroom in the testing of the medical devices, I learned to use
a particle counter to assess the status of the room. The results of my work were used in creating
the final design of five medical devices, which are currently in the process of market testing with
anticipated launch in the Canadian market in spring 2016.

In 2013, I had the opportunity to participate in a school project for which I worked on a team of
three students to develop a modified asthma inhaler that uses a spacer device. With my team, I
presented the inhaler’s design at a student conference at the University of Toronto, receiving
feedback from both students and engineering professionals. In the future, we hope to test this
device to further improve the design.

Thank you for taking the time to review my application. I hope to speak with you soon. I can be
reached at 416 987-6543.

Sincerely,

Maxwell Smith

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



Introduction/Opening Paragraph

Opening paragraph example:

| am writing in regard to your posting of a ‘Research
What/Where > Student’ (Job ID: 203) to work with the Public Health

Agency of Canada (PHAC). | have had the

Summary of

S| —— and biostatistical knowledge through my previous

> opportunity to develop and apply my epidemiologic
e
coursework and internships. | am eager to work with

addressing the paucity of national data on drug and

PHAC as | am highly interested in supporting and
Interest
alcohol-related acute toxicity events to inform the

development of national prevention programs.



Conclusion/Closing Paragraph

Closing paragraph example:

Thank
Employer

4

your skills

Summarize>

Discuss Nex
Steps

4

Thank you for taking the time to review my application.
With my equity-informed approach to analyzing large
dataset and creating data visualizations to

multiple stakeholders, | am optimistic that | will
contribute to the knowledge, prevention, and
reduction of substance-related harms in Canada. |
hope to have the opportunity to discuss my candidacy
in an interview. | look forward to hearing from you.



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
iInformation on your résume

= Ensure each paragraph includes an accomplishment
(preferably guantitative)

= End each paragraph by relating to the organization or job
you are applying to




Skill-Based Middle Paragraph

Summary of experiences related to a
particular skill.

Over the past 2 years, | have developed the ability

Statement

Accomplishment . 1O develop tec_:hnical_solution§ to complex medical
problems. This is evidenced in the skills of

designing and drafting technical medical device

Added parts that made it to the final round of medical
Information diagnostic and clinical instrumentation

Relation to You

o Praraaets knowledge of Matlab and AutoCAD to develop
pplication

> recommendations. | have good working
:
these drafts.




Experience-Based Middle Paragraph

One paragraph describes a past job that
contains all the required skills

Example: “research reporting”:

team of five scientists where we developed
technical solutions to complex medical problems.

Most notable developments was troubleshooting
Added Informatio>

As a Biomedical Engineer | worked with a research
Accomplishment
Statement

syringe infusion pump that resulted in a novel
design that was submitted for a patent. As an
biomedical technologist at Proctor and Gamble, |
Relation to Your would be excited to contribute to your technical
Job App'icati°”> team to develop innovative products for your clients.




