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Your resume has 7.4 seconds to stand out
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• How long should my resume be?

• What should I include or leave off 
of my resume?

• Strong words for Resume?

• What resume format is best to use?

• Best Font to Use on My Resume?

• Include Interests on a Resume?

• Should I Include References on my 
Resume?

• Is a Cover Letter Needed? 

• Q & A
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Academic CV

• Several Pages

• 20-200 applicants per vacancy

Industry Resume

• 1-2 pages, unless 8+years experience

• 200 to 6000 applicants for the big IT 

jobs



Personal detail:

-Name 

-Phone Number

-Address

-E-mail address

(official, nothing funny or hilarious)

-Create an Email Address Specifically 
for Job Applications

use your first name, followed by your last 

name, for your email address.



Education

-Start from University ;high school ; 

-Degree name (major/minor)

-Department name

-Use official degree certificate names

-Optional -> coursework

-PhD thesis 

-Thesis Advisor names



Experience

-Company name (BOLD)

-Location (BOLD)

- Date of employment (month and year) 

(BOLD), 

-Positions (Italics)

-Department(Italics)

Bullet points : (2-5 under each job title)

Lengths: 1-2 lines, maximum 3 lines per 

bullet points

Achievements, not responsibilities.

HR wants to know Not just what you did, 

but that you did it very well!
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[strong verb] 

[specifics]

[quantifiable metrics ]



Developed; Accelerated; Optimized; 

Maximized; Minimized; Led; Increased; 

Reduced; Exceeded; Managed; Improved; 

Grew; Generated; Solved; 

Do

Assisted

Participated

Helped

Strong verb : (past tense)



Specifics

WHAT was involved?

techniques

Models

Revenue

Experiment

Process

WHO was involved?



Quantifiable Metrics

Time? 

Money? 

% ? 

Accuracy? 

Predictability?



[strong verb] [specific][quantifiable metrics ]

OK: 

Responsible for lab work and set up H1B1 experiment

Better: 

Used new research method to find association between 
H1B1 complex and H1B2 Latent Endonuclease activity

Best:
Developed multidisciplinary research method that boosted 
filtration accuracy by 67% and identified association 
between H1B1 and H1B2 Latent Endonuclease activity. 
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I worked at a bubble tea 

store and made drinks.

P a c k a g e  

y o u r s e l f
Interact with customers, take 

orders and prepare drinks that 

tailored for individual 

preference.

Assess customers’ needs and 

make recommendations while 

multitasking for billing 

reconciliation.

Stay guest focused and nurture 

an excellent guest experience 

which increased 17% of sales. 



Technical Skills 

-Laboratory 

-Animal Care

-Microscopy 

(electron/confocal)

-Histology

-Immunology

-Biochemistry/Genetics

-Microbiology

Interests

- Only if it’s relevant



2 page CV



HONORS & AWARDS 

- significant awards only

- Award title, recognition 

level, date and purpose

- Explain the 

achievement's impact



Publication 

(Peer reviewed)

-Authors

-Article title Journal 

title (in italics).

-Volume of journal.

-Issue number of 

journal.

-Page range of article.

Conferences

- Presentation/Poster 

title 

- Date

- Institute

- Date



•Funding 
Organization/Institutions

•$ Amount 
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Not being truthful
-> Resume is not about finding a job! BUT, an 
interview

"One–Size–Fits–All" Approach
-> customization

Too long
-> Unrelated work experience
-> bore HR

Overly used vocabulary or jargon
-> know your audience!
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Applicant Tracking System

Only the highest scoring resumes are submitted for human review.
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Applicant Tracking System Tips

• Keep the formatting simple. 

Tables, text boxes, jpgs, or other graphics

• Spelling check

• Key words , supported with example

• English usage sounds natural
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Times New Roman

Arial

Calibri

Helvetica

Cambria

Georgia

Garamond
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1st

2nd

3rd

Contact Information

Signature

Cover Letter
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To Share Extra Information (referral 
by internal network, location)
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To Explain a Gap
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Understand 
your Target 

Job
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Understand 
your 

audience

Strong Verb Specifics Quantifiable 
Measures

Basic 5 steps

1 2 3 4 5



• HR reviews resumes for an average of only six or 
seven seconds.

• Best results if you send your resume between 6 
a.m. and 10 a.m. 

• Send it within the first 4-10 days of a job opening.

• Clear, concise and tailored to the job for which you 
are applying.
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求職文件攻略

英文履歷寫作一: 如何寫一篇讓你得到面試機會的Resume/CV?

英文履歷寫作二 : 讓 Resume/CV 更專業的寫法 (附格式範本)

進入外商拿高薪的第一步，你 LinkedIn了嗎?

寫一份未來的履歷表 : 完美Resume養成計畫

為什麼我的履歷石沉大海? 公司篩選履歷表的潛規則

Cover Letter 求職信怎麼寫 ?

魯蛇履歷表

https://blog.essaycrafter.org/

www.essaycrafter.org

Extra Reading: 

https://blog.essaycrafter.org/%e6%b1%82%e8%81%b7%e6%96%87%e4%bb%b6%e6%94%bb%e7%95%a5/
https://blog.essaycrafter.org/2018/05/13/resumecv_15/
https://blog.essaycrafter.org/2018/05/13/resumecv/
https://blog.essaycrafter.org/2018/03/31/%e9%80%b2%e5%85%a5%e5%a4%96%e5%95%86%e6%8b%bf%e9%ab%98%e8%96%aa%e7%9a%84%e7%ac%ac%e4%b8%80%e6%ad%a5%ef%bc%8c%e4%bd%a0-linkedin%e4%ba%86%e5%97%8e/
https://blog.essaycrafter.org/2014/06/10/resume-build-up/
https://blog.essaycrafter.org/2015/06/10/resume-job-search-screening-selection/
https://blog.essaycrafter.org/2014/01/16/cover-letter_14/
https://blog.essaycrafter.org/2022/06/17/failure-cv/
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