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Summary

The presentation provides a detailed guide to help students put together their own resume for job applications. Whenever possible, the presentation provides worked examples, and focuses on recent graduates.

Introduction

A job application typically contains the following information:

· Cover letter.

· Statement addressing the selection criteria for the position.

· Resume.

This presentation mainly discusses how to put together a resume, although there will be time left at the end of the presentation to discuss cover letters and statements addressing selection criteria (if there are questions on these).

A resume is a relatively brief and concise summary of a person’s educational and employment qualifications for a particular position. Often its main aim is to help provide an interview for the particular position.

Subsequent sections of this presentation focus on the types of information included in a resumes and the order in which that information is provided. The material presented is a compilation of the material provided by the UNSW Careers and Employment Office, as well as expertise gained from about 15 years of screening and selecting applicants for positions.

Structure of a resume

The main components of a resume contain the following general types of information about an applicant:

· Name and contact details.

· Career objective.

· Educational background.

· Employment background.

· Other (potentially) relevant information.

· Presentation, reports and/or publications.

· Referees and their contact details.

The overall length of most resumes is about 2 – 4 pages (for recent graduates).

Name and contact details

The purpose of this section is to allow the potential employer to contact the applicant. This information should contain as a minimum:

· Name.

· Address.

· Telephone.

However, if available then the following should also be added:

· Mobile telephone.

· Email.

Over the last 5 years, I have found it very handy to be able to contact applicants by mobile phone or email. This is because mobile numbers and emails are generally more stable contact details for a student than a physical address, which can often change straight after graduation.

This section of the resume sometimes also contains other personal information, such as date of birth and/or citizenship.

Some applicants prefer to not provide personal information such as date of birth. Thus, unless such personal information is particularly relevant to the application, it can be left off the resume.

About a quarter to a third of a page is usually sufficient for name and contact details.

Career objective

A career objective is a brief (usually one sentence) statement, indicating the type of career you are interested in, or the type of contribution you would like to make. Possible examples include:

· Applying my knowledge to chemical engineering to reduce environmental pollution.

· Helping people appreciate art by designing more interesting art exhibitions.

This section of a resume is optional (some resumes do not include a section on career objectives).

About a tenth of a page is usually sufficient for a career objective.

Education

The purpose of this section is to allow the potential employer to establish if the applicant has the necessary educational qualifications for the position.

Some people indicate educational information in reverse chronological order (such that the most recent item is indicated a the start of the list). Others use a chronological sequence, which I tend to prefer and use myself.

It is generally good to indicate high school and university educational achievements (primary school is generally not indicated on a resume, especially once a person has a degree). 

For high school and university, it is best to indicate:

· Starting year and ending year for the institution.

· The name of the educational achievement.

· The name of the educational institution.

· The (main) subjects completed.

· If the degree contained an honours year, then the title of the honours project and the name of the supervisor.

For example:

1992 – 97
Higher School Certificate, Sydney South High School. 



Main subjects included English, mathematics, science, geography and history.

1998 – 01
Bachelor of Science (Honours), University of NSW.



Main subjects included biochemistry, environmental management, microbiology 

and epidemiology.



Honours thesis entitled ‘The impact of sediments on eutrophication processes in 

Botany Bay.’



Supervisor Dr S. J. Morris.

In some cases it is appropriate and relevant to include the courses undertaken and the grades received. This can be in the form of an academic transcript (issued by the university), or it can be retyped into the resume.

If an academic transcript is supplied, then it is appropriate to indicate in the description of the degree than:

· An academic transcript is attached at the end of the resume.

If the subjects and grades are retyped into the resume then it is appropriate to indicate that:

· An academic transcript can be supplied on request.

About half to three-quarters of a page is usually sufficient for educational details.

Employment

The purpose of this section is to allow the potential employer to establish if the applicant has the necessary employment experience for the position.

Once again, some people indicate employment information in reverse chronological order (such that the most recent items is indicated at the start of the list). Others use a chronological sequence, which once again, I tend to prefer and use that myself.

For most recent graduates this may be a relatively short section. However, it is acceptable to include jobs that were undertaken part-time or during school/university breaks. It is also appropriate to indicate voluntary positions or work-experience positions.

The employment section usually indicates for each position:

· Starting year-ending year (sometimes starting month and year-ending month and year).

· Name of position (position title).

· Type of position (e.g. part-time, full-time).

· Name of organisation and maybe location.

· General duties.

· General achievements.

For example:

1996 – 97
Gardener, during summer-break (for 2 months) at Botany Garden Services. 

Duties included general landscaping, lawn mowing, issuing invoices to clients, 

and collecting payments. Achievements included a 20% increase in business 

income.

1997 – 98
Driver, during summer-break (for 3 months) at Pizza Hut, South Sydney.



Duties included pizza delivery and collection of payment.

1999 – 01
Office Assistant (part-time for 4 – 8 hours per week) at RSPCA at Liverpool.

Duties included general office work, responding to correspondence, 



photocopying and maintaining membership records in database. Achievements 

included an increase in membership of 15% and an increase in contributions of 

10%.

Jobs undertaken through high school and university will become less and less important as a person accumulates more employment experience after graduation. Consequently, these jobs are not indicated in a resume, once a graduate has been in employment for 2 – 3 years after graduation. In such cases, the resume (as an example), may indicate under the employment section:

2001 – present Environmental Scientist, Department of Land and Water Conservation, NSW.



Duties include working with Landcare and catchment management committees, preparing reports on land rehabilitation practices, field work in the Hawkesbury-Nepean Catchment, and a range of general office duties. Achievements included securing project funding for another 2 years, and increasing participation of local government personnel in Landcare committees.

About half to one page is usually sufficient for employment details.

Other (potentially) relevant information

This section of the resume can provide information that may be relevant in terms of the applicant’s educational or employment background.

Items that are useful to include here are:

· Awards or prizes that may have been received during high school or university (e.g. mathematics prize or member of debating team). Indicating participation in sporting activities is not particularly relevant in a resume, unless it was at a national or international level. Similar comments apply to indicating participation in hobbies.

· Familiarity with particular computer packages such as Word or Excel, statistical packages, databases or geographical information systems.

· Familiarity with First Aid or occupational health and safety.

· Familiarity with languages other than English (if this is a requirement of the position).

· Short-courses on a variety of relevant topics (e.g. a short-course on internet use would probably be relevant, but a short-course on antique restoration would probably not be relevant). However, it is relatively difficult to provide absolute rules on this particular issue, as it very much depends on the skills required by a particular position. A short-course on landscape photography may be important in position where some field work is required, but may not be needed in another position that is largely indoors.

· Driver’s licence (and for some jobs an ability or experience with 4WD or a boat may also be important).

About a third to half a page is usually sufficient for this section of the resume.

Presentations. reports and/or publications

This section of the resume indicates major presentations, major reports and/or journal publications (if any) by the applicant.

It is not necessary to have these, but in some areas of study it is possible that graduates will end up with a major presentation or a major report or maybe even a journal publication.

For example a person completing his/her honours year in science may have already had a presentation at a scientific conference, or possibly even a publication in a journal.

If you are in this situation, it is best to consult your supervisor about the most appropriate way to cite such achievements in your resume.

Referees

Referees are people who know the applicant and can comment on the applicant’s educational or employment background.

It is usually good to have 2 – 3 referees, and provide their:

· Name.

· Position.

· Organisation.

· Mailing address.

· Telephone, fax or email details.

Some applicants provide written letters of reference from their referees. This is useful, but not always necessary. As long as the relevant contact details are provided for each referee, then the potential employer can reach them if required.


