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?%% I. Overview y/ 7

Vi,

A résumé (also spelled resume) is French for “summary,” which is a brief

document that summarizes your education, qualification, work history, other
accomplishments and skills when you apply for a job or apply to a university. In
order to get an offer successfully, the résumé needs to be persuasive and written in a
concise style using bullet lists rather than long sentences and paragraphs. Typically,
a resume is one or two pages long.

In contrast, another term “curriculum vitae,” commonly short for CV, is Latin
for “course of life.” A CV is an in-depth career biography, which includes more
detailed description about your education, achievements, details of job experiences,
publications, aﬂiligtions, awards etc. It is thus much longer than a resume. In some

countries, CV and resume are sometimes used interchangeably.

The objective of a resume is to convince the prospective employer to grant an

applicant an interview. In order to produce intended results, a customized and well-
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designed resume should have the following essential characteristics in terms of

length, layout and contents:

2.1.1 One-page Document

A resume is a brief summary of an applicant’s experience and qualifications.
Normally the resume is skimmed instead of being read carefully in very short time.
So it should be as concise as possible—mostly one full page in length. For recent
college graduates, entry-level applicants or applicants with limited work experience,
one-page resume is a good choice. So applicants should try to trim resumes down to
one page. Two or more pages are used only if applicants have sufficient experience
and accomplishments relevant to the position.

2.1.2 Bullet Points

A resume is written in a concise style using bullet lists rather than long
sentences and paragraphs. Typically fragmented sentences appear on the resume.
It is probably ideal to include 35 bullet points. So prioritizing the order of bullet
points is critical as well.

2.1.3 Action Words

In the list of bullet points, each fragmented sentences should begin with action
verbs, also called power words. For example, the statement of accomplishments
begins with words like “enhanced,” “increased,” “accelerated,” “initiated” and
“created.” Those words are so powerful that they can help an applicant make a
good impression and the prospective employer can quickly search for the qualities
an applicant possesses. In that case, such words greatly increase the chance of

interview.

No matter the resume is one page or more pages, an applicant should make sure
the resume is consistent in format and contents. First make sure being consistent

in formatting. Font type and size, space and margins, even amount of bullet points
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should be consistent. Coherence is also important for someone to understand an

applicant’s skills. In this regard, avoid splitting the information onto another page.

2.3.1 Appropriate Template

Resume layout matters a lot in presenting an applicant’s information. After
analysis of an applicant’s relevant qualifications and the position one is applying for,
choosing an appropriate resume template is strongly recommended, which serves as
a useful guideline to create the resume from scratch and makes the resume clear and
easy to read.

2.3.2 Highlighting the Most Important

Applicants should put the most important information, the best qualities and
accomplishments in a prominent position on the page. For example, make sure
name of the applicant stands out. All information should be itemized into different
sections appropriately labeled. In addition, font choice does matter. For example,
section headings are little larger or bold.

2.3.3 Perfectly-designed Layout

Make sure the resume looks clean, professional and easy to follow.The
strategic use of white space is one of the most important aspects of the resume
format because it makes the document easier to read. Leave comfortable margins on
the sides, top and bottom and choose professional font size and style. In addition,
balance all information on the page, which means an equal amount of text and white

space. In a word, the resume is visually attracting.

In order to make a resume professional, try to keep the wording in the same
tense and use clear language throughout. It is necessary to proofread and make sure
the resume has no any typos and obvious grammatical errors. A misspelt word is
often a huge turn off for employers reading your resume. In addition, make sure all

information on the page is accurate and clearly stated.
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Street Address, City, State Zip
**%x(@126.com [(86) 135 #ukk* xkxk

OBJECTIVE

An objective statement is optional. If included, it should be specific to the

position you are applying for.

XA R AT, B E R SR A
K2 e o

e Number of years of relevant experience, noting skills gained
e An important accomplishment that directly relates to the job
® A quality or characteristic of yours that supports this goal

XS RBEENEFELN, e/ TBiRE.
BEAPIRSC, 1K GPA T, Lk GPA JRETLA KA KR

Name of University City, Province
Name of Major Expected Month Year
Minor or Concentration

Honors Thesis: “Title”

Overall GPA and/or Major GPA

Related Coursework: Course Title, Course Title, Course Title

Previous Institution Name City, State/Country

Name of Degree/Diploma/Program or summary of Coursework Completed
Month Year
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Organization Name City State/Country

Position Title Month Year—Present

e Use bullet points to describe your accomplishments

e Start your statement with “action verbs” and add adjectives to emphasize

e State an accomplishment that demonstrates your skills in this field/position

@ [llustrate a problem you solved using relevant skill(s) and the results

e Provide an example of when you used your skills to positively affect the
organization, the bottom line, your boss, or your clients

Position Title Month Year—Present

e If you have been involved in multiple positions within one organization,

consider breaking out your positions to highlight your progression within the

organization.
Organization Name City State/Country
Position Title Month Year—Present

e Be consistent with punctuation and format within each section
e Use present tense verbs for current positions and past tense verbs for

previous positions

SKILLS

Language: Provide an accurate assessment of your proficiency

Computer/Software/Programming: Considér how to best represent your
familiarity, proficiency, or expertise in technical areas

Laboratory: Consider including other relevant categories of skills, based on

your background and the position you are applying for
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INTERESTS

Listing interests is optional. Interests may or may not be related to the position,
but if included they may serve as a potential conversation starter and an opportunity

to share other passions, hobbies, or ways you spend your time.

Source: http: //career.berkeley.edu/Tools/Resume

II. Types of Resume

The type of resume is the top priority when an applicant gets started on his
resume. The ultimate goal of any resume is to show a hiring manager an overview
of an applicant’s qualifications for a position in as short a time as possible. So as a
“self-advertisement,” a well-crafted resume does more than sum up an applicant’s
past experiences and must be persuasive instead. The applicant must make sure the
style he chooses best suits his own needs and does maximize his strengths.

Though resume is a brief summary of a person’s experience, yet it should be
customized rather than fixed or unchangeable. Everyone should tailor the resume
to the different expectations or job positions. Basically there are four types: basic

resume, chronological resume, functional resume and combination resume.

Basic resume emphasizes an applicant’s academic history, which works

best for university applicants, recent graduates or job applicants with limited
employment history. Lack of direct experience is not necessarily a barrier to
a new job because employers are often looking for potential in an entry-level

resume which may translate to different settings. Thus transferable skills acquired



X Resume Chapter One ////‘

through past experiences, involvements or ‘accomplishments are highly welcomed.

Along with the academic achievements, other kinds of past experiences such as
coursework, extracurricular experience, campus leadership positions, volunteering
& school activities, part-time jobs, any awards and certifications or internship can
be included. In general, basic resume includes several sections as follows: contact
information, objective, education, awards and achievements, related experience
and skills. Now instructions of this type would be detailed with a typical example:

college application resume.

It is acknowledged that the college application process can be time-consuming
and struggling. Accordingly, resume writing in the process seems much harder
than expected. The most difficult part is how it is getting started. What should be
included? Which resume type can be chosen? How to organize information on
one page? This part is to discuss the characteristics of such resume and instruct
applicants to create an effective resume with samples. Information on the resume
sample is only for reference. Applicants have to create a customized resume instead
of filling their own information into the template.

1.2.1 Characteristics

College admission officers don’t expect applicants to have solid professional
experience but they pay attention to their academic competence and their potential
involvement in college life instead. In this case, when applicants prepare for the
resumes, these two parts would be highly focused.

In general, each university would offer academic entry requirements for
applicants, which probably involve standard exams or applicant’s GPA. However,
they expect best candidates to be a whole person rather than ones with highesf
scores only. A whole person is not only very competent in study and exams, but also
gets involved in a variety of activities on and off campus. Therefore, applicants have
to figure out their own skills and competence attained from activities, which would

be the most difficult part in writing resume.
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Needless to say, a resume serves as the first impression on recruiters. Whether
the resume is well-crafted directly influences their decision-making. College
application resume is bound to look professional. Hence a well laid-out resume free
of any error with impressive information can greatly increase the chance of being
admitted.

1.2.2 What to Include

College application resume should be composed of an applicant’s academic
profile and other strong selling points to showcase his accomplishments and
involvements elsewhere. Basically the following aspects can be put into
consideration:

e Academic Profile

e Academic Trainings or Programs

e Research or Project Attended

e Publications

e Presentations

e Honors/Awards/Certificates

e Extracurricular Activities

e Volunteer Experience or Community Service

e Leadership

e Skills

e Hobbies/Interests

Among these aspects, the first six mainly focus on academic accomplishment
and involvement, while the rest of them add more values to the applicants. It
makes no sense that a resume covers all aspects. Firstly, applicants should identify
which aspects are stronger and probably cater to expectations of that university.
Secondly, as for education section, don’t put items of high school on the resume.
For medical students, internship, clinical rotation, residency and fellowship are
indispensable. Then items in each aspect should be selected and organized carefully.
Thirdly, categorize aspects into different sections on the resume. Fourthly, items

in each section should be listed in reverse chronological order. Lastly, referees are
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recommended. Probably two referees help i;erify some details on the resume. And

put referees’ information on the resume instead of “Referees available on request.”

Referee sample is available below.

First Name, Surname

Dean, School of x x x

xx x Road, xxx District, Beijing, P. R. China, 100011
(86 10) 6222 2222

1.2.3 Resume Sample

(1) Applicant’s Information

sk, rhELR C ERFRSFE) 2017 i He A, B 38 E KA
FERCHAIR], h2F 3] B S, GPA 3.84 4%, FF7E 2009—2011 4EEERIFAET
4 (Dean’s list) ; 76 A BEREsE | (EREBRITIGJIASCHEINE, K15 =K—5%
Bt (2012 4F 2014 4 2016 4F ), b4, HhARAS TPl EITHAEIE . S8
FRINESS, 2016 F S ANGIERRIEL—H, 2017 MR 3CE R 7ERIY
6], fid A gt Fatai, DAEHEMIEL, ZRSMER
FEE, BN EIRASMER SRS . A RS BB & S EE
55

(2) Resume Sample

Xiaoyan Zhang
Room 301, No. 334 Qinghua Road, Beijing, 100103, P.R. China
(86 10) 6222 1234 (86) 139 1234 5678

xiaoyan@126.com

EDUCATION

C Medical University Beijing, P.R. China
Master of x x x July 2017
GPA: 3.84




