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RESUMES

• Provide an overview of your experience.

• Help you create a winning first impression.

• Establish qualifications and credentials.

• Highlight specific, relevant background.

• Must be dynamic, changeable documents.

• Should be updated on a regular basis.



RESUME FORMATS

• CHRONOLOGICAL FORMAT

• Easy to read, most commonly used and preferred 

by employers

• Presents education and work experience in reverse

chronological order

• Very effective if majority of education and work 

experience is related to objective



RESUME FORMATS
• FUNCTIONAL FORMAT

• Focuses on skills and abilities, not dates of 

employment

• Lists skills you’ve demonstrated which are required for 

a particular job

• Allows you to emphasize skills gained through volunteer 

work and co-curricular activities

• Often used by career changers, graduate students and 

postdoctoral scholars



APPLICANT TRACKING 
SYSTEM (ATS)

• Use nouns indicating specific job functions, skills, 

responsibilities (see detailed job description to select 

key words to use)

• Look for repetitive wording in the job description and 

include keywords in skills and experience sections

“An estimated 95% of Fortune 500 companies currently use an 

ATS to manage their applicant tracking process, (Amy Elisa 

Jackson, Glassdoor)”



•Forget “fancy fonts”, flashy graphics  and colored 

paper

•10 - 12 point size, standard font

•Always avoid shading, graphics        , and underlining

•Don’t be too excessive with bolding, and italicizing

•white, off-white, 8 1/2 x 11 paper

•Bullets 

•Action verbs start off your bullets (i.e. Analyzed, Trained, 

Tutored)

•Avoid Lines, excessive columns, and brackets

•1 page MAX

APPLICANT TRACKING 
SYSTEM (ATS)



CONTACT INFORMATION
Scotty Highlander

1234 Linden st.

Riverside, CA 92525

(951) 234-5555

scottyhighlander@ucr.edu

www.linkedin.com/scottyhighlander
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OBJECTIVE

Not this…

I am looking for a full-time position with a progressive 

company that will allow me to use my degree in computer 

engineering to contribute to the overall mission of the 

company and help me acquire experience and skills to 

better serve the company and my colleagues. 

But this…

Recent computer engineering graduate with experience in 

c++ programming, seeking position with ABC Widgets as 

a Programmer.

Or this…

Seeking software developer position with ABC 

Widgets.



EDUCATION

University of California, Riverside                                                            June 2020

Bachelor of Science in Chemical Engineering                                              GPA: 3.5

University of California, Riverside                                                     June 2020

Bachelor of Science in Bioengineering                                                 GPA: 3.5

Relevant Coursework: Cellular and Molecular Engineering

University of California, Riverside                                                                       June 2020

Bachelor of Science in Bioengineering                                                                   GPA: 3.5

Relevant Coursework: Cellular and Molecular Engineering

Riverside Community College                                                                              June 2018

Associate of Science in Social Science



SKILLS
Transferable

Those that “work” 
elsewhere

Communication 

Written and verbal

Problem solving

Facilitation, mediation, 
referral

Interpersonal 

Assisting, representing, 
teaching

Organizational

Time mgt, goal setting, 
implementing

Technical

Specific to industry or 

job function
Computer programming

Network Technology 

Handheld Inventory Machines 

Technical Devices

Laboratory Instruments 

Construction Machinery 

Equipment 

Research

Data Science

Project Management

http://insights.dice.com/power-verbs-for-your-resume-and-cover-letter/


TECHNICAL SKILLS: COMPUTER 

ENGINEER (SAMPLE)

• Programming Languages: SQL, PL/SQL, PLSQI Developer, TOAD (Quest), 

Oracle SQL Developer, Java

• Web Technologies: JSP, XML, HTML

• Web and Application Server: WebLogic, JBoss

• Databases: Oracle, 9I, 10g, 11g & SQL

• Operating Systems: Windows, XP, 7 and UNIX (Sun Solaris)

• Framework: ITIL V3, HPSD, ServiceNow, Alarmpoint

• Scripting Languages: HTML, Java Script

• Rank the most 

relevant at the 

top

• List most 

relevant, not 

all known skills



TECHNICAL SKILLS: ELECTRICAL 

ENGINEER (SAMPLE)

• Network: Design /Analysis of LANs/WANs, Routers, Switches, Firewalls, 

Protocol

• Communications: Digital and Analog , Fixed and Mobile Wireless, Satellite, 

Antenna Design

• Microelectronics: VHDL, FPGA, Microelectronic Manufacturing and Testing 

(MCM, SOC), Electronic Packaging, VLSI

• Be prepared to speak on 

your skill set

• If you don’t know it, don’t 

list it



TAILORING SKILLS

TECHNICAL SKILLS

Software: ViewLogic, SolidWorks, ABAQUS, MatLab/Simulink, AutoCAD, Pspice

Programming: JAVA, C/C++

Operating Systems: Windows XP/NT, Unix (BSD, Solaris, Linux)

ADDITIONAL SKILLS

Computer: Microsoft Word, Excel, Outlook, PowerPoint, SPSS

Language: Fluent in Spanish and English

RELEVANT EXPERIENCE

Top

Bottom



• Part-time, full time

• Internships 

• Job shadowing

• Laboratory

EXPERIENCE
• Paid or unpaid

• Personal projects related to your 
field

• Class projects (individual or group)

• Active roles in student organizations

• Research 

Department of Molecular Biology, UC Riverside   November 2019 – January 2019
Research Assistant

▪ Accomplishment statement (Situation, Action, Result)

▪ Accomplishment statement (Situation, Action, Result)

▪ Accomplishment statement (Situation, Action, Result)



EXPERIENCE

Senior Design Project, UC Riverside                     September 2018 – Present
Web Application Team Project

• Collaborate with a team of 4 interns by dividing up tasks to ensure 
completion of project.  

• Develop a web application to streamline tutor scheduling for Academic 
Success Center using Java. 

• Perform coding using JavaScript and transcribe notes into database to 
keep record of process.  

• Create a PowerPoint to present the web application and training 
manual for staff and presented it to 4 managers.

Organization or class name, location                               month yr – month yr
Job Title or Project Name

• Start each bullet with an action verb describing the action you took and 
the positive impact you made  



HOW DID YOU USE YOUR TECHNICAL 
SKILLS?



HOW DID YOU USE YOUR SOFT 
SKILLS? (TRANSFERABLE)

Both hard and soft skills are crucial 

to your career success!

Be sure to showcase both types on 

your resume!

September 2018 - May 2019



Job Title & Company Name

“Tool Box”

Research & Design Projects



“Tool Box”

Relevant Experience Counts

Campus Involvement & Associations



“Tool Box”

Research Experience

Campus Involvement & 

Associations



IMPORTANT TIPS
•Print with 10 to 12 font size 

•Make sure your margins are ½ inch to 1 inch

•Limit to one page, unless you have extensive experience and/or education relevant to the 

job 

•Utilize action verbs and action-oriented language to describe your experience 

•Use industry language and jargon to describe your experience 

•Tailor your resume to the skill set needed for the position 

•Avoid personal pronouns (I, my, or me). Use an active voice

•Include all of your relevant experience whether it be paid or unpaid

•Make sure it is error free (both spelling and grammar)

•Use the proper tense

•Include your Linkedin URL, Portfolium, Github



QUESTIONS?

The __________ will get you looked at, but the ___________ 

will get you the job!

RESUME INTERVIEW



RESEARCH THE COMPANY

• Review the position description

(Be prepared to explain how your experience and skills fit!)

• Research the company

-Company Website

-Employee LinkedIn Profiles

-Career Insider, Glassdoor.com

• Prepare 3-5 questions for your interviewer



MAKING THAT FIRST 
IMPRESSION

Career Fair/Networking

“Thank you for the

opportunity! Yes, 

I am available 

at that time.”

Email Phone Call

Smile

Check Schedule

Respond



INTERVIEW LOGISTICS

Time                  Type             Interviewer(s)            Location

Ask for clarification: (if needed)

 Will this be a panel or individual interview? Onsite of 
offsite?

 Who will I be meeting with during the interview?

 Should I prepare any materials or a presentation for this 
interview?



TYPICAL TECHNICAL 
INTERVIEW LAYOUT

• Starts with phone interview(s)

• Onsite interview(s) anywhere from 4 to 6 interviews

• Interview questions will be technical and behavioral

• Technical interviews take about 45 to 60 minutes

• Coding interviews may include materials such as

paper, pen, whiteboard or laptops

• Some interviews include an offline assessment or 

independent project 



WHAT IS A TECHNICAL 
INTERVIEW?

• Technical questions asked as part of a general 
interview for science and engineering positions

• Evaluate how you approach real-world problems

• Identifies how you problem-solve

• Understand the depth and breadth of your 
knowledge on the skills you're being hired for

• In some cases, there are coding challenges, word 
problems, HackerRank, paired programming and 
whiteboarding



STYLES OF QUESTIONS

▪ Tell me how your background prepares you to do the 

job?

▪ Could you tell me about a time when you worked on a   

group project? 

▪ How would you respond to a dissatisfied customer? 

▪ What new feature would you add to MS Word if you 

were hired?

Straightforward

Behavioral Based

Situational

Technical



TECHNICAL QUESTIONS

• Research technical interview questions

• Verbalize your thoughts and go through the problem 
solving steps and ending results

• Write down your steps and results (ie.: white board)

• Don’t make assumptions! Ask for clarification to the 
question if needed

• Focus on what you know and brush up on required 
skills and qualifications (coding, algorithms, design, 
technical knowledge and skills)



BEHAVIORAL QUESTIONS

Be A STAR 

•Tell about a time you were in a leadership position, worked in a 

group, made a mistake, etc.

•Prepare 3-5 STAR examples

Situation or 
Task

Describe a specific event or situation. Give 
enough detail for the interviewer to understand. 
Draw from campus, work, or community 
experiences.

Action 
Describe the action you took. If you are 
describing a group project, focus on your role.

Results
What did you accomplish? What did you learn?



Q & A…NO. 1

“Tell us a little bit about yourself?”

● What makes you different from others?

● How organized and concise are you?

● What brought you to this career?

● Why do you want to work with this organization?

The wrong answers:

Anything that is overlong.

Sentimental, idealistic responses.



Q & A…NO. 3

• Identify a technical skill or ability that will contribute to the success 

of the company 

• Refer to the job description to find out the types of skills they desire 

and speak on your experiences with that skill by providing specific 

ways you used them

The wrong approach:

•Stating a skill or ability without specific examples of how 

you used them

What single technical skill or ability is your 

best asset?



Q & A…NO. 5

Please walk me through how you have solved a 
technical problem in a recent project.

• This question is asking about your approach to problem 

solving

• Provide a specific example

• Define the problem

• Analyze the problem and steps you took 

• Discuss the solution

• What did you learn from this experience

The wrong answer.
-Too vague
-Not ending with the solution



Q & A…NO. 5

Do you have any questions for us?

Always have questions. Ask about:

• The culture of the organization

• Professional development

• Expectations

• What the next step is

The wrong answer.
-Anything about salary, benefits or bonuses.
-No questions.



AFTER THE INTERVIEW

▪ DO send a thank you note (email, card)

▪ DO follow-up if the date that they said they would 

get back to you has passed 

▪ How often depends on the industry

▪ Always be professional



LET’S PRACTICE YOUR STAR STORIES

Interview Question 1:

▪Please walk me through how you solved a technical problem in a 

recent project?

Interview Question 2:

▪Describe a time when you worked with a group to achieve a goal.

Interview Question 3:

▪Walk me through a time when you made a mistake. What would you 

have done differently?



IMPORTANT TIPS

▪ Give yourself time to understand the problem before 

responding

▪Acknowledge that there may be more than one solution to 

a problem or no solution at all

▪ Be sure to ask clarifying questions when needed

▪Check in with your interviewer to ensure you are on the 

right path

▪ Be specific in the main points of your answer

▪ Think “Out Loud” when problem solving

▪Dress professionally!



IMPORTANT RESOURCES

E-Learning for Technical Skill Development

• Leetcode.com, Udemy, LinkedIn Learning, Coursera, 

Udacity, Lynda.com

Technical Interviewing Practice

• Careers.ucr.edu → Handshake → StandOut Mock 

Interview → BCoE or CNAS Related Interviews

• Glassdoor → Interview Questions

• Cracking the Coding Interview, Gayle Laakmann McDowell



Hours:

Mon. - Fri. 8 am to 5 pm

except Wed. 9 am to 5 pm

Drop-In Hours:

Mon. - Thurs. 10 am-3pm

Fri. 10 am-12 pm

Come See Us!


