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CV/Résumé and 
Networking Skills



Résumé or CV?

If you are seeking
•  employment in industry: résumé
•  employment/admission in academics: CV

CV is an abbreviation for 
“curricula vitae” or “life work”.

A CV is typically longer than a résumé, 
depending upon the amount of experience.



Three Types of Resumes
1. Chronological
 
2. Functional 

 - Focuses on skills and achievements
 - Good if you are new to work force 

3. Combined (most common)
→ Chronological work history
→ Functional Skills and Achievements

See this Video: “Best way to write a resume”   
by Job Genius
https://www.youtube.com/watch?v=VUPBTXAzL0Q



Chronological
Resume

● Summarize 
Qualifications at top

● List jobs/experience 
chronologically. List 
time table in a clear 
column

● Employers want to 
see continuous 
employment and a 
strong “work ethic” 
(even if in different 
fields)



 Focuses on skills 
 and achievements

 Establish categories of 
your best skills they are 
looking for:

 Communication Skills, 
 (writing, presentations, 
customer service)

 Computer Skills

 Observational skills

 Report writing

Functional
Resume



Three Types of Resumes

 

3. Combined (most common)
→ Chronological work history
→ Functional Skills and Achievements



The CV for Students
 Name and contact info
 Education History
 Relevant courses (with grade if it's good!)
 GPA (General and/or Geology if it's good!)
 Teaching Experience
 Research Experience
 Field Experience
 Publications (abstracts, papers submitted/    
    published)
 Scholarships
 Honors and awards



The purpose of the CV/résumé:
   Showcase your accomplishments
   Put your best foot forward:
     What is your biggest strength? (highlight!)
     What is your biggest weakness?(downplay)
   Make your reviewer want to interview you!

CV/Résumé



CV/Résumé

The CV/résumé should be:
 Short! (1-2 pages )
 Legible: ≥ 11 point font, 1” margins
 Grammatically correct, spell-checked, proofread
 Organized for clarity: headings, bullets, etc.
 Use “action verbs” 
 Visually pleasing (see formatting ideas on last slides)
 Distinct from others’ work
 Printed on high quality paper

Remember: your work habits and attention to 
detail are being evaluated by this document!



CV/Résumé

The CV/résumé should contain:
 Name and contact information
  Education background (start with 
college):

academic institutions
degrees earned or in progress
majors and minors
thesis title and research advisor
GPA
relevant coursework
field experience

  Software proficiency
  Work history--jobs and internships
  Scholarships, awards and honors



CV/Résumé

The résumé should NOT contain:
   Your photo
   Your age, social security number, race,    
   marital status, sexual orientation, religion, 
   etc.

 Anything that is false!

Some hobbies are OK at end. 



Cover Letter/email

Keep cover letter short (not a 5-paragraph 
explanation of who you are and why you are 
contacting them). 

Start with praise, not requests (“Your paper on xxx 
was…” or “Your company’s projects on coastal 
wetlands…” and NOT “I hope that my résumé is of 
interest to you and that…”

Don’t be generic: tailor each letter to the potential 
advisor or company. 
•   research the papers and current websites of
   potential academic contacts
•   research company websites of potential employers



Letters of Recommendation

Your résumé has earned you attention. The 
company wants letters of reference before offering 
you an interview.

Your letters of reference should come from people:
  who have a professional relationship with you
  who know your work habits well
  who THINK FAVORABLY of your work habits

Potential referees:
Professors
Former employers



Standard etiquette when soliciting letters of reference

Ask a potential referee in person, if possible
Ask if they would be willing and able to write you a 

favorable letter of reference
Give the referee at least 2 weeks notice
Provide the referee with stamped and addressed 

envelopes if being sent by USPS
Provide the referee with a copy of your résumé and 

cover letter

Letters of Recommendation



Face-to-Face Meetings

Treat everyone as a potential employer, 
academic advisor, or professional colleague

Be on time!!!! Get there just a bit early. 

Greet people by name and introduce yourself 
(name and affiliation) 

Be friendly, alert, concise when answering questions

Be positive—do not badmouth past experience

Turn your phone OFF. Audible or vibrational rings are a 
major no-no. 



Professional Appearance

Clean, neat clothes and shoes: look 
professional and polished

Stick to the dress code they expect of you as 
employee. If not sure, better overdressed 
than underdressed.

Your appearance matters. Before you can 
open your mouth, your appearance has 
already made an impression—make it a 
good one.



Sample 
Resume: 
Functional



Sample 
Resume: 
Functional



Sample 
Resume: 



Sample 
Resume: 



Sample 
Resume: 
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