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WORKSHOP AGENDA
TOPICS TO BE DISCUSSED

What are Federal Resumes, Civilian Resumes, and CVs?
Why a Resume?
What Does Your Resume Say About You?
What are General Layout and Formatting Guidelines?
What Belongs on Your Resume?
Where Do You Go for Additional Help?

WORKSHOP AGENDA 
TOPICS TO BE DISCUSSED



RESUMES AND CVS
FEDERAL RESUMES
These are tai lored for  US government jobs that  are found on usajobs.gov.  They
typical ly  require very specif ic  and detai led information about your qual i f icat ions,
trainings,  background,  work experience and other personal  content that  can lead to
your resume being much longer.  They also have a specif ic  format to use.
  
CIVILIAN/STANDARD PRIVATE SECTOR RESUMES
These are used for  non-government post ings,  outside of  academia/research
related posit ions.  They provide a br ief  summary of  your background and
experience and there is  no standard format to use.  

CURRICULUM VITAES (CV)
CVs provide a detai led look at  your research and teaching experience,
publ icat ions,  conference presentat ions,  awards,  service,  etc.  They are most
commonly used when applying for  academic jobs,  graduate school  and/or research
posit ions.  There is  usual ly  no page l imit .  

RESUMES AND CVS 
FEDERAL RESUMES

These are tailored for US government jobs that are found on usajobs.gov. They typically require very 
specific and detailed information about your qualifications, trainings, background, work experience 
and other personal content that can lead to your resume being much longer. They also 
have a specific format to use.

usajobs.gov

CIVILIAN/STANDARD PRIVATE SECTOR RESUMES 
These are used for non-government postings, outside of academia/research related positions. They provide 
a brief summary of your background and experience and there is no standard format to use.

CURRICULUM VITAES (CV)
CVs provide a detailed look at your research and teaching experience, publications, conference presentations, 
awards, service, etc. They are most commonly used when applying for academic jobs, graduate 
school and/or research positions. There is usually no page limit .

usajobs.gov


WHY A RESUME?

Marketing tool
To obtain an interview
Requirement of many organizations 

WHY A RESUME?



What is the average amount of time an
employer/program/recruiter takes to review
an applicant's resume?



WHAT DOES YOUR RESUME SAY?

Can you share information in a clear  and concise manner?

How good are you at  fol lowing instruct ions or  paying attent ion to detai l?

Do you have the experience they need?

Are you neat and organized?

HIDDEN MESSAGES

WHAT DOES YOUR RESUME 
SAY? Hidden Messages



 RESUME DESIGN

Download and use a template (Most are not ATS friendly)
Use tables, columns, text boxes, photos, graphics, etc.
Include a list of references/salary information

Choose an easy-readable font and type size
Add bold, italics, underlining, larger type sizes and color strategically
List relevant sections/items first
Use bullet points whenever you need to itemize things
Limit targeted resume vs. master resume to a 1-page doc that can be converted to a PDF text file

DON'TS

DO'S

RESUME DESIGN

DON'TS

DO'S



BUILDING YOUR
RESUME  

CREATE A MASTER RESUME

DO ADDITIONAL RESEARCH

CUSTOMIZE CONTENT

A master resume houses every bit of your experience, skill set,
accomplishment, all written out in a professional resume
format. It is a storage point for your career information and one
you can use to create separate resumes for each application.
Make sure to start off with a blank page.

Whether it be for a job, internship or other type of program,
make sure to review the description thoroughly. What is the job
title and employment type? What are the duties, qualifications,
and responsibilities? What does the organization value? Are
there any disclaimers? What are the application instructions?

Research the company/program. Hiring managers/selection
committees care about finding people who align with their
goals, mission, and values.

Make a copy of your master resume. On the targeted resume,
make sure to include content (education, experiences, skills,
projects, trainings, etc.) that relates to that specific description
and your research. Use the same language. Customize your
headings. Be aware of Applicant Tracking Systems (ATS).

ANALYZE THE DESCRIPTION

BUILDING YOUR RESUME 

1. CREATE A MASTER RESUME
A master resume houses every bit of your experience, skill set, accomplishment, 
all written out in a professional resume format. It is 
a storage point for your career information and one you can use to 
create separate resumes for each application. Make sure to start off 
with a blank page.

2. ANALYZE THE DESCRIPTION
Whether it be for a job, internship or other type of program, make sure to 
review the description thoroughly. What is the job title and employment 
type? What are the duties, qualifications, and responsibilities? 
What does the organization value? Are there any disclaimers? 
What are the application instructions?

3. DO ADDITIONAL RESEARCH
Research the company/program. Hiring managers/selection committees 
care about finding people who align with their goals, mission, 
and values. 

CUSTOMIZE CONTENT
Make a copy of your master resume. On the targeted resume, make sure to include 
content (education, experiences, skills, projects, trainings, etc.) that relates 
to that specific description and your research. Use the same language. 
Customize your headings. Be aware of Applicant Tracking Systems 
(ATS).

https://tinyurl.com/22456aka


WHAT BELONGS ON
YOUR RESUME?

Header (Contact Info)
Education
Skills
Trainings, Certificates, and Licensures
Experience

Objective
Summary

TYPICAL SECTIONS

OPTIONAL SECTIONS



HEADER

Name (First  and Last Name)
If  you want to be referred by another name,  l ist  that  name between
your f i rst  and last  name using "  " .  i .e .  Alexandra "Alex"  Mart inez

Address (City ,  State)
Professional  emai l  address
Phone number with a professional  voicemail  message
Portfol io/Website/GitHub

Engineering
Computer  Science/Computer  Information Systems
Video Game
Design

IMPORTANT INFORMATION TO INCLUDE IN YOUR HEADER

For ATS purposes, make sure this information is listed in the body of your document and not in the part of your
document listed "Header/Footer" section.
Exclude listing personal information such as your birthday, SSN, citizenship, marital status, sexual orientation, political
affiliation, or religion 

HEADER
IMPORTANT INFORMATION TO INCLUDE IN YOUR HEADER

Name (First and Last Name)
Address (City, State)
Professional email address
Phone number with a professional voicemail message

Portfolio/Website/GitHub

If you want your first and last name using " " . i .e. Alexandra "Alex" Martinez

Engineering
Computer Science/Computer Information Systems
Video Game

Design



HEADER EXAMPLEHEADER EXAMPLE 



EDUCATION

Ful l  name of the associate degree you are planning to receive and the
expected month and year when you wi l l  receive your degree or  i f  you
received a degree already the month and year received and any honors
Name of the col leges/universit ies you have attended ( l ist  also city  and
state
Transfer  major  especial ly  i f  you are not planning to receive an associate
degree from SMC or i f  the name of your associate degree is  different   
f rom your transfer  major

GPA (General ly  a 3.5 or  higher)
Study Abroad
Relevant Coursework List ing
Campus Involvement List ing
Academic Awards and Scholarships

IMPORTANT INFORMATION TO INCLUDE UNDER YOUR EDUCATION

OPTIONAL INFORMATION

Exclude high school degree education

IMPORTANT INFORMATION TO INCLUDE UNDER YOUR EDUCATION

OPTIONAL INFORMATION 

Full name of the associate degree you are planning to receive and the expected month and year when you will receive your degree or if you received a degree already the month and year received and any honors

Name of the colleges/universities you have at tended (list also city and state)

Exclude high school degree education

Transfer major especially if you are not planning to receive an associate degree from SMC or if the name of your associate degree is different from your transfer major

GPA (Generally a 3.5 or higher)
Study Abroad 

Relevant Coursework Listing
Campus Involvement Listing

Academic Awards and Scholarships



EDUCATION EXAMPLEEDUCATION EXAMPLE



ACADEMIC AND CAREER PLANNING
CAREER

COUNSELORS

Figuring out career, job, and
industry options 
Identifying your SMC and/or
transfer major
Learning about what skills you
need in a certain industry/job

Define Your Career Plan

CAREER ADVISORS

Researching ways to build your plan
and the skills you need
Preparing the documents to apply for
opportunities (resume, cover letter,
portfolio, application materials, etc.)
Applying for on and off-campus
opportunities

Build Your Career Plan

ACADEMIC
COUNSELOR

Your EdPlan factors things like:
Your educational goal
(transfer, degree, certificate,
etc.)
Necessary industry skills you
need for a certain job

There are different areas you can
go to for academic counseling 

General Counseling/Transfer 
Specialized academic
counselors

Complete Your EdPlan

TRANSFER

INDUSTRY

Career Advisor and Career Counselor Appointments:
https://www.smc.edu/student-support/career-services/contact-us/schedule-
appointment.php
Academic Counselor Appointments: https://www.smc.edu/student-
support/academic-support/counseling/

ACADEMIC AND CAREER PLANNING
CAREER COUNSELORS

Define Your Career Plan

Build Your Career Plan

ACADEMIC COUNSELORS

Your EdPlan factors things like:
Complete Your EdPlan

There are different areas you can go to for academic counseling

TRANSFER

INDUSTRY

Your educational goal (transfer, degree, 
certificate, etc.) 

Career Advisor and Career Counseling Appointments:
https://www.smc.edu/student-support/career-services/contact-us/schedule-appointment.php

Academic Counselor Appointments

Necessary industry skills you need 
for a certain job

https://www.smc.edu/student-support/academic-support/counseling/

General Counseling/Transfer 
Specialized academic counselors 

https://www.smc.edu/student-support/career-services/contact-us/schedule-appointment.php
https://www.smc.edu/student-support/academic-support/counseling/


SKILLS

Lab Procedures and Equipment
Fieldwork Procedures and Equipment
Programming Languages
Software Knowledge 

Off ice 
Industry Specif ic

Research/Data Analyt ics/Technical  Writ ing
Design
Languages and Prof iciency Level
Administrat ive
Production

Industry Tools ( i .e.  Mechanical)  
Manufactur ing processes
Robotics/Circuitry  
Appl icable Laws

Patient  Care/Health Care Administrat ion

EXAMPLES OF TECHNICAL HARD SKILLS

For your master resume list all your hard skills. For
your targeted resume, prioritize those skills listed on
the job/program description first. Then demonstrate
how you have those required and preferred skills with
examples throughout your resume. Be honest.

SKILLS 
EXAMPLES OF TECHNICAL HARD SKILLS 

For your master resume list all your hard skills. For your targeted 
resume, prioritize those skills listed on the job/program 
description first. Then demonstrate how you have 
those required and preferred skills with examples throughout 
your resume. Be honest. 

Languages and Proficiency Level
Administrative

Production
Patient Care/Health Care Administration

Office
Industry Specific

Industry Tools (i.e. Mechanical)
Manufacturing processes
Robotics/Circuitry
Applicable Laws



SKILLS EXAMPLESKILLS EXAMPLE



SKILLS EXAMPLESKILLS EXAMPLE (CON'T 1)



TRAININGS, CERTIFICATES, LICENSURES

Cert if ied SOLIDWORKS Associate in Mechanical  Design
Biocom Inst i tute Technician Cert i f icat ion (BioTC)
Basic Life Support  (BLS)
Adult  First  Aid CPR AED /  Chi ld First  Aid CPR AED
Amazon Web Services (AWS) Solut ions Architect
Amazon Web Services (AWS) Cloud Pract i t ioner  
QuickBooks
Microsoft  Off ice Special ist  (MOS)
Cert i f ied Associate in Project  Management (CAPM)
CompTIA A+ Technician
IBM Data Science Professional  Cert i f icate
American Counci l  on Exercise (ACE) /  National  Academy of Sports
Medicine (NASM) Personal  Training
Any healthcare l icensures

EXAMPLES OF INDUSTRY TRAININGS, CERTIFICATES, LICENSURES

 Month Year Completed;
To Be Completed Month Year: or
Expires Month Year

Make sure to include date information:
1.
2.
3.

EXAMPLES OF INDUSTRY TRAININGS, CERTIFICATES, LICENSURES 

Make sure to include date information:

Certified SOLIDWORKS Associate in Mechanical Design

1. Month Year Completed;

Biocom Institute Technician Certification (BioTC)
Basic Life Support (BLS)

2. To Be Completed Month Year; or
3. Expires Month Year

Adult First Aid CPR AED / Child First Aid CPR AED
Amazon Web Services (AWS) Solutions Architect
Amazon Web Services (AWS) Cloud Practitioner
QuickBooks

Certified Associate in Project Management (CAPM)
Microsoft Office Specialist (MOS)

CompTIA A+ Technician
IBM Data Science Professional Certificate
American Council on Exercise (ACE) / National Academy of Sports Medicine (NASM) Personal Training

Any healthcare licensures



TRAININGS, CERTIFICATES ... EXAMPLETRAININGS,  CERTIFICATES... EXAMPLE



MASSIVE OPEN ONLINE (MOO) COURSES

LIBRARY CARD
ACCESS

BENEFITS

Develop and build on targeted skills across a
range of subjects
Great way to figure out how your career will
take shape

PLATFORMS

Coursera
LinkedIn Learning
edX
Udemy
Cognitive Class

                 and many more...

ARE THEY FREE?

Depends on the course/program
and the platform

Check your local city and county
libraries, some provide free
access or limited access

LA County Library Website: https://lacountylibrary.org/library-cards/ and Branch
Locations https://lacountylibrary.org/library-locator/
LA City Library Website: https://lapl.org/about-lapl/contact-us/e-card/e-card-
registration  and Branch Locations https://lapl.org/branches

MASSIVE OPEN ONLINE (MOO) COURSES

BENEFITS

PLATFORMS

Develop and build on targeted skills across a range of subjects

and many more...

Depends on the course/program and the 
platform

Coursera

ARE THEY FREE?

Great way to figure out how your career 
will take shape 

LinkedIn Learning 

LIBRARY CARD ACCESS

edX

Check your local city and county libraries, 
some provide free access or limited 
access

Udemy LA County Library Website: 

https://lacountylibrary.org/library-cards/

Cognitive Class 
and Branch Locationshttps://lacountylibrary.org/library-locator/

LA City Library Website: https://lapl.org/about-lapl/contact-us/e-card/e-card-registration

and Branch Locations

https://lapl.org/about-lapl/contact-us/e-card/e-card-registration

https://lacountylibrary.org/library-cards/
https://lacountylibrary.org/library-locator/
https://lapl.org/about-lapl/contact-us/e-card/e-card-registration
https://lapl.org/about-lapl/contact-us/e-card/e-card-registration


EXPERIENCE

Part- t ime/Ful l - t ime Jobs
Mil i tary Assignments
Internships and Independent Studies 
Volunteer  Work
Relevant Courses/Labs
Projects
Cl inicals ,  Pract icums,  Shadowing,  Fieldwork,  and Student Teaching
Research,  Publ icat ions,  Presentat ions
Service Learning
Student Club/Government Leadership and Athlet ic  Teams
Community Involvement/Volunteer

WHAT COUNTS AS EXPERIENCE

For your targeted resume, don’t forget you should customize your headings based
on what is stated in the job/program description and possibly showcase your work
in your porfolio/website/GitHub

EXPERIENCE 
WHAT COUNTS AS EXPERIENCE

Part-time/Full-Time Jobs

For your targeted resume, don�t forget you should customize your headings 
based on what is stated in the job/program description and possibly 
showcase your work in your portfolio/website/GitHub

Military Assignments
Internships and Independent Studies
Volunteer Work 
Relevant Courses/Labs Projects 

Clinicals, Practicums, Shadowing, Fieldwork, and Student Teaching
Projects

Research, Publications, Presentations
Service Learning

Student Club/Government Leadership and Athletic Teams
Community Involvement/Volunteer



EXPERIENCE

Reverse chronological  order (most recent f i rst ,  per  each sect ion heading)
Include job t i t les ,  start  and end dates (month and year) ,  company names,
company cit ies and states or  ci t ies and countr ies
List  your accomplishments/achievements using bul let  points and act ion verbs
(past/present tense)

Share how you used your technical  (hard)  and soft  ski l ls
Highl ight  experiences that  direct ly  relate to the job/program descript ion.   
I f  you don’t  have any direct  experience,  share transferable experiences
Exclude personal  pronouns and unnecessary professional  jargon unless
used in the program/job descript ion
Fact-based ( i .e.  quantify  and/or show your ski l lset)
Don’t  copy your old job descript ion or  t ry  to tr ick ATS systems

HOW TO LIST YOUR EXPERIENCE

EXPERIENCE (CONT'D)

HOW TO LIST YOUR EXPERIENCE
Reverse chronological order (most recent first, per each section heading)
Include job titles, start and end dates (month and year), company names, company cities and states or cities and countries

List your accomplishments/achievements using bullet points and act ion verbs (past/present tense)

Share how you used your technical (hard) and soft skills
Highlight experiences that directly relate to the job/program description. If you don�t have any direct experience, 
share transferable experiences
Exclude personal pronouns and unnecessary professional jargon unless used in the program/job description

Fact-based (i.e. quantify and/or show your skillset)

Don�t copy your old job description or try to trick ATS systems



EXPERIENCE EXAMPLE EXPERIENCE EXAMPLE



EXPERIENCE EXAMPLE (CONT’D 1)EXPERIENCE EXAMPLE (CONT'D 1)



WHY PROJECTS?

Bridges the gap from what you're doing in school to what you want to do

Shows you have some background in your field when your experience section is limited (i.e. students, recent grads or career changers)

Highlights relevant experience/skills outside of what you do or have done at a job,/school

Coding/Programming/IT
Lesson Plans
Game Designs
CAD
Research Papers
Robotics
Fieldwork Mapping

Some Examples:

Can be projects you led or were a part of (i.e. academic assignments, competitions, summer programs, past jobs , freelance, paid and unpaid side
ventures, etc.) 

WHY PROJECTS? 

Some Examples:

Can be projects you led or were a part of (i.e. academic assignments, competitions, summer programs, past jobs, freelance, paid and unpaid side ventures, 
etc.)



PROJECTS EXAMPLEPROJECTS EXAMPLE



PROJECTS EXAMPLE (CONT’D 1)PROJECTS EXAMPLE (CONT'D 1)



PROJECTS EXAMPLE (CONT’D 2)PROJECTS EXAMPLE (CONT'D 2)



ACTION VERB SAMPLES 

Your paragraph text
For the full list of 
action verbs, visit 
https://tinyurl.com/54ftjr4c

For the full list of action 
verbs, visit

https://tinyurl.com/54ftjr4c

https://tinyurl.com/54ftjr4c


OPTIONAL SECTIONS

Object ive
Summary

ADD-ONS

OPTIONAL SECTIONS 
ADD-ONS

Objective

Summary



RESUME SAMPLE

For a copy of these
sample resumes, visit 

https://tinyurl.com/54ftjr4c

For a copy of these sample 
resumes, visit 

https://tinyurl.com/54ftjr4c

https://tinyurl.com/54ftjr4c


RESUME SAMPLE (CONT’D 1)

For a copy of these
sample resumes, visit 

https://tinyurl.com/54ftjr4c

RESUME SAMPLE (CONT'D 1)

For a copy of these resumes, 
visit 

https://tinyurl.com/54ftjr4c

https://tinyurl.com/54ftjr4c


SUMMER RESEARCH PROGRAM TIMELINE

SEPT OCT

Continue updating your spreadsheet of research
opportunities
Continue working on application materials and
submitting your applications. Each application is
different and may require you to submit paragraph
length responses to questions, personal statement
essays, samples of your work, recommendation
letters sent directly from your reference, etc.
Ask your career advisor, career counselor,
academic counselor, instructional faculty, etc. to
review your application materials 

Review your resume with a career advisor
(this can take several sessions)
Block time to identify and/or apply to
opportunities
Update your spreadsheet of research
opportunities with programs that fit your
major/career goals and note any deadlines
and requirements
Start applying for opportunities. Some
applications open as early as September.
Identify and contact several people who
can serve as your reference and/or write a
letter of recommendation for you. Ideally,
choose a college instructional faculty/      
supervisor related to the research  
opportunity.

CSC APPOINTMENT LINK

Continue updating your spreadsheet of
research opportunities
Continue working on application materials and
submitting your applications. 

NOV
-

MAR

SUMMER RESEARCH PROGRAM TIMELINE 

SEPT 

CSC APPOINTMENT LINK 

Continue updating your spreadsheet of research opportunities

OCT Continue working on application materials and submitting 
your applications. Each application is different 
and may require you to submit paragraph length 
responses to questions, personal statement essays, 
samples of your work, recommendation letters sent 
directly from your reference, etc.

NOV - MAR 

Ask your career advisor, career counselor, academic 
counselor, instructional faculty, etc. to review 
your application materials

https://www.smc.edu/student-support/career-services/schedule-appointment.php


CAMPUS
RESOURCES

COUNSELING DEPARTMENT
23 unique programs available to provide
counseling support services

STEM/MAS PROGRAM
Program specifically geared to support
your STEM goals

INSTRUCTIONAL FACULTY
Ask faculty you are familiar with to review
your resume

WRITING AND HUMANITIES
TUTORING CENTER (WHTC)
Writing support in any subject and at any
stage in the writing process

CAREER CENTER
Assist  with major/career exploration and
employment related resources 

ENGLISH 1E ONLINE WRITING
CONSULTATION
Noncredit, free, online course that offers
students feedback on rough drafts

CAMPUS RESOURCES

CAREER CENTERhttp://smc.edu/careerservices

Assist with major/career exploration and employment related resources

COUNSELING DEPARTMENT 
https://www.smc.edu/student-support/academic-support/counseling/contact.php

23 unique programs available to provide counseling 
support services

STEM/MAS PROGRAM
https://www.smc.edu/student-support/academic-support/counseling/special-support-programs/stem/science-research-initiative.php

Program specifically geared to support your 
STEM goals

INSTRUCTIONAL FACULTY
https://www.smc.edu/directory/

Ask faculty you are familiar with to review your resume

WRITING AND HUMANITIES TUTORING 
CENTER (WHTC)

https://www.smc.edu/student-support/academic-support/tutoring-centers/writing-humanities/

Writing support in any subject and at any stage 
in the writing process

ENGLISH 1E ONLINE WRITING CONSULTATIONhttps://www.smc.edu/student-support/academic-support/tutoring-centers/writing-consultation.php

Noncredit, free, online course that offers students feedback on rough drafts 

http://smc.edu/careerservices
https://www.smc.edu/student-support/academic-support/counseling/contact.php
https://www.smc.edu/student-support/academic-support/counseling/special-support-programs/stem/science-research-initiative.php
https://www.smc.edu/directory/
https://www.smc.edu/student-support/academic-support/tutoring-centers/writing-humanities/
https://www.smc.edu/student-support/academic-support/tutoring-centers/writing-consultation.php


 APPOINTMENTS
WITH THE

CAREER CENTER

CAREER CENTER
CONTACT INFO

CAREER CENTER
SOCIAL  MEDIA

CAREER CENTER
WORKSHOP

RECORDINGS

HOW DO I CONTACT THE CAREER
CENTER FOR MORE INFORMATION?

HOW DO I CONTACT THE CAREER CENTER FOR MORE INFORMATION?

APPOINTMENTS WITH 
THE CAREER 
CENTER 

https://www.smc.edu/student-support/career-services/schedule-appointment.php

CAREER CENTER CONTACT 
INFO

https://www.smc.edu/student-support/career-services/

CAREER CENTER 
SOCIAL 
MEDIA

https://www.smc.edu/student-support/career-services/contact-us/social-media.php

CAREER CENTER WORKSHOP 
RECORDINGS

https://www.smc.edu/student-support/career-services/contact-us/social-media.php

https://www.smc.edu/student-support/career-services/schedule-appointment.php
https://www.smc.edu/student-support/career-services/
https://www.smc.edu/student-support/career-services/contact-us/social-media.php
https://www.smc.edu/student-support/career-services/contact-us/social-media.php


(310) 434-3962 (Direct Line)

kang_joan@smc.edu

Student Services Center
Career Services (1st Floor)

CONTACT INFO
Joan Kang, M.Ed.
Senior Career Services Advisor
AOIs: STEM and Health and Wellness

CONTACT INFO
Joan Kang, M.Ed.

Senior Career Services Advisor
AOIs: STEM and Health and Wellness

(310) 434-3962 (Direct Line)

kang_joan@smc.edu

Student Services Center
Career Services 
(1st Floor)

mailto:kang_joan@smc.edu
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