SMC CAREER SERVICES CENTER

RESUMES

STEM/HEALTHCARE
PROFESSION FOCUSED




OUTLINE OF TOPICS
WHAT WLL BE DISCUSSED

« Why a Resume?

« What Does Your Resume Say About You?

« When Do You Need a Resume?

« What Do You Need to Create a Resume?

« How to Make Your Resume Relevant?

« What are General Layout and Formatting Guidelines?
« Where Do You Go for Additional Help?




WHY A RESUME?

 Marketing tool
- L « To obtain an interview
« Requirement of many organizations
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What is the average amount of
time an employer/recruiters
takes to review an applicant’s
resume?



WHAT DOES YOUR RESUME SAY?

RESUME YOU
* Neat  Neat
« Well-organized « Well-organized

Error-free Attention to detail
Professional Careful and
Appearance Competent




SUMMER INTERNSHIP RECRUITMENT TIMELINE
YEAR PROJECTION

7\ 7\ 7\ 7\ 7\
\ & 4 \ & 4 \ 4 \ 4 \ 4
SUMMER/EARLY FALL FALL EARLY WINTER MID WINTER SPRING/EARLY
» Get organized « Search/apply for * Follow up on your * Follow up on your SUMMER
* Reach out to the Career Services internships references references Check mail f ffars
Center, STEM Programs, and * Note any deadlines, e Submit any final e Submit any final c ec.dyou;fe I rororer
Writing Center for assistance requirements and internship/program internship/program onsiaeroffers
L . » Select and Respond to offers
* Work on cover letter content contacts applications applications i
. . » Receive and read program
* Revise and polish your resume » Contact references * Check that your * Check that your materials
and/or writing samples (give them 2 months application was application was . e
. . . . . * Sign and return any
* Note some STEM programs have in advance) received in full received in full )
. . . . acceptance forms by deadline
deadlines in the early to mid fall < Research transcript ) , )
. » Join the program's social
vs late fall to winter months. request process and

media accounts or listserv
* Touch base with your
references

verifications and send
as directed in the
application



HELPFUL TIP:

L
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Create a "master" resume!




CREATING A RESUME

WHAT DO YOU NEED?

JOB EDUCATIONAL WORK
DESCRIPTION BACKGROUND EXPERIENCE
Importance of Relevance e GCeneral Guidelines



MAKING YOUR RESUME RELEVANT

KNOW THE JOB
DESCRIPTION

Read the job
description
thoroughly. Identify
the skills and
experience the
employer is seeking
of a prospective
candidate

CUSTOMIZE
ANY HEADINGS

Create sectionsin
your resume based on
the job description

BEWARE!

Applicant Tracking Systems (ATS)

CONNECT YOUR

EXPERIENCE

Tailor your skills and
work experience to

focus on the aspects
the employer cares

about most. Itis all in
the job description




HEADER « Name (first and last name)
MAJOR REQUIREMENTS  Address or the alternative

 Professional e-mail address
« Phone number with professional

voicemail




EDUCATION
MAJOR REQUIREMENTS

Name of the school

Name of your degree and major

Date or Expected Date of Graduation

Optional Information
« GPA (Generally a 3.5 or higher)
« Study Abroad
« Relevant Coursework

« Academic Awards and Scholarships




EXPERIENCE
WHAT COUNTS?

Part-time/Full Jobs + Internships
Courses + Projects + Lab Skills

Research + Publications + Presentations
Service-Learning + Volunteering

Student Club Leadership + Athletic Teams



EXPERIENCE
SECTION HEADINGS

Healthcare Experience

Community Involvement

Leadership and Volunteer Experience
Relevant Coursework

Research Experience



EXPERIENCE
MAJOR REQUIREMENTS

List only relevant experiences in reverse
chronological order (most recent first)
Include job titles, start and end dates,
company names, city and state of
company

State accomplishment and achievements
Use bullet points

Use action verbs



HELPFUL TIP:

Accomplishment statements should
explain what you did in the position, how
you did it, and the result of your action.

Action Verb + Example + Result



SAMPLE ACTION VERBS

Action Words for Your STEM Resume
STEM Resume Action Verbs by Function
Accelerated Edited Manufactured Researched

Accompanied Effected Resolved .
Accomplished Elected Responded Type Of Experience:
Achieved it s t
Acquired Employed Maximized Restructured

Acted Enabled Measured Resulted Accomplishment: Achieved, Designed, Elacted To, Established, Expanded, Improved, Pioneered,
Activated Enacted Mediated Retained
Adapted Encouraged Mentored Retrieved
Addressed Endorsed Merchandised Revamped
Adjusted Enforced Merged Revealed
Administered Engaged Met Reversed Administrative Skills: Ad 4, C 4, Designed, Estoblished, Evaleated, kntery
:g‘:‘o’:'::ed Erimom Pl st interviewed, Monaged, Medioted, Negatiated, Organized, Oversaw, Prepared, Planned,
Affected Enriched Modeled Revitalized
Aided i i
Altered E i Time M g t Skills: ad d, Developed, Directed, G d, Initiated,
Allocated Evaluated Modified Routed Increased, Promoted, Reduced, Consolidated

Altered Examined Monitored safeguarded

Amended Exceeded Motivated Salvaged T " :

Analyzed Excelled Moved Saved Counseling/Helping Skills: Accompanied, Adopted, Advocated, Aided, Assessed, Assisted,
Answered Exchanged Multiplied Scheduled Aswmed, Clorified, Coached, Colloborated, Combined, Counseled, Demonstrated, Devoted,
Anticipated Executed Named Screened Diagnosed, Disclosed, Educated, Affected, Enlarged, Enured, Executed, Expanded, Expedited,
Applied Expanded Narrated Secured

Broad, Complete, Comprehensive, Consistent, Diversified, Extensive, intensive,
Scope, Solid, Specific, Successful, Voried

Reduced (losses), Resolved, Restored, Transformed, Executed, Generated, Implemented, Optim
Handled

Purchosed, Supervised

Facilitated, Familiarized, Fortified, Guided, Holped, Increased, Involved, Maintained, Modified,
= < Motivated, Offered, Participated, Protected, Provided, Reduced, Referred, Rehabilitated,

Appraised Explained Noticed Selected : ‘ , y 2 . . ¢

ot Exposed Nortacad e g Reinforced, Represented, Retained, Reviewed, Revised, Sompled, Served, Set up, Shared,

Arbitrated Extended Observed Served Suggested, Supplied

Arranged Extracted Obtained Serviced

Articulated Facilitated Offered Set up i lls: Aced, Anficipated, Appeared, Conceptualized, Create omized, Der -

presmy Eacibaraad ik Creative Skills: Aded, Anticipated, Appeared, Conceptudlized, Created, Customized, Decorated,

Assessed Fielded Shaped

Assigned Figured Sha?ed Filmed, Founded, lllustrated, Initicted, Innovated, Institvted, Integrated, Introduced, Invented,

Assisted Financed Optimized Shortened Originated, Performed, Plonned, Revitalized

Assured Focused Orchestrated Showed

Attained Forecasted Ordered Shrank Communication Skills: Addresed, Advertised, Arbitrated, Arranged, Articuloted, Attended,

Audited Formalized Organized Signed . - -
Augmented Formed Oriented Simplified Authored, € srated, Committed, Convinced, Corresponded, Demonstrated, Described,

Designed, Developed, Directed, Disployed, Drew, Edited, Enteriained, Established, Fashioned,

Authorized Formulated Originated sold Developed, Dir d, Discussed, Diverted, Drafted, Drew, Edited, Elicited, Empathized, Enlisted,
Automated Fortified Overhauled Solicited Entertained, Expressed, Facilitated, Formulated, Hondled, Harme d, Influenced, Informed,
Awarded Fostered Oversaw Solved Inquired, Interacted, Interpreted, Interviewed, Invited, Justified, Leciured, Listened, Manipulated,
Balanced Founded Packaged Sparked keted, Medicted, Moderated, i, Negotiated, Networked, Perceived, Perssaded,
Bought Framed Paid Spearheaded
Briefed Fulfilled Participated Specialized
Budgeted Functioned Passed Specified
Built Furnished Patented Speculated
Calculated Gained Patterned Spoke
Eap-tatl;zed g-th=rd=d :eﬂom.;es Sponsl?red Financial Skills: Ad 4, Allocated, Analyzed, Apg d, Assessad, Audited, Bolanced,
[:l":ligued Foseindass i :u' sl Bargained, Bought, Budgeted, Colasdated, Computed, Developed, Exchanged, Forecasted, Insured,
lized d N Staffed Managed, Marketed, Plonned, Prepared, Procured, Purchased, Researched, Sold

C
Chaired Graded Pioneered Staged

Presented, Promoted, Proposed, Publicized, Recommended, Reconciled, Recruited, Rated, Reported,
Represented, Settled, Showed, Signaled, Solicited, Specified, Spoke, Telephoned, Testified,
Tramslated, Wrote

For a list of action verbs, visit: https://www.smc.edu/student-support/career-services/career-

interest-areas/stem-career-interest-area/stem-career-guides/



https://www.smc.edu/student-support/career-services/career-interest-areas/stem-career-interest-area/stem-career-guides/

OTHER SECTIONS B
OPTIONAL ADD-ONS ? S

« Skills
 Language and Proficiency
« Technology-based or Computer Skills
« Lab Skills

e Certifications




Layout and Format

ASTHETIGS

Appearance matters! Be consistent. Craft a
resume that is neat, easy to read, and
professional.

LAYOUT

Work with a blank document Avoid using
templates as they can be difficult to edit.
Send as a PDF.

HILa]

Tailor your resume to the position you
want. Make sure it is well-organized and
100% error free.

LENGTH, FONT, AND ORDER

Keep to one page for students and recent
grads. Use type size of 10 to 12 point. List
content in reverse chronological order.




-I-HE DO N,-I-S * Include photos, birthday, SSN, marital status,
RESUME MISTAKES

sexual orientation, political affiliation or
religion, etc.

« Copy the description

« Lie

« Use unnecessary professional jargon

« Use personal pronouns

« Leave grammar/spelling errors

* Include high school information, salary or work

schedule requests or anything about references




SAMPLE
APPLICATION
DESGRIPTION

For a copy of this sample application
description, visit:
https://www.smc.edu/student-
support/career-services/career-
interest-areas/stem-career-interest-

area/stem-career-guides/

Healthcare Program
Description of the Program:

This program helps students examine a variety of healthcare issues affecting medically
underserved communities through problem-based learning cases, lectures, clinical experiences,
small-group discussions, and a research project. Students will also improve their learning skills
and strength their foundation in science. Upon completion of this six-week program, students
will be more aware of the urgent need for health care professionals | medically underserved
communities and of the educational pathways that lead to providing medical, nursing, and
dental health services to underserved populations.

Candidates Sought:

Targeting educationally and financially disadvantage community college students who will have
the opportunity to meet and work with other students whose interests in health professions
parallel their own. Student will also have the chance to work with expert faculty and staff who
are eager to mentor students and share knowledge | their individual fields. Looking to develop
future leaders that will change the face of medicine, nursing, and dentistry as well as improve
health care delivery, policy and research in underserved communities.

Requirements of All Applicants:

Be currently enrolled college freshman or sophomore

Have a minimum overall GPA of 2.5

Be a U.S. citizen, a permanent resident, or an individual granted deferred action for
childhood arrivals (DACA) status by the U.S. Citizenship and Immigration Services
Have not participated in the program

Other Factors that are Considered Include that a Student:

Identifies with a group that is racially/ethnically underrepresented in the health
professions

Comes from an economically or educationally disadvantaged background

Has a demonstrated interest in issues affecting underserved populations
Submits a compelling personal statement, diversity essay, and strong letters of
recommendation


https://www.smc.edu/student-support/career-services/career-interest-areas/stem-career-interest-area/stem-career-guides/

SAMPLE
RESUME

For a copy of this sample resume,
visit: https://www.smc.edu/student-
support/career-services/career-
interest-areas/stem-career-interest-

area/stem-career-guides/

Joe Corsair _

1234 Pico Avenue Apt. 587 corsair jos@student.smo.adu
Los Angelas, California 90025 310,434 4300

EDUCATION

Santa Monica College, Santa Monica, California To be Conferred June 2022
Associate of Arts Degree, General Science
Transfer Major: Biological Sciences
« GPA3S5
& Campus Involvement: Pre-Health Association, STEM Program, Latino Adelante Program, Active Minds, Phi Theta
Kappa Honor Society
Relevant Coursework:
General and Life Sclences: Principles and Practice of Scientific Research, Anatomy, Physiclogy
Mathematics: Calculus | and |I, Statistics
Phyzical Sciences: General Chemistry | and Il

SKILLS

Computer Software: Microsoft Office Suite, Google Workspace
Languages: Spanish = Bilingual
Medical Trainings: First Aid, CPR, and AED

RESEARCH EXPERIENCE
Principles & Practice of Scientific Research Course August 2020 — December 2020
Santa Monica College, Santa Monica, California

» Led group research on the ion content in water samples from the Ballona Wetlands

» Performed chemical experiments and analyzed gualitative results in Microsoft Excel

+ Expressed results and findings in the form of a research paper and campus presentation to coincide research

LEADERSHIP AND COMMUNITY INVOLVEMENT
Math and Science Tutor August 2020 - Present
Mar Vista Family Center, Los Angeles, California
Conduct 1 hour individual and group math and science tutoring sessions to underrepresented students attending
the local elementary schools
Design tutoring lesson plans to include quizzes and interactive games to ensure academic growth and
comprehension
Teach students about proper study habits

Club President July 2020 ~ Present
Active Minds, Santa Monica College Chapter, Santa Monica, California

s Lead weekly club meetings on various izsues related to mental health and weliness as it relates to young adults

» Research, network, and secure professionals to serve as guest speakers at club sponsored events

» (Collaborate with board members to increase campus knowledge of mental health issues facing college students

Music for Healing Program & Transforming Care at Bedside Volunteer July 2019 ~ Present
Cedars-5Sinai Medical Center, Los Angeles, California
Provide emoticnal suppaort for 10+ individual patients per two-hour shift, by playing the violin
MAssist patients with basic needs
Notify hospital staff of any patient medical needs to ensure proper standard of care and fulfillment of patient
requests

Upward Bound Peer Mentor May 2018 — June 2019
Los Angeles Community College, Los Angeles, Califormia
s Counseled and mentored first generation high school students by facilitating academic, cultural, and co-curricular
group activities
Monitored program-wide compliance with Upward Bound guidelines, goals and philosophy and ensured the
emotional and physical safety of about 120 high school students
Tutored high school math and science courses
Assessed students’” work accomplished during tutoring sessions and documented student attendance and progress


https://www.smc.edu/student-support/career-services/career-interest-areas/stem-career-interest-area/stem-career-guides/

ADDITIONAL HELP

For additional STEM Internships,
Career Videos, and Resources, visit

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

area/

PEER NAVIGATOR PROGRAM

Peer Mentoring | Workshops | For Ist Year Students

Email: peernavigator@smc.edu

Website: https://www.smc.edu/student-
support/academic-support/counseling/special-support-
programs/peer-navigator/

|
CAREER SERVICES

Major and Career Exploration | Employment Resources | Workshops
Phone: (310) 434-4337

Email: careerservices@smc.edu

Website: www.smc.edu/careerservices

|
STEM PROGRAM AND ACADEMIC COUNSELING

Academic Counseling, | Peer Mentors | Tutoring | Workshops | STEM Club
Phone: (310) 434-3988

Email: stem@smc.edu

Website: www.smc.edu/stem

—
COUNSELING 12 AND 15 AND SCIENCE 10

Counseling 12 - Career Planning
Counseling 15 - Job Search Techniques
Science 10 - Principles and Practice of Scientific Research

SRI/STEM PROGRAM

Academic Support | UCLA Internship | Application Required
Phone: (310) 434-3988

Email: stem@smc.edu

Website: www.smc.edu/stem



https://www.smc.edu/student-support/career-services/career-interest-areas/stem-career-interest-area/
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