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CAREER JOURNEY MODEL

PURSUE YOUR GOALS Y DISCOVER YOURSELF
cOVER Ooup
We have events and resources designed to 0\5 SG We can help you identify potential options using a
help you to prepare for the job search Who am »? combination of self-evaluation questions and career
process and connect you to opportunities. assessments.
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DEVELOP SKILLS ?n % EXPLORE CAREER & MAJORS
< * We can assist you with exploring your major

We can assist you in developing the skills
you need to have a competitive
advantage in your full-time job search.

oV

pathways and help you to select a career that is
congruent with who you are and what you value.

What do | need?
SVeLop sk
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In the Audience...

Undergraduate

Graduate
(MA/MS)

Graduate (PhD)

—

Start the presentation to see live content. Still no live content? Install the app or get help at PollEv.com/app



What do you hope to learn today?

How to format/write my CV
for research (universities
/research centers)

How to format/write my CV or
resume for roles in industry

—

.. Start the presentation to see live content. Still no live content? Install the app or get help at PollEv.com/app



What career cluster matches your interest?

Arts, Communication & Entertainment

Business, Financial Services, &
Logistics

Education, and Public & Human
Services

Food & Agriculture and
Environmental & Natural Resources

Life Sciences & Health

Science, Technology, Engineering &
Math

I'm not sure!

—

Start the presentation to see live content. Still no live content? Install the app or get help at PollEv.com/app
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OVERVIEW

PU RS U E Basic introduction to
Yo U R Curriculum Vitae (CV),

Resumes, and

GOA LS Cover Letters

Correct use of each document

9 HOW DO | Format and Content
=~ GET THERE? Information about Critiques

Additional Resources

careers.rutgers.edu/pursue



CURRICULUM VITAE (CV) AND RESUMES

CURRICULUM VITAE VS. RESUME

Resume

Contact Information @ Contact Information

T | soweaion CV is a comprehensive report of your experience and life’s
accomplishments especially in academia or research.

Professional Experience Professional Summary

A [ Resume typically is a strategic and condensed list including

N N your education, experience, academic projects, skills, etc.

o CV = Summary

Resume = SnapShot

careers.rutgers.edu/pursue



CURRICULUM VITAE (CV) AND RESUMES

Who’s your Audience?

Audience Fellow academics in your field Potential employers seeking to fill a position

Present a full history of academic credentials:  Present a brief snapshot of most relevant skills

research, teaching, awards, and service and experiences

Academic achievements and scholarly Skills that prove job success, experiences that
potential demonstrate the requisite skills
Flexible One page (no more than two pages if necessary

careers.rutgers.edu/pursue



PROFESSIONAL SUMMARIES

*  WORK HISTORY: What are some common threads in your work history? Look for patterns in company culture, size of the company and
your role.

e SKILLS: In which skills are you proficient? Which of these skills apply most to the job?

*  ACCOMPLISHMENTS: What were some of your most impressive achievements in past jobs? If you can, find ways to quantify those
achievements using metrics like years, percentages and dollar amounts. For example, “Exceeded my sales goals in 2017 by $50k.”

PROFESSIONAL SUMMARY
Dedicated, resourceful, and goal driven professional educator who has earned trust and respect from students, colleagues
and administrators for 8+ years. Organized and driven with an innate ability to stay on task. Utilized effective and
efficient methods of teaching while focusing on the individual needs of each student.
Accomplishments Include:
* Increased student participation and test scores by introducing relevant computer programs and exercises to
encourage student interest and enjoyment
e Increased student language arts standardized test scores by 16% by introducing more effective learning techniques
such as technology integration and student-run lesson plans
e Awarded National Youth Leadership Forum: Pathways to STEM Award

https://www.kickresume.com/en/help-center/how-write-profile-resume/

careers.rutgers.edu/pursue



CURRICULUM VITAE (CV)

FORMAT

ne, Curriculum Vitae

Curriculum Vitae

Rutgers University, New Brunswick, NJ Month Year - Month Year
: o Addbullet H
i Name L tine e Include Professional Summary or
000-111-2222 t

email@gmail.com

. st it Research Interest

Rn(zq’!m, The State University of New Jersey, New Brunswick. NJ Moxth Year PUBLICATIONS

. Ratgers University, New Brunswick, NJ Month Year - Month Year
Rautgers, The State University of New Jersey, New Brunswick, NJ ¢ Addbullet
Master of Arts in Month Year o Adabalis .
Rutgers, The State University of New Jersey, New Brunswick, NJ Rutgers University, New Brunswick, NJ Month Year - Month Year C 0 n S I d e r t h e O R D E R Of yo u r
Bachelor of Ants in Month Year *  Addbullet

*  Addbullet . .
Research Interests: h d h
Confivescs Ovat Prsssssons eadings (resea rcn vs. experience

INDUSTRY EXPERIENCE Rutgers University, New Brunswick, N7 Month Year - Month Year
Rautgers University, New Brunswick, NI *  Addbullet
Research Assistant Month Year - Month Year *  Add bullet

* Action +Result

*  Verb + to, in order to, by, for such as, resulting in)

*  Add bullet AWARDS & HONORS
.

e B usiave Avoid textboxes, underlining or

Award Name, Organization/Company, Month Year

Rutgers University, New Brunswick, NJ Award Nams, Organization/Company, Month Year .
i eeh disisaatr ’ ? Month Year - Month Year Award Name, Organization/Company, Month Year S h a d I n
*  Add bullet g
: i:i :uﬂuuz EXTRA-CURRICULAR ACTIVITIES

Award Nams, Organization/Company, Month Year
Award Nams, Organization/Company, Month Year

niversitv. New § 7
Rutgers University, New Brunswick, NJ _Award Nams, Organization/Company, Month Year

Research Assistant Month Year - Month Year
Add bull
2+ pages long acceptable.
* Addbullet PROFESSIONAL AFFILIATIONS
N ~ ) Member, Orgzanization/Company, Month Year

Ratgers University, New Brunswick, NJ Member, Organization/Company, Month Year
Research Assistant Month Year - Month Year Member, Organization/Company, Month Year

*  Add bullet .

*  Addbullet

s References should be listed on a

TEACHING EX_PERIENCE . Technical:
Rutgers University, New Brunswick, NJ Month Year - Month Year Languages:

s separate Reference Sheet.

o Add bullet References Availabls Upon Requestf

careers.rutgers.edu/pursue



CURRICULUM VITAE (CV)

PURPOSE

CVs can be used to facilitate academic job talks.

Can be required for conference speaking engagements and
professional presentations.

Grant writing, proposals, publications.

Research the company/job description to determine if you
should include a CV or Resume.

careers.rutgers.edu/pursue



RESOURCES

Versatile PhD: Career Development for Doctoral Students

RUTGERS
i The .
Discover versatile

Explore GRADUATE STUDENTS:
D e\le l O p Worrled about ' Thinking about There Is a resource

The School of Graduate Studies is pleased to announce a new online resource available to all

CAREER EXPLORATION AND SUCCESS Rutgers graduate students and postdoctoral scholars: Versatile PhD.

your future? non-academic careers? for YOU!

Yersatile PhD is a digital platform designed to help you learn more about the career opportunities that exist
outside the tenure track. This tool demystifies non-academic professions, making it easier to explore a wide
range of career paths.

Once you create a free VPhD account, you will have access to many resources, including (but not limited to):

Resumes & Cover Letters: Real resumes and cover letters that got real PhDs their first jobs away from the
faculty track, with detailed analysis that describes how they made the non-academic pivot and shows the
application and hiring processes step by step.

Personal Marratives: First-person stories by expearienced non-academic PhDs, describing how their careers
evolved over several years after moving out of the academy, including promotions, advancement, and
signature accomplishments.

Panels: Detailed inside information on a wide range of specific PhD-friendly careers provided by PhDs in those
careers, along with answers to frequently asked questions from other VPhD members.

With access to Versatile PhD, you can also explore discussion forums, examine the Q&A archives, learn more
about local mesetup groups, and search job listings.

careers.rutgers.edu/guide gsnb.rutgers.edu/versatilephd

careers.rutgers.edu/pursue



RESUME

UNDERGRADUATE
* Typically one page
 Education and relevant qualifications such as certifications are emphasized

GRADUATE
 More detailed background (2 pages max). 1 page resume still recommended
* Expansion of work-related experience

1 page resume vs. 2 page resume

careers.rutgers.edu/pursue



CREATE A RESUME THAT GETS YOU NOTICED

First Name Last Name ANATO MY
Piscataway, NJ 08854 | (123) 456-7890 | Exuul ssnail.com
LimkedIn:
N

Rutgers University, New Bewawick, NJ
Mazer of Sevemce in Mapor | GPA: Moath Yex

Rutger:s Universiey, New Branswnck. NJ

S o HEADING: Name, City/State, Email/Phone — LinkedIn Link
i EDUCATION: Undergraduate & Graduate Degrees ONLY

ERQUECTS
Project Naane, Course Nazs, Rutpers Universury, New Boanswnck, NJ Moad Yo - Moath Year
*  Action+Result

R Rt AR TECHNICAL SKILLS: Computer Skills, Laboratory Skills, etc.

Project \.u;.qﬁ'o:nu\m Moot Year ~ Month Yeor
. i, WO pee. s PROJECTS: Relevant Academic or Personal Projects — Most Recent First
ol St e RELEVANT EXPERIENCE: Add experience - Most Recent First
T I LEADERSHIP EXPERIENCE: Leadership experience
iy oy \; Cury Stase Menth Year. Meoath Year
- COURSEWORK (OPTIONAL):
E§ o | .‘ TIPS
LEADERSHIP EXPERIENCE . ) Do not use Templates from MS Word
iﬁﬁﬁi:ﬂ:::gﬁg :mk::m‘;z Avoid using Latex Program
s ] Couwse Simple blank word document

Comel Cowe 3 Cowre 6

Need MS Word? FREE Software for Rutgers Students
https://software.rutgers.edu/

careers.rutgers.edu/pursue



https://software.rutgers.edu/

CREATE A RESUME THAT GETS YOU NOTICED

RESUME WRITING

First Name Last Name
Prscataway, NJ 08854 | (123) 4567890 | Szl il som
Limkedln:

EDUCATION
Rutgers University, New Bewawick, NJ

Moo of Stemce M| GPA: Meth You Writing Resume Bullet Points

Rutger: Universiey, New Braswck. NJ
Bachwlor of Sciewce i Majee | CPA: Moeth Yex

Action + Result

s Mrvtun e Action = Power Verb

EEQJECTS
Preject Nasne, Course Noze  Rutpers Univerury, New Brasswnck, NJ Moad Yo - Moath Year

S At Rusek * Result = to, in order to, by, for, such as, resulting in

. mﬁ::m‘o.mo(d-lo.b,\'.lu.:n:hu.u:u)wn)-w"(-.'«S)
Wit R o Bl Yo < Monk You * Tense: Past vs. Present Tense (Collaborated/Collaborate)
o Addbullet
ey L Avoid Collaborating (no ing)
*  Add bullet
Project Nane, Courve Moz Moath Yeur « Moath Yex
+ Addvuie
Project Naune, Course Name Moath Year - Moath Yeor *BONUS - Quantlfy (#1 %1 S)
EXPERIENCE
Pacinion ivle, Company Nasoe, City Stase Menth Year. Meath Year

7057 FINAL TIPS
ety J GPA: Should Il include it?

Po.mm:;éo;.m Noane, Ciry Stave Moath Year- Moath Year

s Mddvade O Technical Skills for Relevant Majors
LEADERSHIP EXPERIENCE . . . . .
e e (v Sle Meit Your Mok Yo U Focus on Projects/Leadership Skills if no experience
(o-:-; . Cowmd Coma s
Cowel Cowe 3 Cowe 6
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WHAT ABOUT COVER LETTERS?

BRIEF OVERVIEW

[First Name Last Name
Piscataway, NJ 08854 | (123) 456.7890 | Emal@emaileom

. Typically 1 page (cover letters for academic positions can be longer)
i Keep it short and simple!

Re: Position
Dear Hiring Manager

SR i s A S S R P Discuss your qualifications and how they are relevant for the position

Mlmmmhpmgmmmnmngmme Ikmm!hﬂ .
i S e s e e you are applying for.

PARAGRAPH 2 1 see that you are looking for someone with expenience in XYZ, as you can see
from my resume, wiile working at the BLANK I completed XYZ, which can serve as an asset

fr s ponin Avoid “one size fits all” cover letters

PARAGRAPH 3 I am confident that both my experiences in and out of the classsoom have
provided me with exposure necessary to excel m this position. If you have any questions, [ am
open to discuss them with you whether by email at EMAIL @gmail com or by phone, 000-000-
0000. 1 thank you for your conssderation.

Regards,

Farst Name & Last Name

Visit Drop-Ins for a cover letter review!
No appointment necessary!

Busch Campus | Monday & Tuesday | 12:00-3:00PM
College Avenue | Wednesday & Thursday | 12:00-3:00PM

careers.rutgers.edu/pursue




APPLICANT TRACKING SYSTEMS (ATS)

Scan Results

Share Results: https://www.jo

69% Match Rate

There are 1051 words in your resume. If you are not applying to executive

ord Count x government, or Australia-based jobs, consider reducing your resume leng
under 750 words to increase focus and for ease of reading by recruiters.

There are fewer than five mentions of measurable results in your
o Consider adding more specific achievements or impact you had
time saved, increase in sales, etc).

The Senior Product Leader'job title was found in the
your resume. We recommend having the exact job
your resume to ensure you'll be found if 3 recr

en't held this position, you could inch

careers.rutgers.edu/pursue

SCANNING YOUR RESUME

Used by companies to scan resumes

Makes hiring process more efficient

An applicant tracking system is a type of recruiting software
used to find, screen, and rank candidates.

If an ATS can't parse through your resume well, or at all, your
chances of getting selected for an interview are low—even if
you're perfectly qualified.

https://www.jobscan.co/



https://www.jobscan.co/

ASSESSMENT

Some questions to ask yourself when paring the resume down from a CV:
* What position am | now applying for?

 What are the requirements, and have | strategically highlighted my qualifications? (Reduction of
content is important)

 What was the purpose of each item/experience | had in my CV? Is it yet relevant for this position?
(Check key words of the job description)

 Am | balancing out my message? (ex. Technical + Soft Skills)

e What content can be left out?

careers.rutgers.edu/pursue



RESOURCES

RESUME DROP IN HOURS
University Career Services @ Busch Campus: Mondays and Tuesdays from 12:00 to 3:00 pm

University Career Services @ College Ave Campus: Wednesdays and Thursdays from 12:00 to 3:00 pm

SAMPLE RESUMES

careers.rutgers.edu -> Pursue Your Goals -> Resume & Correspondence

CAREER & INTERNSHIP GUIDEBOOK

careers.rutgers.edu/guide

careers.rutgers.edu/pursue



SUMMARY - MANAGE YOUR JOB SEARCH

«~ PREPARE gy APPLY @ network @ INTERVIEW
Resume Handshake Employer Events Mock Interview
Handshake Profile LinkedIn Student InterviewStream
LinkedIn Profile *GoinGlobal Organizations Vault

Alumni

Glassdoor.com
Professors Recruiter-in-Residence

*Qutside Websites

careers.rutgers.edu/pursue



GOINGLOBAL

Training | AboutUs | Translate [ Personal Account Login
8

» GoinGlobal™

Jobs here, there, everywhere.
LU Career Guides Jobs Intemships H1BVisas  Employer Directory

ave a GoinGlobal
For Students S Account?

Croate Account

and get access to extra features:

Global career intelligence

Let your career ambitions cross

borders with expert advice on

how to find a job or intemship 2 : (® Customized Homepage
in your dream location or close ) O New Job Alerts

to home.
ot o Bookmark Content

]
~N

Career Guides
L ,

Utilize our comprehensive career and employment resources tool kit filled with
everything you need to find jobs and internships at home and abroad. GoinGlobal on the Go
Access via phone or tablet

« Country Career Guides
« Global City Career Guides
« U.S. City Career Guides

Using GoinGlobal

Job Search * Introduction Video

careers.rutgers.edu/pursue




GOINGLOBAL

2 GoinGlobal

Jobs here, there, everywhere.

Homae  Career Goides Jobs  Internships

Home » H1B Visas » H-1B Search Results

H-1B Search Results

57929 results matching your crtena

Edit Search

H1B Visas

Employet Directory

R

rch tesul

s CSV file

careers.rutgers.edu/pursue

Occupation Company City / State
COMPUTER COMPUTER
SOFTWARE SOFTWARE " Detroa-Warren-
ENGINEER, ENGINEERS, T » DEARBORN. M1 | parboen, MI $80.782 | 2018
APPLICATIONS APPLICATIONS
Qe | anm o
ot-Warren-
ENGINEER. ENGINEERS FLIITSY AMERICA INC. DEARBORN, Mi Dearbom. Mi $80.782 | 2018
APPLICATIONS APPLICATIONS
PROGRAMMER %W & JRIT SOFTWARE SPRINGDALE Fayattovlie
NRIT INGDALE, -
ANALYST ENGINEERS LUT] AR isl;?galo-Rogors $75.000 | 2017
APPLICATIONS
coMi
New York-Newark-
PROGRAMMER SOFTWARE NRIT SOFTWARE
ANALYST ENGINEERS SOLUTIONS 11C HAZLET, NJ :‘.ﬁg &(y, $60.000 | 2017
APPLICATIONS "
COMPUTER
OFTW, OFTW KEY BUSINESS Sacramento--
ENGIEER ENGHEERS IIONS C [ SACRAMENTO. | Rosewle-Avden- | $80.000 | 2017
APPLICATIONS QEFICE) Arcade, CA
C++ APPLICATION g%wm’é Chicago-N
+s ) N hic
DEVELOPER ENGINEERS NETIKUS NET LTD CHICAGO, IL Elgin, LN $60.000 | 2016
APPLICATIONS
COMPUTER
New York-Newark-
PROGRAMMER SOFTWARE NRIT SOFTWARE
ANALYST ENGINEERS. SOLUTIONS LLC HAZLET. NJ gmg EA"Y‘ $65.000 | 2016
APPLICATIONS

H1B SEARCH

Search Occupations (Software Engineer, Software Developer,)

Search for Patterns (companies, locations)

Target companies/locations
U Follow companies on LinkedIn
O Is company/organization recruiting at Rutgers?
L Who's hiring international candidates in my field?

Log on to GoinGlobal via Handshake!

Handshake -> Career Center -> Resources -> GoinGlobal



careers.rutgers.edu/reports

POST-GRADUATION SURVEY

Career Exploration and Success collects data from the
graduating students in September, December, and May.

Faculty, staff, and students with valid NETID credentials may
view the full reports by visiting careers.rutgers.edu/reports

Career Exploration and Success

Post-Graduation
Survey

ClaSS Of 20 1 8 Filter by School: School of Graduate Studies

Data Within 6 Months of Graduation School of Major: ALL
Graduate Studies
Deagree Level: ALL

Graduate Degree Level: ALL

International Students: ALL

careers.rutgers.edu/pursue



RECOGNIZE & AVOID JOB SCAMS

. Ml iz

Never give out personal information like your social security or bank account number over email or phone.
Never take cashier’s checks or money orders as a form of payment. Fake checks are common and the bank where you
cash it will hold you accountable.
Never cash a check that comes with “extra” money. Scammers send checks that require you to deposit a check at your
bank, withdraw the “extra” money as cash, and then deposit that cash elsewhere. The check will bounce and you will be
held accountable.
Never wire funds via Western Union, MoneyGram or any other service. Anyone who asks you to wire money is a
scammer.

* Never agree to a background check unless you have met the employer in person.

* Never apply for a job that is emailed to you out of the blue. (out of no where)

ALWAYS:

Be skeptical. If a job is offering a lot of money for very little work, it could be a scammer trying to get personal
information from you.

Research the employer. Do they have a reputable website or professional references? Is the job listing you want to
apply for also on their main career page? Note: work-study jobs may not be advertised on employer websites.
Trust your instincts. If a job sounds too good to be true, it is likely a scam.

careers.rutgers.edu/pursue




Connect with us on social media for
updates, events, information, and more.

0000

@RUTGERSCAREERS

Start your career journey and explore our website at:

CAREERS.RUTGERS.EDU



