

[bookmark: _GoBack]		                                 RESUME REVIEW CHECKLIST
Quick Resume Checklist
[image: ]At a Glance: Is the format visually organized and easy to read?   
· Heading format demarcates sections (e.g., All-CAPs) |  
Degrees & job titles bolded  | Bullets show accomplishments  
· White space: 3/4-“ margins, 1-line space between sections, 
½-line space between items in sections
· Dates aligned with right margin, for easy tracking
[image: ]Header      
· Name in larger font 
· Contact information: phone, email (no personal address) 
· LinkedIn hyperlink  (employers look for candidates there) 
· Do not show photo, country of origin, religion, marital status, or date of birth, in a resume for US audiences. Personal address is also unnecessary.
Summary (optional as a ‘mini-cover letter’): use it to summarize your match to the position. 
· Start with a professional definition of yourself that shows your match to the job. No “Summary” title needed just bold that first line as in the above example., e.g.:
            Postdoc with 4 years’ experience managing a _____________ research lab
        Physicist with 3 years’ hands-on electrical engineering experience
        Bridge Engineer with 5 years’ experience designing seismic damage-resistant structures
· [image: ]If you have room, add bullets that address other main job requirements/preferences:
Education   
· Degree & field first, bolded. You can include your area of specialization, unbolded:     
           “PhD Electrical Engineering (Computational Neuroscience) “
· Include ,onth/year of graduation:
[image: ]
Technical Skills                     
· Prioritize skills most relevant to each job, when tailoring your resume/
· [image: ]Use subcategory titles to organize different kinds of skills, as needed.
	

Experience                                     	                  
· Job title and employer + city/state (or country if outside US).   Dates: M/Y-M/Y.
· Bullet accomplishment statements, not job tasks. Employers look for what distinguished YOU: 
results, value you created, vs. tasks anyone would do in that position.
· Bullets: 4-6 max. Start with impact verbs (below); end all statements with periods.
(Prioritize by importance/relevance to each employer, when tailoring, so they quickly see them.)
· [image: ]Include “unrelated” jobs if the skills are valuable (e.g., “Managed customer relationships…”). Employers value leadership/communication/team skills, regardless of where you got them:
Use Accomplishment Statements: Instead of verbs like those in the first box below, choose 
“impact verbs” that show your specific contributions and results; i.e. the value you contributed.
	Non-Impact Verbs
	Why Not?

	In charge of/Responsible for
	Doesn’t show how effectively you performed

	Worked on … Assisted…
	Doesn’t suggest an accomplishment, or anything specific
Recruiters often scan the first key word in your bullet, and if they don’t see ‘value’ they likely don’t read across.

	Studied, Analyzed, Tested, Participated, Researched
	These are tasks, not accomplishments.
What was the result of that activity? What was the benefit?



	Sample Impact Verbs for Science & Engineering

	Designed
	Developed
	Built

	Discovered
Identified
	Adapted (complex devices to new tasks)
	Led/Managed (process, people, project, communication)

	Implemented
	Proposed
	Initiated

	Solved
	Enhanced 
	Streamlined

	Modeled
	Simulated
	Visualized

	Invented
	Saved x costs/time
	Presented

	Systematized
	Tested
	Calculated/Computed

	Mentored/Trained
	Engaged
	Collaborated

	Drafted/Edited
	Created
	Wrote (instructions, SOP, report)


Projects      
· Bullet out accomplishments, as in EXPERIENCE. Prioritize by importance/relevance to employers.
[image: ]
Other
· HONORS & AWARDS, MEMBERSHIPS (just active ones, where you showed leadership, organizing, etc.)
· [image: ]LEADERSHIP & SERVICE (Draw from nonacademic experiences as well: skills are transferrable.)
Finally…
· Maximize keyword match to the posting: algorithms “screen” the resumes for 80% match. 
· Proofread thoroughly: mistakes affect your credibility, and get your resume tossed.
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EDUCATION PhD, Bioengineering, Electrophysiology and Biophysnx
University of Utah, Salt Lake City, UT 3.98 Fall 2019

BS, Mechanical Engineering
University of St. Thomas, St. Paul, MN GPA: 3.68 May 2014
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‘Server, Joe's Steak House. January 2015-July 2016
+ Promoted teamork in 2

paced restaurant bl excesding sales for 10 consscutiva weeks.
+ Maintained 2 large base of customers by demonstrating consistently excellent service
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PROJECTS  <project name> (Undegraduate Senior Project) gthub comprojectiur
‘A Wab-based WHing envioNMent o halp aUTHors Manian congetency Whis Wing a Sory.
 Hoadod proeot design and implamentac websockst protocol with backend toar.
Bt performant and extansible Python backend web Server.
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Technology Development Intern
St Jude Medical, Minnetonka, MN August 2012 - August 2014

= Conceptualized and built prototype catheters for pacemaker lead implantation.
= Applied engineering principles to test physiological sensors.
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Steven P. Jones

113 Covalent W
Saltlake Cty, UT84112  wunw inkedin com/in/stevenpiones2] splones@gmail.com

Biomedical Engineering PAD with  years' experience in synthetic biomaterias development
+ Expertse in Biomanufacturing and Bacteral Fermentation
+ 3 years' exparisnce in Transmission Electran Microscopy
+ Project Management experience: Leading 2 tams to achisve delverables by defined deadines

EpucaTion

PD Biomedical Engineering Dacember 2019

University of Utah, it Lake Ciy, UT Grazs
Groduate research: Development of  hepstacellular carcinom embolic 3gent using recombinant ik:

elastinike protein polymers.
85 Materials Engineering May 2014
Purdue Univerity, West Lafayette, IN araza

Undergraduate research: Mid-scalebacteris and yeastfermentation forfood enginesring

applcations.
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EXPERIENCE

Graduate Researcher, Biomedical Enginesring, University of Utsh  August 2014 - Dacember 2019

+ Designed 2 liquic-to-sold ransiioning emblicfor trestment of hepatocluar carcinom.
+ Collaborated with 2 commercialenitie fo scale-up/mapufacturing of emboli technologles
+ Leg 2 interdiscipinary teams of biosnginesrs, chemists, and a consuling oncological surgeon.
broject Management Intern, Merit Medical, South Jorcan, UT May 2018 - August 2018
Directed & i company projects invohing il stages of product development.
+ Communicated with il levels f the organization to ansure compliance throughout rojects.

+ Oversaw transiton to new supplir,including procurement and regulston (FDA.
Fermentation Technician, Biology, Purdue University, West Lafayette, N August 2013 - May 2014
+ Ran 20+ successful fermantations involving difeing srains of bacteria and yeast.
+ Trained 2 new technicians who ensured successful knowledge and skl transfer.
Teller, Ruby's Bank, Carmel, I January 2012-August 2013
+ Managed over 100 financial ransactions per da, involving payments, oans, and morigages.
+ Developed new procadures for finsnci trackig of businss sczaunts.

VOLUNTEER/LEADERSHIP ACTIVITIES
Treasurer, Graduste Student Advisory Council, Uriversiy o Uah August 2017 - Avgust 2018

+ Convaned and led 5 meetings of the student chapter of the Utah Chemical Sodety.
Handler/Trainer, Caesar Therapy Animals, Murray, UT Septamber 2016 - May 2018

+ Trained 12 dogs (dffering braeds) for use as mental lness therapy animas.
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Analytical Chemist with 3 years’ experience in synthesis, purification, and characterization
of fagments o lrge natura product molecles:

+ Expertise in Physical Organic Chemistry and Organic Synthesis
+ 3 years’ experiencs in Molecular Modeling Condensation Reflux Spectroscopy




