Employment Communication-A Lab Based Course
Prof. Seema Singh
Department of Humanities and Social Sciences
Indian Institute of Technology, Kharagpur

Lecture — 20
Samples of Good CV’s and Cover Letter

Hello, hi everybody. So, having done an introduction to CV writing and we have a small
lecture number 21 next on the cover letter, but anyway this is the right time when I could
show you some samples of good CVs and cover letter. So, lecture 20, here we have for

you lecture 20: Samples of Good CVs and Cover Letters.
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Exhibits
. One page resume

. Two paged resume

. Scannable resume
CONCEPTS COVERED
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. Cover letter

wn

. Chronological resume
6. Functional resume

. Electronic resume

I will be showing you the following 7 exhibits today in this lecture. First one page
resume, second the same thing expanded, two-paged resume you may think of it as
resume at later stages of your career. Number 3 a scannable resume that which is
required when companies or organisations will be using a computer software or program
to scan your resumes for keywords by which or through which they will be in fact,
coming down to maybe the number of CVs they require for the next stage which is GD.
Number 4 is cover letter and then we have three more examples of a chronological

resume, functional resume and an electronic resume.
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HERMAN D. BROWN
1234 Underwood Street
Chicago, IL 61811
E-mail: hbrown(@ctu.edu
(312) 123-4567

B
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EDUCATION
Sept 1999-present Chicago Technical University, Chicago, [L

B Second vear Electrical and Computer Engineering &)
Awarded CTU President’s Entrance and CTU Open Scholarships.

EMPLOYMENT

Summer 1999 Junior Programmer, Graham Foods Ltd., Chicago, IL
Modified software, provided computer training for staff, and assist

upgrading network hardware and software.

This is the one page resume of a character called Herman D. Brown and he is fictitious,
Herman D. Brown the fictitious character is perhaps in his second year of engineering at
Chicago Technical University. So, this is a one page CV and just see how he has put the

information to present himself best to his probable employers.

First you see here that I have taken this CV sample from “Whitmore and Stevenson-
Strategies for Engineering Communication”. So, if you read the note what it says that
first of all Herman D. Brown has put his name in all caps bold in the centre top in the
single white sheet of paper. Below that his complete postal address, including his zip
number or postal code, his email id and if you have a blog or your personal website you

may put it somewhere here and this is the contact number.

So, the point is even this can be done away with, you can delete this because everybody
knows that where there is at the rate it is an email ID. So, put it very plain and simple
and in the centre of the page top your name in bold and black and you can read this note,
the text font which was 12 point in the 2 paged version of this resume is reduced to 11

point to allow for more information on the page.

Now, this we have what is called the rule, it is a bold line and it is used to separate your
personal name and contact details from the rest of your important information given
below that. We begin first of all with the education or the educational level and

educational details of Herman D. Brown, if you see all the dates whether it is education



or employment or skills, all are put on the left hand side margin of the page under the

main headings to make them appear very symmetrical and logically arranged.

So, let us read the note here, as you understand that Herman D. Brown is a second year
Electrical and Computer Engineering Student from Chicago Technical University which
is located in Chicago Illinois state. And one thing which is note worthy about him, which
is creditable about him, that he was awarded the CTU presidents entrance and CTU open

scholarships in the course of his study.

Then we come to the employment section and while you can read this note I will just tell
you in short how this candidate Herman D. Brown has highlighted the major skills he
would like his employers to focus upon. It says that in summer ‘99 he was a junior
programmer at graham foods limited at Chicago Illinois and below that there is a two
lined or one and a half lined description. A minor, a very brief job description of what he
has been doing during summer ‘99 in his post as junior programmer at Graham Foods

Limited.

Then you go back to summer 1998 and this kind of arrangement is called the reverse
chronological order where the latest comes the earliest and the oldest comes at the end.
So, the most recent is at the top and the older or the older dates or the far away dates are

at the bottom of his employment segment in his one page CV.

(Refer Slide Time: 05:57)
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Summer 1999 Junior Programmer, Graham Foods Ltd., Chicago, IL

Modified software, provided computer training for staff, and assisted with B
upgrading network hardware and software.

Summer 1998 Supervisor, Kidz'n’Computers Day Camp, Oshkosh, WI
Supervised counselors and handled scheduling, purchasing, equipment
maintenance, and safety and taught roboties and programming.

199798 Lab Assistant, Cook Secondary School, North Chicago, IL
Set up labs for science courses and supervised and tutored students.

Summer 1997 Counselor, Kidz'n’Computers Day Camp, Oshkosh, W1
Provided leadership and taught children to build electronic circuits and robots.

SKILLS
Software *BASIC, TurboPascal, and C++.

«UNIX, DOS, 08/2. and Windows operating environments.
Microsoft Word, Word Perfect, Excel, Corel DRAW!, and MathCAD)

Hardware *Oscilloscopes, DMMs, power supplies, and function generators.

*Multilayer PCB design and fabrication.



Now, let us come to summer ‘98 and Herman D. Brown says that he was supervisor at
Kidz ‘n’ Computers Day Camp and a brief description of what he did during that time.
And then we come to an academic year which is academic year 1997-98. Herman D.
Brown also had an experience of working as lab assistant at Cook Secondary School
North Chicago Illinois and his job involves setting up labs for science courses and

supervising and tutoring students.

I am now and then showing you the notes so that you can examine what Stevenson and
Whitmore from their famous book, from the popular book, Strategies for Engineering
Communication have to say as advice pieces on how to write good CVs, one page CVs.
You can take it that this is the beginner level of the CV writing process. Coming then to
the very first few dates when Herman D. Brown started his employment career, summer
1997 and he says that he was a counsellor at Kidz ‘n’ Computers Day Camp and his
work involved providing leadership and teaching children to build electronic circuits and
robots. As you notice the active verbs are used to give more power and impact to his CV.
After employment, we come to skills and this is an area which the employer is most
concerned about because every employer, you know, I do not know why they want it, but

every employer.

In fact, even if you were an employer if I were an employer I think we would agree that
we want the person with the maximum level of skills. And since it is student of
Computer Science and engineering, here is his software skills which is in the form of a
bulleted list, as you see the note says the skills section eliminates such phrases as

“familiar with” and for example, “competent in” .

This is done to save space and uses, bolding to draw attention to specific skills note that
typing is no longer listed in the other category, while leadership ability has been added,
we will come back to that later. So, you see that the first bullet has similar kind of items
which are programs and the second bullet has all operating environments listed and the

third one is all items of similar kind.

So, this kind of arrangement of the matter of your skills, the details of your skills on your
one page CV is that which is bound to attract the attention of the employer and very

attractive CV which has been written by Herman D. Brown.
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Software *BASIC, TurboPascal, and C++
UNIX, DOS, 08/2, and Windows operating environments, B
Microsoft Word, Word Perfect, Excel, Corel DRAW!, and MathCAD.
Hardware *Oscilloscopes, DMMs, power supplies, and funetion generators.
«Multilayer PCB design and fabrication.
+Set up and maintain networked computer systems.
Other Excellent communication skills, leadership ability, and fluent Spanish.

ACTIVITIES AND INTERESTS

Electronics *Built a number of devices including a radio security alarm from schematies

Design *Designed North Chicago Junior football team logo and high school yearbook
Debate *Competed on team that placed 2*'in Metro Chicago Debate Competitions B
Photography «President of CTU Photography Club and skilled in dark room procedures

Big Brothers *Fundraiser and Recreation Assistant since 1994

Sports +Football, skiing, and swimming

REFERENCES  Available upon rétuest.

Next we come to the hardware section and he says the first bulleted list, what kind of
systems or machines he has worked with, the second and maybe because this is required
for the employer or for the job position which he is interested in, therefore, this is bolded.
If you notice the first bulleted list is not bolded, but the second one is bolded and in the
third one, the last phrase- “network computer systems” because, perhaps, as I said this is
one of the items which he is looking forward to work with. This is one of the areas he is
like looking forward to work with his prospective employer and he wants to highlight the
fact that he has setup and maintained networked computer systems. And then because
this is a one page CV and there was a need to compact or contract or pack all the
information in one page only therefore, he has subsumed the matter for communication

skills leadership ability and fluent friends.

You just cannot write communication skills you have to precede it by this adjective
“excellent” because you want to show that you are good in communication skills. Then
of course, we come to the activities and interests section, and, here for change I would
like to suggest over and above what Stevenson and Whitmore have to comment on this
one page CV from the book Strategies for Engineering Communication. I would like to
comment that this section breaks the headings for the section breaks could have been in

mixed case as well.



It is not necessary that it has to be in all caps, remember that when something is in all
caps a reader will read it word by word, when it is mixed case the reader will read it in a
paragraph or in a sentence form. So, coming to the last section of his activities and
interests in the last segment in his one page CV, he lists what he has achieved in the areas
of, in the subareas of electronics, design, debate, photography and Big Brothers, sports

and the last is references.

References and he writes there: Available upon Request, this is written because it is first
of all a one page CV and second the fact that if he is called for the next stage of short
listing, at that time the company or the organization or the recruitment forum will
approach him and ask for his list of references which includes professional referees. It of
course, includes professors and those he had worked with, professors who have taught
him and his previous employers or his first time employers or his internship guide. But,
the point is that all these details will be provided if the company or the organization or
the recruiter requests him to send this, so that a cross check may be made on his CV and

working portfolio.

So, that is the end. You could, in fact, read this note as well activities and interests have
been combined to save space, note that the only information missing from the shorter
resume is the junior achievement program and the math enrichment program. If Herman
had a strong interest in entrepreneurship he could have added the heading
entrepreneurship to the activities and interests section and the one line description of his

activities while in the junior achievement program.

The math program is too dated to be worth including. In fact, this item should also
omitted from the two paged version, reminder that you should periodically review your
resume to eliminate dated material as well as to add new items. So, as you understand it
is a question of length, breadth as well as time, you must be able to update your CV and
things which are too old, because now you are looking for bigger jump in your career.
So, small things, you know, very minor things, which you did long twenty years ago,
maybe back in your career are not important and therefore, you may delete them in your

updated CV. Now, let us come to the two paged resume of Herman D. Brown.
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HERMAN D. BROWN  °
1234 Underwood Street
Chicago, IL 61811
E-mail: hbrown(@etu.edu
(312) 123-4567

. )

EDUCATION &

Sept 1999-
present

nical University, Chicago, IL
Electrical and Computer Engineering

Sept 1998- E] North Chicago College, North Chicago, IL
Apr 1999 One year College Transter Program

Tune 1998 Cook Secondary School, North Chicago, IL
Graduated with Honors.

So, Stevenson and Whitmore in the book Strategies for Engineering Communication say
that the following fictitious resume represent an engineering student with two years of
engineering education appropriately. The various sections in the resume are organized
chronologically and highlight the skills an employer might be looking for in a student.
Stevenson and Whitmore present a two page and single page version for comparison and

to allow you to discuss formatting features of the two paged resumes.

In this particular scenario the one page version is likely more appropriate, an individual
with more expertise with more experience could require a second page or a two paged
resume. We read further, someone with more employment experience or who is seeking a
higher level position might also organize a resume differently and we will have more
samples of such CVs to show you. Also in the video lectures in run up to this lecture you

have seen that there have been short video clips where this similar advice has been given.

For example let us continue for example, the note says such an individual might include
a statement of career goals and experience at the beginning of the resume, followed by
her employment, history, education and awards, would accordingly be listed later in the
resume. So, the same thing here you have on the top the name of the candidate, in the
centre, top margin of the page, in bold and black, the complete postal address and this

entire area ,this entire top segment ,of the personal contact details are centrally aligned.



Next we have told you that this is called the rule. The rule or it is a bold line which
separates your personal details from the rest of the important information to follow.
Remember this is a two paged CV. And therefore, the matter is now more detailed, you
can now and then go back to the one page CV of this same candidate and therefore, you
can compare and contrast. Coming to the education section, these section headings are
set in bold sans-serif font, in order to distinguish them for the rest of the resume. In
lengthy resumes, the headings are sometimes numbered, as in technical reports. But that
is just an advice, it is up to you to choose the format which in fact, is able to best fulfil

your needs for the situation or the requirement.

So, since it is a two page CV, he includes additional material, for example, for the present
scenario the present moment that is when he is a student of second year at Chicago
Technical University in electrical and computer engineering department September ‘99
to present. He has only to say that he is in second year, but here September ‘98 to April
‘99 he says that it is a 1 year college transfer program, you can read this note in the
meantime and then if you move further June 1998 he was credited with having graduated

with honours, which he mentions in the second line of that section.
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Sept 1999- Chicago Technical University, Chicago, IL
present Second year, Electrical and Computer Engineering
Sept 1998- B North Chicago College, North Chicago, IL B
Apr 1999 One year College Transter Program
June 1998 Cook Secondary School, North Chicago, IL
Graduated with Honors,
AWARDS
1999 CTU President’s Entrance Scholarship
CTU Open Scholarship
1998 Illinois State Scholarship 2
Knights of Columbus Citizenship Award
EMPLOYMENT i
Summer 1999 Junior Programmer, Graham Foods Ltd.. Chicago, IL
Responsible for modifying personnel-records software for [BM PC.
Provided ¢ or e a for ctaff '-b‘ o of work

Now, since we have the awards section there is more detail on the awards he got in 1998
and 1999, the note which we have for you says that in this example the awards are

presented in a separate section, in order to draw attention to them. These strategies were



particularly useful if the person has many awards or some that are especially prestigious
and applicant with only one or two awards could choose to list them as part of the
relevant entry in the education section itself. So, keep this note in mind, as we move

further to the employment section of Herman D. Brown’s two paged CV.
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Summer 1999 Junior Programmer, Graham Foods Ltd., Chicago, IT
Responsible for modifying personnel-records software for [BM PC.
Provided computer training for staff. Assisted with net work
upgrade, including the installation of network cards and software.
Summer 1998 Supervisor, Kidz'n’Computers Day Camp, Oshkosh, WI
Supervised five counselors responsible for thirty elementary school
children. Duties included handling such matters as scheduling, pur-
chasing, equipment maintenance, and safety. Provided instruction
in simple robotics, programming, and use of computer games B
School Year Lab Assistant, Cook Secondary School, North Chicago. IL
1997-98 Responsible for maintaining and setting up lab materials for
science courses. Provided after-hours supervision and tutoring for
students working on experiments.
&

So, employment in fact started quite early in 1997-98 when he was in the school year and
you see compared to the one page CV, here the description of what he did during the
tenure is in more detail. So or so for summer 1998 which is here, and you can read this

note which is quite detailed, if we move to the latest segment, where he is presently.

Now let us say the fictitious character Herman D. Brown in summer ‘99 he was junior
programmer at Graham Foods Limited, Illinois, Chicago and a great detailed segment
follows of what he did during that time that is summer of 1999. We come to page 2. So,
you see at the top here, top right hand corner Herman D. Brown has listed his name in

short H dot Brown comma page 2.
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B H. Brown, 2

Summer 1997 Counsclor, Kidz'n’Computers Day Camp, Oshkosh, WI
Provided instruction and leadership to small groups of elementary g
school children. Taught simple electronic circuitry and helped
participants construct simple robots.

SKILLS
Software + Competent in BASIC, TurboPascal, and C++.
+ Familiar with UNIX, DOS, 05/2, and Windows aperating
B environments.
+ Experienced with Microsoft Word, Word Perfect, Excel,
CorelDRAW!, and MathCAD.
Hardware + Competent with basic lab equipment such as oscilloscopes,

DMMs, power supplies, and function generators.
+ Familiar with multilayer PCB design and fabrication.

He does not write page 2, he writes H dot Brown comma 2, no full stop and this because
in case you have stapled 2 paged CV there are always chances that the second page
might fall off or be torn off amidst big pile of papers which is regularly being handled by
many people who are involved in the recruitment cell of the organization of the
company. And therefore, to prevent any mishap or to prevent the separation of the first
and the second page of his CV Herman D. Brown has put a small pointer to the fact that

this is the second page of his CV and his name is H comma Brown in short.

We come to the early segment of his employment career and that is summer 1997 where
he again describes, in more detail, than that in a one page CV, what he did as counsellor
in Kidz ‘n’ Computer Day Camp. We come next to the skills section while you have read
the note, in more detail now, compared to the one page CV he writes such terms as
competent in and familiar with. And experienced with you will please recall and
remember that in the one page CV this was not the case in the one page CV software had
only three bulleted entries the first listing these, the second listing these and the third
listing these and not even and there was only a comma between all these items one 2, 3,

4, 5. All the items were separated by a comma and all were listed under the third bullet.
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Hardware + Competent with basic lab equipment such as oscilloscopes,
DMMs, power supplies, and function generators,
+ Familiar with multilayer PCB design and fabrication.
+ Experienced with setting up and maintaining networked
computer systems.

Other + Excellent communication and teaching skills.
+ Familiar with basic darkroom procedures
+ Fluent in Spanish
+ Typing: 60 wpm

VOLUNTEER AND EXTRA-CURRICULAR ACTIVITIES

1997 + Fund raiser, Big Brothers Recreation Fund
1995, 1996 + Metro Chicago Debate Competitions
+ President of Photography Club
1994-present + Big Brothers recreation assistant B
1993 + CTU Math Enrichment Program
1992-1995 + Junior Achievement Program

Coming next to hardware, again the same thing and I think it would be proper to read the
note provided by the authors of this CV, from the book Strategies for Engineering
Communication by Stevenson and Whitmore. In this resume the various skills are
presented in a bulleted list of related items .For example, under the software sub heading,
the first bullet introduces a list of programming languages the second bullet introduces a
list of operating systems and the third bullet introduces a list of applications. Also note

that the skills section could have been located earlier in the resume, isn’t it?

So, you can think about this point, it is very well put and something which you would
agree with, sensibly speaking, it says someone with more impressive skills, than work
experience could locate this section following education and awards. So, the point is that
the more you move forward in your career, your education or your early requirements for
entering the workplace take a backseat. And your latest experience, currently what you
are involved with, your latest addition to your skill set or workplace repertoire of skills,
you have acquired over the years is more important and that should come in the upper

part or in the top part of your CV.

So, let us move further and he goes on to his other skills which include excellent
communication and teaching skills in the one page CV, remember that teaching skills
was not mentioned. We go further and come to know that he also knows photography

and basic techniques of the dark room procedures. He is fluent in Spanish in the 1 page



CV he wrote fluent Spanish. But here two paged CV and you can be liberal with words,
fluent in Spanish and he had not this in the one page CV, his typing speed is 60 words per

minute.

Now, this is one segment volunteer and extracurricular activities which companies and
recruiters, organizations and people who matter in the organization, are most interested
in because it gives a complete rounded personality structure to the candidate. Everybody
can be doing a B.Tech or an M.Tech or a second year electrical and communication
engineering, I mean many can be doing, but what sets you apart is not only your CGPA
or your grades, but what are the other aspects of your personality and what do you do in

your free time? What are you interested in other than studies and working.

So, moving to the earliest time between 1992 to 1995, which is Junior Achievement
Program 1993 CTU Math Enrichment Program, 1994 to present Big Brothers Recreation
Assistant and 1995-96 he was in Metro Chicago Debate Competitions and President of
Photography Club and latest at present maybe 2 years ago, 1999 he was Fund raiser, Big
Brothers Recreation Fund. So, I hope you have read the note by this time, but anyway the

soft copy is with you and you can read it at length.
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1993 + CTU Math Enrichment Program
19921995 + Junior Achievement Program

INTERESTS
Electronics: + Built a number of devices including a radio security alarm from

schematics.
Debate: + Competed on team that placed 2nd in regional high school

championship. e
Drawing & Design: ~ + Worked on school yearbook design and designed the North
Chicago Junior football team logo.
Sports + Football, skiing, and swimming.
REFERENCES Available upon request, &

Then we come to interest this is again to stress upon the point that the company is
looking for those who are complete personalities, the company or the organizers want

somebody who can step in, on various other occasions as required by the organization.



Suppose you are working in a place and you are called by the boss that let us have
cultural night or farewell party and if you say that you are good in debating, why not you

be called to deliver the farewell speech or the thanksgiving speech.

So, we have electronics, debate, drawing and design and sports mentioned as his
interests. The same thing as the one page CV, references will be available upon request.
We come now to the first of the second set of CVs I wanted to show you and that is the

chronological resume.
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DAISY BRITO

1728 Celes Street

Pittsburgh, PA 42108

926-555-5655 (H) * 926-555-9328 (cell/voice mail)
daisybrito@mymail.com

SUMMARY
Dedicated administrative professional offers versatile skills and experience supporting
key executives.

Extensive experience in office and facilities management, meeting planning, and
computer applications.

Good organizer who can lead, train, and motivate others.

Energetic team player with strong interpersonal and communication skills.
Excellent analytical ability in dealing with complex problems and issues.
Self-starter and quick learner with a willingness to take on extra responsibilities and
challenges.

EXPERIENCE

Now this resume belongs to Daisy Brito and this is differently arranged you see that you
might choose to have your personal details in top centre or you might have it like this, in
the left hand alignment, top-corner. Complete postal address with the house number,
telephone number, landline of the residence or cell, voicemail and the email, and this is
slightly different. In this CV there is no bulleted list, but you can very well understand
that if the summary of the CV had been put in bulleted list format it would always look
better.
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EXPERIENCE

TEMPORARY ASSIGNMENTS, Pittshurgh, PA April 2002 to Present
Various temporary assignments through employment agencies in Pittsburgh,

Experience with financial institutions, consulting firms, a publishing house, and a large
hotel corporation (Marriott Corporation). (I have also helped a friend close his business.)
Most positions held were as an administrative assistant.

PULLMAN EAR AND NOSE, Pittsburgh, PA April 1999 to February 2002

Executive Assistant to Dr. Graydon Pullman

+ Functioned as liaison between Pullman and Orlando Hospital.

+ Scheduled and maintained calendar, appointments, files, and travel.

+ Coordinated luncheon meetings.

+ Contacted attorneys, doctors, and patients.

+ Renewed state and federal licenses.

+ Coordinated building issues, such as furniture, office machines, moves.

+ Ordered office supplies. i h ¥ A

+ Composed correspondence and completed monthly e, |27 4
[}

COMPUTER CONSULTANTS. LTD.. Pittsbureh. PA  August 1997 to Mav 1999

Then you come to experience segment of the chronological CV and this is from April
2002 to present what she has been doing is temporary assignments at Pittsburgh from ‘99
to February 2002 Pullman Ear and Nose in this company she was executive assistant to

Dr. Graydon Pullman and this is now different.

Here you see a bulleted list is provided of what work she did during the period April ‘99
to February 2002 of course, you very well understand, that this is called a chronological

CV because it is arranged chronologically.
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+ Scheduled and maintained calendar, appointments, files, and travel.

+ Coordinated luncheon meetings.

+ Contacted attorneys, doctors, and patients.

+ Renewed state and federal licenses.

+ Coordinated building issues, such as furniture, office machines, moves.
+ Ordered office supplies.

+ Composed correspondence and completed monthly reports.

COMPUTER CONSULTANTS, LTD., Pittsburgh, PA  August 1997 to May 1999
Office Manager

* Assisted accountant and various levels of support stafl.

+ Served as liaison between corporate and branch offices.

* Supervised clerical staff.

+ Typed contracts, agreements, and proposals

+ Maintained files for legal counsel.

* Dealt with vendors

* Evaluated monthly performance reviews.

+ Coordinated and updated companywide telephone book every two weeks.
* Ordered and proofread business cards for over 400 employees.




And she worked at Computer Consultants Limited as an office manager August 1997 to
May 1999. Page 2 and this is different from Herman Brown’s page 2, on the left hand
corner you have the candidate’s name and on the right hand corner top maybe in the

header segment page 2.
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Daisy Brito Page2

EDUCATION AND TRAINING

Office Management and Organizational Courses, Louden University
Training Seminars: Time Management, Communication Skills, Motivating Employees
Accounts Receivable and Reconciliation, Pittsburgh Technical Institute. Computer skills:
Windows, Word, Excel, PowerPoint, WordPerfect, Lotus Notes and 1-2-3
Harvard Graphics, AIM, Calendar Creator Plus, Pegasus and Outlook E-mail,
Internet (Orbitz & Expedia)

ACHIEVEMENTS
Employee of the Month at Pullman Ear and Nose, March 2002
T H

in Natinnal Vallavhall Chamaiane 2001

Education and training is the next segment, where again you do not have the bulleted list.
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Training Seminars: Time Management, Communication Skills, Motivating Employees
Accounts Receivable and Reconciliation, Pittsburgh Technical Institute. Computer skills:
Windows, Word, Excel, PowerPoint, WordPerfect, Lotus Notes and 1-2-3

Harvard Graphics, AIM, Calendar Creator Plus, Pegasus and Outlook E-mail,

Internet (Orbitz & Expedia)

ACHIEVEMENTS

Employee of the Month at Pullman Ear and Nose, March 2002
Team Captain, National Volleyball Champions, 2001
References available upon request

And so long list is separated by commas and then achievements, which are again not

given in bulleted format, that is all, and then we move on to the functional resume.
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NOAH TRENTON
1010 South Istand Court, Apt. 8
Galveston, TX 64102
426-555-7555 (H) » 426-555-9328 (voice mail)

Objective

A highly motivated college graduate with a passion for art and history seeks an
administration position in which I can complement the existing environment while
developing new avenues for growth.

Skills
= Fluent in English, Spanish, and French (trilingual).
= Strong organizing skills: oversaw monthly campus lecture series on

We have a functional resume of Noah Trenton and similar to the CV, I showed you of
Herman D. Brown name, central top central-justified with the complete postal address
including house, telephone number and voice mail. The career objective is given right at

the top and the student, fictitious character, describes what she is and what she can do.

A highly motivated college graduate with a passion for art and history seeks an
administrator position in which I can complement the existing environment while
developing new avenues for growth. So, in a functional resume the career objective
occupies centre-stage and top position of importance, because the functionality the
function the work which the candidate is interested in is to be found a match with the

prospective organization where he or she will be working.

So, Noah Trenton describes the objective of her career as somebody despite having or
with having a passion for art and history is able to do any kind of administrative job
because he or she would be able to complement and fit in at new workplaces, at the same

time developing upon the new avenues for her growth.
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Skills

* Fluent in English, Spanish, and French (trilingual).

= Strong organizing skills: oversaw monthly campus lecture series on
Renaissance artists.

*  Good planning skills: coordinated two 3-week workshops on diversity

issues in the arts.
= Excellent lecturing and interviewing skills for media environment: lecturer for
*  Semester-long workshop on communication.

Education

Master of Arts, Communication Consultancy with Cultural Diversity Emphasis
Degree Conferred: May 2004

Oklahoma State University

Stillwater, Oklahoma

Bachelor of Arts, Communication Consultancy
Degree Conferred: May 2002

Oklahoma State University

Stillwater, Oklahoma

The skills section is bulleted for better readability and the education segment is arranged
in slightly different manner, first the degree and the depth of the degree is described
which I have selected for you. The degree was conferred in May 2004 from Oklahoma
State University at Oklahoma.
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Bachelor of Arts, Communication Consultancy
Degree Conferred: May 2002

Oklahoma State University

Stillwater, Oklahoma

Work Experience

August 2002 to August 2004

Supporters of Art, Program Assistant (Internship)
= Prepared press and action alert releases.
= Reviewed position papers published by private collectors.
* Created art information packets for grade-school students.
= September 2000-October 2001

Institute for Art Conservation, Assistant to Collections Manager (Internship)
* Collected research of historical collections in conjunction with the
*  National Art Institute Conservation Branch.
*  Maintained database on endangered artworks.
= Copyedited press releases, in-house documents, and reports.

Tine 1008 fn Precent

And after Master of Arts there is Bachelor of Arts described further, work experience of
the candidate is from August 2002 to August 2004 and she says in more details that what
has been going on during 2002 to 2004 with her. So, the first the earliest is Supporters Of



Art, Program Assistant, this is the internship period of the candidate and what the

candidate did during the internship period is in a bulleted list here.
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® Prepared press and action alerf releases.

= Reviewed position papers published by private collectors
* Created art information packets for grade-school students.
= September 2000-October 2001

Institute for Art Conservation, Assistant to Collections Manager (Internship)
*  Collected research of historical collections in conjunction with he
= National Art Institute Conservation Branch.
»  Maintained database on endangered artworks
*  Copyedited press releases, in-house documents, and reports.

June 1998 to Present
Artwalk Docent
Conducted bimonthly artwalk for traveling exhibits.

And then the service as an internship once again one more internship at Institute for Art
Conservation, Assistant to Collections Manager and presently as of now this needs to be
bolded, June 1998 to present, she is employed in Artwalk Docent where the work

involves conducting bimonthly artwalk for travelling exhibits.
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VANESSA A, GODOY
School: 211 Butler Hall, Philadelphia, PA 19141, 215-555-8221
Home: 377 Tree Lane, Ambler, PA 19083, 215-555-2308
E-mail: Godoy(lelaf:‘\tuxmrlhm“l||, =

(NEE2N
KEYWORDS
digital arts, marketing, knowledge of Spanish, Web design, leadership ability, willing to
travel, customer-oriented, Office 2003, Illustrator, PhotoShop, XHTML, Flash MX,
Dreamweaver MX, JavaScript, Sound Forge, FTP, PDF, written and oral communication
skills, MIS, database maintenance, resolving problems, analytic, researcher, instructor,
community service

OBIECTIVE
A position that will allow me to use and develop my digital arts, business, and
communication skills

EDUCATION



Now, the electronic resume is as we said in the lecture, is a resume which is meant to be
electronically assessed, summarized and short listed. So, this is a resume which will be
read with computer programs or applications which are fitted with OCR Optical
Character Recognition software. Now the computer or the machines will read multiple
CVs of this type which has been requested in this electronic format by the recruiter or the
organization. Because they expect maybe a multitude of applications and they need to be
very precise exact and maybe short on time also to short list the best CVs they will

require for the next phase of the recruitment.

So, in this kind of CV the candidate writes his or her name on top and it is very brief
because the computer is a machine, it is not a man or a person with a human touch who
will be looking at this. So, the machine will read the name of the candidate, if it is in all
caps and that is the name like this and what has been requested by the organization is

details on school, home and email and that has been totally filled up by the candidate.

Now, in a scannable or electronic resume we use keywords, we use keywords because
they are form of the job description which has been floated by the company along with
the job advertisement or the job recruitment advertisement. Now the keywords are being
searched by the machine and therefore, this is the place where you can put the maximum
of your skills in one column or in one box, in one segment. So, the machine will be
having a data of. So, many keywords by which it has to shortlist the applicant applicants
or the applications based on the CV and therefore, you see this has been quite a long list

of the keywords the candidate says he or she possesses expertise in.

After that is objective and the candidate says, that he is or she is looking forward to a
position that will allow him or her to use and develop signature, arts business and as well

as communication skills.
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OBIECTIVE
A position that will allow me to use and develop my digital arts, business, and
communication skills

EDUCATION
Larson Collcgc,mPhiladclphia, PA

BA—May 2005

Major: Digital Arts and Multimedia Design

Minor: Business

Related Courses: marketing, computer science, digital arts, economics, business law,
management information systems, developmental psychology

Assumption Academy, Jenkintown, PA

Diploma—June 2001

WORK EXPERIENCE
Box Office and Reservation Assistant, weekends, 2004
National Constitution Center, Philadelphia, PA

Process ticket orders and assist customers.

Compared to the chronological resume or the functional resume you see how you have
the education, then you have the work experience and then you have on page two

activities.
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ACTIVITIES

Larson Singer 2001-Present (Secretary)

Appalachian Service Project, spring 2002 and 2003

Organization of Latin-American Students, 2002-Present (Representative)
New Media Club, 2001-Present

Larson Gospel Choir, 2001

Now, there is no page two written here and activities segment of the candidate mentioned
in this order, but it is very plain and simple, there are no adjectives or nouns but most of

all there are verbs action words.



(Refer Slide Time: 34:43)

1) o e i ety M- Word 1m - 8%
[ T R T

Tenesben P[0 K &

e AaBICa AaBbCd
BT 1t

| AaBCa MaBbCA AGBBC ABDC MsShCeD AaBCel AaBbCel MBYCe {aBied AABIC
w VU D | ot Poodgl T S SbikEn Ervhes bl S e

4

WORK EXPERIENCE

Box Office and Reservation Assistant, weekends, 2004
National Constitution Center, Philadelphia, PA
Process ticket orders and assist customers.

Lab Assistant, 2001-Present

Larson College, Philadelphia, PA

Assist students with logging on to computers, using programs, and finding missing files;
fix printer problems in the computer lab.

Cashier, Floral Consultant, and Team Leader, 2000-2004

Genuardi's Family Markets, Roslyn, PA

Processed food orders for customers, prepared flower arrangements, supervised cashiers
to ensure sufficient sales support.

Asst. Tennis Instructor, summer 2000
Abington Township, Abington, PA
Assisted in teaching three classes of tennis lessons for children 10-16.

Because this is the kind of diction this is the kind of vocabulary or language which the
machine has been keyed in order to shortlist the candidate. So, here is the cover letter of

Herman D. Brown.
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1234 Underwood Street

[ Chicago, IL 61811
E-mail: hbrown(@etu.edu
(312) 123-4567

Qctober 2, 1999

Joanne Greene

Director of Personnel
SuperSofi Systems &
4321 Adanac Street
Chicago, IL 61810

Dear Ms, Greene,

As you suggested during last week’s Employment Opportunity Fair at Chicago Technical
University, | have enclosed a copy of my résumé for your consideration. [ am especially inter- _E]
ested in the possibility that you mentioned of setting up the new computer network f

SuperSoft. As you will note, I have prior experience assisting with setting up and ma

computer network at Graham Foods Ltd

During my time at Graham Foods, [ was entirely responsible for modifving the cony
= "

And you can read the note at ease at your own leisure later on. Here on the top right hand
corner you have the address separated by a space and after a space there is the date line.
So, the address is top right hand corner and left justified space, single space line after

that you have, this is called the date line, and follow one format and stick to it throughout



do not keep on changing the format of how you write the date. Either you may write 2

October 1999 or write October 2, 1999 or whatever you choose and stick to it.

Here there is no 7o because it is understood that this is the address of the addressee and
the person is mentioned by his or her specific name Joanne Greene who is the director of
personnel at a company called SuperSoft systems and the address of the company is
given. The candidate begins with a salutation after a one space gap, one line space gap.
Dear Miss Greene, and you notice here that unlike what we have been taught to observe
or taught the way to right after the salutation we do not put a comma, please note it very
carefully we put a colon because a colon says the rest of the important matter is to follow

now.
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computer network at Graham Foods Lid

During my time at Graham Foods, I was entirely responsible for moditying the company’s
personnel-records software. Although that job was expected to take the entire Summer, I was
able to complete the task in only two months, and so I was asked to train the personnel staff in
the use of the new system and to assist the systems administrator (Ms. Marsha Thurgood) with
upgrading the computer network. Because she went on holidays during the final month of the
Summer, I was provided the opportunity to complete the upgrade on my own.

[ am particularly excited about the possibility of redesigning your computer network to eliminate

the various problems you have been encountering. As you mentioned, part of that job will

require that [ integrate the new network with NT'4.0 and MicroSofi Office 2000.1 feel my B
considerable experience with that operating environment, my familiarity with a range of

MicroSoft produets, and my prior training with networks provide me with the skills needed to
successfully complete the task.

[am a self-starter and would enjoy working independently in the informal and ereative environ-
ment of SuperSoft. The experience [ would gain working with the programmers at SuperSoft
would prove of considerable benefit as I continue my education. I think that your programmers
would also gain from the implementation of a seamless networking environment.

Please refer to my résumé for additional details about my work experience and qualifications. I
able for an interview at your convenience, and [ can be contacted at 123-4567 in the B

R e

And the first paragraph of the cover letter gives a detailed description of the background
or the context under which the candidate has been interested to apply for the job under
advertisement. The second paragraph gives an example of, this is an example of what the
candidate had been doing at his important workplace, for her its important, this
experience at Graham foods. Then you have the third paragraph and it details the way in
which the candidate is able to match his or her expertise with that required by the
organization. The candidate says as “you mentioned part of the job will require that I
integrate the new network with NT 4.0 and Microsoft office 2000, I feel” .These are

some verbs you must use / feel because it smacks of confidence it is in fact, reflective of



the amount of enthusiasm you have for the job. And the candidate says “I feel my
considerable experience with that operating environment, my familiarity with the range
of Microsoft products and my prior training with networks provide me with the skills

needed to successfully complete the task™ and therefore, the point is made.
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[ am particularly excited about the possibility of redesigning your computer network to eliminate

the various problems you have been encountering. As you mentioned, part of that job will

require that [ integrate the new network with NT 4.0 and MicroSofi Office 2000. 1 feel my B
considerable experience with that operating environment, my familiarity with a range of

MicroSoft products, and my prior training with networks provide me with the skills needed to
successfully complete the task.

[ am a self-starter and would enjoy working independently in the informal and creative environ-
ment of SuperSoft. The experience I would gain working with the programmers at SuperSoft
would prove of considerable benefit as I continue my education. [ think that your programmers
would also gain from the implementation of a seamless networking environment.

Please refer to my résumé for additional details about my work experience and qualifications. I
am available for an interview at your convenience, and [ can be contacted at 123-4367 in the B
evenings or via e-mail at hbrown(@ctu.edu. [ look forward to hearing from you. Thank you for
your consideration
i
Sincerely,

Herman Brown [

Herman D. Brown

TRICIT T, S T

The candidate is now able to speak about his other skills or his additional advantages to
be in the workplace. And, in the concluding or closing paragraph of the cover letter the
candidate gives an indication that he or she has attached the CV wherefore the details can

be obtained, and his contact address is once again given.

And, in a plain and simple signing off the candidate simply writes sincerely, there is no
need to write yours sincerely and yours faithfully, simple write sincerely there is no need
to write faithfully because, your faith has not been tested simply write sincerely because
you are sincere in your attempts to get a job sincerely and this is the signature and this is
the full name of the candidate in mixed case. Enclosure resume is mentioned in the
bottom left hand corner, I think having seen these many good examples of CVs and the

cover letter we would be now equipped to move further.

Thank you and god bless you always.



