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1 Dozentenprofil

Hr. Keven Sarlo, keven.sarlo@t-online.de  

Tel. 01755965761

2 Termine

In sum 84 hours, 15 thursdays are 60 hours

Plus three Saturdays 

Sa 24.4.   9-12;  13-16h    (6 hours, or 8 school hours) 

Sa 15.5. 

Sa 5.6. 

3 Evaluation

30% Presentation

30% Semesterarbeit

40 % Klausur (without any additional help) ( if we talk about a topic minimum 3 times during the class this topic is definitely relevant for the klausur

( Probeklausur could be written (around mid of june) 

3.1 Presentation:

Zwischen 10-12 min, wer länger braucht wie 14min Punkteabzug, 

Standardfloskeln werden erwartet, wenn ppt-presentation keine audio-animation ( sehr professioneller Aufbau wird erwartet 

Wenn Gruppenarbeit, dann müssen klare Aufteilungen erkennbar sein z.b. Teile werden separat vorgetragen ( dann ist das ok

Themen für Präsentation: generell alles ist erlaubt  

3.2 Semesterarbeit / Term Paper:

Muß innerhalb eines Jahres eingereicht werden sonst werden die Noten für Presentation u. Klausur ungültig

Muß spätestens am Klausurtag abgegeben werden, wenn aber vor dem 01.06. abgegeben wird, bekommt man es benotet zurück (bedeutet, daß die Klausur zum Prüfungstag vorgelegt werden muß, damit das Gesamtfach in diesem Semester bestanden werden kann)

about 15 pages x 1024 zeichen per page

useful/necessary 4 term-paper: chicago handbook or Siemens styleguide; Keven will talk about that later

proposed structure of the term paper:

1- First page according to guideline

2- Outline
:  Should give an overview of the structure and the content of the term paper, is usually written before the ToC and the whole paper 

3- Table of contents

4- Executive Summary (max. 1 page): contains a brief summary for the “decision maker” 

5-Content

6-Summary

7-Bibliography: max. 15% of the content, more will not be accepted

3.3 Klausurarbeit:

Aufsatz, Gliederung, Didaktik wie in der engl. Rhetorik, (ca. 4 Seiten) 

1300 wörter mind. ; max. 80 Minuten

The 1300 words given is not the minimum - it is the mean of words written by students receiving "1s" over the last semesters. If a student can develop a topic, present their arguments clearly and completely in less then I won't take off points. Nobody has ever written a "1" in less than 800 words, I have seldom had to read more than 2000 words. 

27.05.04 

Recommended structure for the final exam:

1) restate the question in your own words

important because the following tasks refer to this question, to make sure that the question is understood correctly

2) define terms/relevant elements: 

most important part ( outline must be written first for the essay

what aspects are relevant to the argumentation
list (maybe in bullet form) the relevant topics, maybe weighting could be given according to the time limit



3) present the logical argumentation

  e.g. pro and con/ status quo pro ... must be based on logic, not be based emotionally, not in the first person, all aspects should be covered

status quo  pro: take one element, what would be the result if one element would be changed, not globally but precisely (one change or bundle of changes); very clear analysis, why the topic which is discussed is relevant

4) draw the rational conclusion

needn’t to be the own opinion, result of logical analysis

5) personal opinion

Example of previous exam:  

- Should cigarette smokers pay higher premiums  than non smokers?

- Resolved: the environmental consequences of freon gases are so grave that they must forbidden

Mostly topics from the business world

5 or 6 statements to choose from 

Example for Outline for final exam (function is to exclude terms, which should not be discussed within the essay, always regard the available time limit for the essay – max. 80 min): 

Topic: 

Resolved: Oil based economies are less stable than renewable energy based economies

(means statement)

1) Restate the question: Use a statement if the original is also a statement and same is true for questions (restate a question with a question) 

Since 1973,  there have been at least three major bouts of recession coupled with inflation in the mineral oil based industries. There are strong indications that the current world economy is drifting into a fourth such period. In the time prior to 1973, when most industrial economies generated the majority of their energy needs themselves or imported their energy from renewable resources, the economies were less dynamic but also less subject to swings. 

Or simpler: 

There are several risks to oil-based economies which can be reduced through a renewable energy based economy

2-1) Defined terms (could be in bullet mode or with numbering mode): 


A.  Energy sources



1. Renewable



2. Non-renewable


B. Economic risks



1. Least cost



2. Lack of energy



3. change of technology



4. in a fixed budget rising oil prices means declining funding for other necessities

2-2) Relevant Elements: 


A.  Current status

1. Current economies are exclusely oil-based, i.e. decentralised primary 
   energy source



2. the global economic balance is directly tied to the oil-based economy


B. Future Status



1. Possible change of countries from oil producing countries



2. Risks for renewable resources


C. Chances of renewable resources 

3)  choose a form of argumentation:   either status quo pro or compare and contrast (compare oil based and renewable industry and then contrast)

Example for detailed analysis in final exam: 

There are several risks to oil-based economies which can be reduced through a renewable energy based economy

1- actual Oil price increase is based on Iraq crisis and the increased demand in asia, especially China.


( this leads to a declined economical growth because the increased expenses for oil tie up other investments, the dynamic of the economy will suffer


( improvement through renewable energies because of decreased dependencies from outside (oil exporting countries)

2- political instability will grow if no balance between supply and demand will be established globally


( causal chain between lack of oil and political (inner and outer) instability and social insurrection


( situation with renewable energy supplies, supply could maybe also not be ensured all the time

3- Possibilities to convert in medium term to a renewable energy based economy


( where it is possible and where not


( implications to concerned sectors


( what other ways out of the crisis could be mentioned

4 Topics

4.1 General rules for giving a presentation:

Essential components:

1) welcome and greeting, good evening etc. 

2) personal introduction (name, titel)

3) topic of presentation and the expression that it will  be as brief as possible

4) thank the audience for joining the presentation, 

5) inform the audience about the questions they have (either hold the questions until the end of the presentation, the presenter will be pleased to answer them at the end of the presentation or allow them to interrupt you ( workshop style)

25.03.04 

4.2 Intercultural communication :

4.2.1 Differences in the directness of communication 




“Level” of directness in communications


Japan

US, 
China

UK, Canada




Germany

Comparison between US and Europe

	
	US
	Europe

	Security
	Conrolling US is important
	Integration instead protection

	Religion
	Relevant for social contacts, mandatory, very important to have a religious concept 
	Not important

	Sex
	Conservative
	liberal

	Politics
	Single leadership
	Party orientated system

	Conformity/individualism
	Strong conformity ( sanctions for people which do not conform, very rigid,
	More liberal, individual


Communication:

When talking about problems :


Pleasant – information – pleasant 

01.04.04 

4.2.2 Cultural differences:

Following texts have been discussed:

http://www.business-spotlight.de/doc/11999
http://www.business-spotlight.de/doc/12000
http://www.business-spotlight.de/doc/11998
Additionally other text without source description (TitelLetter from Fance by David Ray: "Ready, Aim, Fire!" ) ( copying 

- the senses: sight > sound > smell > "Jacobsens's organ" (pheromones) - if you believe it or not ;-)  > taste  > touch 

- hospitality in Germany -> showing interest in the guest

   = rude in countries with (former) dictatorships (e.g. Kenia, Uganda, Mosambique)

- what is generosity?  > to give more than the other expects/ more than the minimum

                                   > un-selfish giving

                                   > allocating a significant amount of ressources to a person   

- "underwater basket weaving" = worthless meeting/course/happening

- rules for negotiation:  

1) don't attac 

2) let people speak until they have finished

3) phrases of disagreement: first make shure there's a disagreement: "...if I have understood you correctly, then this means/ you're saying...." next say your disagreement more indirectly than in German: "I can agree with you up to a pint, but..." or "Have you taken into consideration that..." (very strong!) or "I'm afraid I can't follow you there..."

- executive summary: written 4 the reader!!!  => who is the reader? what vocabulary does he use/understand? what format/language-style/BE-AE does he expect?

1) beginning: why this article/text/etc is important

2) background info

3) weakest point

4) strongest point

5) summary ->action plan

15.04.04

4.3 Résumés, CVs or how to apply for a job?

The following information is mainly dedicated only to the US:

Refer the included PDF-documents:


[image: image1.wmf]coverletterad.pdf



 EMBED Package  [image: image2.wmf]coverletterfollowup.

pdf



 EMBED Package  [image: image3.wmf]curriclm.pdf



 EMBED Package  [image: image4.wmf]cv.pdf



 EMBED Package  [image: image5.wmf]resume.pdf



 EMBED Package  [image: image6.wmf]resumeclean.pdf


4.3.1 Contents of an application 

Cover letter


approx. 1 page

Résumé (or CV):

approx. 1 page (CV: approx 2 pages)

Letter of reference:

approx. 1 page

The cover letter:

· This letter should make you interesting for the company and is supposed to be the most important document in your application. If this document doesn’t attract the person who evaluates your application, the best résumé won’t help you.  

· In general the opening “Dear Sir or Madam” should be avoided in the cover letter, instead always adress it to a specific person: Dear Ms. X/Mr. Y

· The mentioned salary should have a 
minimum (walk-away point), which should never be lower than what they are offering and a

maximum (highest acceptable risk for you that they get ”pissed”)

Résume:

· Is very specific aimed to one position

· Start with objective

· Go back maximum 10 years

· Education: only relevant information, e.g. no school information any more
Qualifications (first)

Education (second) 


· Interests: at least one social activity should be listed here

Letter of reference:

· Should prove your capabilities

· Mention always persons and company, position, contact information etc.

· You should keep your contact persons informed about your applications and who may try to contact them

Format:



name



titel



organization



contact information (telephone etc.)



brief information about your activities in the referenced organization 

4.3.2 Difference between a résumé and a curriculum vitae:

In general terms the CV is used if you apply for an academic or scientific job.

The résumé is used to apply for technical or economical orientated jobs. 

The CV is much more detailed and general as the résumé, which is quite pragmatic and brief. 

Why is it so important to mention the social activities in your private live in the CV? 

( Because there seems to exist a kind of tax/fee, which each company has to pay to social institutions. The time which the employee is spending for social activities could be made relevant for this payment and could be used to deduct the debt. 

4.3.3 Not Contents of an application or absolute NoNos

Due to political correctness the following information must not be mentioned: 

· Foto on the résumé

· Gender (m/w)

· Age

· Maritial status

· Children/pregnancy status

· Religion

· Mention of handicap (physical disabilities)

· Ethnic/race

4.3.4 Kinds of applications 

· Cold (Blindbewerbung)

· Follow up: best opportunity, you know somebody in the company etcetc

· Object orientated: e.g. related to an ad 

4.3.5 Advices for the format of application 

· Use paper with 120 gr

· To find out which format is used in the company you could check the web page of the company and look for the corporate identity

· Avoid to use right margin justified  (Blocksätze), use instead “linksbündigen Flattersatz”

· Use either Arial or Times New Roman with font size 10, 12 

22.04.04
is missing

29.04.04
is missing

06.05.04
is missing

13.05.04
Discussed only structure of term paper, refer chapter 3.2

 REF _Ref73497309 \h 
Semesterarbeit / Term Paper:
27.05.04
the only topic what was discussed was the details to the structure and the outline for the final exam, refer therefore the chapter  3.3 Klausurarbeit:
5 Glossary
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[Your Name]
[Street Address]
[City, ST ZIP Code]
August 1, 2003


[Recipient Name]
[Title]
[Company Name]
[Street Address]
[City, ST ZIP Code]


Dear [Recipient Name]:


We spoke on Wednesday afternoon and, as promised, I’m enclosing a copy of my resume.


I’m also enclosing copies of:


 A comparative market analysis of male fine-apparel purchasers in New York and
Chicago, which I conducted for a French clothing retailer.


 A report I compiled for an organic foods company exploring the efficacy of
expanding into the South.


 A proposal for a focus group to help a major airline assess the popularity of new
routes and frequent-flyer program enhancements.


If you have questions, please call me at (425) 555-0187. I look forward to hearing from
you soon.


Sincerely,


[Your Name]


Enclosure


Copyright © 1996 by the McGraw-Hill Companies, Inc.






_1143571327/Cv.pdf


Holly E. Barrett
123 Berry Street
New York, NY 98005
425.555.1234


EDUCATION


University of North Carolina, Chapel Hill, NC   2000
Ph.D. in English
Dissertation: “The Cross-Cultural Communication Epidemic of the 21st Century”
Honors: Dissertation passed “with Distinction”.


University of North Carolina, Chapel Hill, NC   1997
M.A. in English
Thesis: “The Accessibility Debate of Content in the Online Context”


Duke University, Raleigh, NC   1994 
B.A. Honors in English
Areas of Concentration: Journalism, Proposal Writing
Minor: French
Honors Thesis: “The Female Betrayed and Modern Media”


AWARDS


 Postdoctoral Fellowship, Chapel Hill University, 1998 – 2000
 President’s Fellowship, Duke University, 1995 –1997
 Adam Barr Grant, University of South Carolina, 1996 – 1997 


TEACHING EXPERIENCE


At the University of North Carolina, Chapel Hill, NC: 


Lecturer – “Global Communication in the 21st Century.”    1999 
Developed syllabus and overall course structure, and administered all grades.


Adjunct Instructor –  “Editing technical documents.”    1998 
Developed syllabus and overall course structure, and administered all grades.


Instructor – French 101, 102, 201, 202    1996 - 1997 
Developed syllabus and overall course structure, including weekly lab practicum, and
administered all grades.







Teaching Assistant – to Professor John Fortune in “Advanced Rhetoric.”   1997
Collaborated on curriculum and exam development, met with students upon request,
and graded all written work, including final exam papers.


RELATED  EXPERIENCE


Editor, Lucerne Publishing, Raleigh, NC, 1995 – Present
Provide as needed editorial support remotely, including developmental and copy editing
of their internal online and printed documentation.


Researcher, Wide World Importers, Durham, NC, 1995 – Present
Compile reports, including statistical and market trends, to track the growth of online
shipping sales versus the primary offline practices.


Language Consultant, Microsoft Corporation, Raleigh, NC, 1999
Translated American-English external web site content to French.


User Interface Design Consultant, Microsoft Corporation, Raleigh, NC, 1998
Provided content design feedback to program managers to create accessible segue
between English and French versions of related content.


PUBLICATIONS AND PAPERS


 “The Cross-Cultural Communication Epidemic of the 21st Century”
Guest speaker at the Global Communication Convention, Los Angeles, CA      2001


 “Why So Many Documents Remain Inaccessible in the Information Age” 
Paper presented at the Annual Meeting of English Professors, New York     1998.


 “The Female Betrayed and Modern Media”
Paper presented to the Historical Society for American Women, Athens, Ohio  
1995


LANGUAGES


English – native language; French – speak fluently and read/write with high proficiency;
Spanish and Italian – speak, read, and write with basic competence.


MEMBERSHIPS


American Society of English Honorees
Western Society of Women Writers
Organization of Global Communicators
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Resumes


http://www.rpi.edu/web/writingcen
ter/index.html


back to
handouts
menu


by Brea Barthel and Amanda Goldrick-Jones 


Introduction 
A resume is a brief summary of your abilities, education,
experience, and skills. Its main task is to convince prospective
employers to contact you. A resume has one purpose: to get
you a job interview.  


Resumes must do their work quickly. Employers or personnel
officers may look through hundreds of applications and may
spend only a few seconds reviewing your resume. To get someone
to look at it longer, your resume must quickly convey that you are
capable and competent enough to be worth interviewing. The more
thoroughly you prepare your resume now, the more likely someone
is to read it later.  


This guide, "Preparing a Resume," will be useful if you're writing
your first resume or want to analyze the effectiveness of your
current one. The Writing Center can also help you draft your
resume and cover letters, and can give you sample resumes and
related handouts. Simply drop by; no appointment is necessary. 


Overview 
This document, which is divided into eight separate sections, can
be read in two different ways. You can either read it all the way
through, as you would a paper version, or you can click on any of
the links listed below to jump ahead to a particular section.  


• Gather and check all necessary information    
• Match your experience and skills with an employer's needs    
• Highlight details that demonstrate your capabilities    
• Organize the resume effectively    
• Consider word choice carefully    
• Ask other people to comment on your resume    
• Make the final product presentable    
• Evaluate your resume    


Gather and Check All Necessary Information 
Write down headings such as EDUCATION, EXPERIENCE,
HONORS, SKILLS, ACTIVITIES. Beneath each heading, jot down
the following information:  


EDUCATION usually means post-secondary and can include
special seminars, summer school, or night school as well as
college and university. If you are just starting college, you can
include high school as well. List degrees and month/year obtained
or expected; names and locations of schools; major and minor, if
any; grade point average. A brief summary of important courses
you've taken might also be helpful.  


EXPERIENCE includes full-time paid jobs, academic research
projects, internships or co-op positions, part-time jobs, or volunteer
work. List the month/years you worked, position, name and
location of employer or place, and responsibilities you had. As you
describe your experiences, ask yourself questions like these:  


• Have I invented, discovered, coordinated, organized, or
directed anything professionally or for my community?  


• Do I meet deadlines consistently?  
• Am I a good communicator?  
• Do I enjoy teamwork?  


Even if you're new to a field, you aren't necessarily starting from
scratch.  


HONORS. List any academic awards (scholarships, fellowships,
honors list), professional awards or recognition, or community
awards (i.e. for athletic skills).  


SKILLS. List computer languages and software, research,
laboratory, teaching or tutoring, communication, leadership, or
athletic, among others.  


ACTIVITIES. List academic, professional, or community
organizations in which you hold office or are currently a member;
list professional and community activities, including volunteer work.
Listing extra-curricular activities or hobbies is optional.  


After you have all this information down, check it for accuracy.
You'll need full names, in some cases full addresses, correct and
consistent dates, and correct spellings.  


Match Your Skills and Experience with an Employer's Needs 
POSITION: What kind of position do you want for this job-search?
Make notes. Now match your wishes up with positions that are
actually available. You can get this information through postings,
ads, personal contacts, or your own research.  


Also, the Rensselaer Career Development Center (CDC) can help
you with job-search techniques. The CDC offers workshops,
materials, personal assistance, and on-campus recruiting. It also
coordinates a "Focus Program" to help freshmen, sophomores,
and juniors find out about their field from Rensselaer alumni. Call
the CDC at 276-6234, or drop by the Darrin Communication
Center, Room 209.  


EMPLOYER: For a certain position, what aspects of your
education, experience, or skills will be most attractive to that
employer? List SPECIFIC coursework, areas of specialty, specific
skills, or knowledge that you think would interest the employer.  


Highlight Details That Demonstrate Your Capabilities 
Look over what you've written and try to select details of your
education, experience, honors, skills, and activities that match an
employer's needs in a few important areas.  


Organize the Resume Effectively 
PERSONAL INFORMATION: Top center of first page. Name (no
title); addresses; phone numbers; e-mail and/or fax addresses
(optional); citizenship if applicable.  


NOTE: A potential employer has no legal right to
request information about age, sex, race, religion,
marital status, health, physical appearance, or personal
habits. Don't include such information on your resume. 


EDUCATION: Often comes first in student resumes, especially if it
is a strong asset.  


EXPERIENCE: Here, you can use one of two formats:  


Functional: To emphasize skills and talents, cluster your
experience under headings that highlight these skills: for
ex.: leadership, research, computers, etc. This format
can be helpful if you have little relevant job experience. 


Chronological: To emphasize work experience, list jobs
beginning with the most recent. Some hints: 


• Write all job descriptions in parallel phrases, using ACTION
verbs  


• List the most important responsibilities or successes first  
• List similar tasks together  
• Emphasize collaborative or group-related tasks  


AWARDS/HONORS: Use reverse chronological order; include
titles, places, dates.  


ACTIVITIES: Generally, list hobbies, travel, or languages only if
they relate to your job interests. In some cases, you may wish to
emphasize your willingness to travel or relocate.  


REFERENCES: You need not put these on your resume. Instead,
you can prepare a separate list of references, with complete name,
title, company name, address, and telephone numbers for each
individual. Usually, you give this list to prospective employers after
your interview.  


CREATING YOUR DRAFT:  


• Look at other resumes written for positions within your field.  
• TYPE each entry in a format close to the one you want to


use for your resume.  
• LENGTH: for many resumes, two pages is the maximum


length (NOTE: an academic resume or "curriculum vita" is
often at least five pages long).  


Consider Word Choice Carefully 
In a resume, you need to sound positive and confident: neither too
aggressive, nor overly modest. The following words and phrases
are intended as suggestions for thinking about your experience
and abilities.  


Whatever your final word choices are, they should accurately
describe you--your skills, talents, and experience.  


Choose ACTIVE VERBS that describe your skills, abilities, and
accomplishments. Examples: I can contribute, enjoy creating,
have experience in organizing. . . While at X Company, I
administered, coordinated, directed, participated in.... Below is a
list of such verbs:  


accomplish; achieve; analyze; adapt; balance; collaborate;
coordinate; communicate; compile; conduct; contribute; complete;
create; delegate direct; establish; expand; improve; implement;
invent; increase; initiate; instruct; lead; organize; participate;
perform; present; propose; reorganize; research; set up; supervise;
support; train; travel; work (effectively, with others) 


NOTE: You can change the forms of any of these verbs to stress
different aspects of your abilities and experience: organize ==>
organized, organizing, organization.  


Choose ADJECTIVES and NOUNS that describe yourself
positively and accurately:  


able to; administrative; analytical; (fluently) bilingual; broad scope;
capable; communication skills; collaboration; collaborative;
consistent; competent; complete; creative; dedicated; diversified;
effective; experienced; efficient; extensive; exceptional; flexible;
global; handle stress; imaginative; intensive; in-depth; innovative;
integrated; able to listen; motivated; multilingual; multi-disciplinary; a
negotiator; other cultures; reliable; responsible; a supervisor;
teamwork; well- traveled; work well with.... 


Ask Other People to Comment on Your Resume 
WE STRONGLY RECOMMEND that you have an advisor,
potential employer, or someone in your field critique your resume.
For more help, ask:  


• The Writing Center staff  
• The Career Development Center  
• Family and friends  


NOTE: People may offer many different opinions. Use your own
judgment and be open-minded about constructive criticism.  


Make the Final Product Presentable 
Use a computer and high-quality (preferably laser) printer. If you
don't have a computer or laser printer, you should either have your
resume professionally produced, or use the resources that
Rensselaer has to offer:  


• IBM/PCs, UNIX, and SUN workstations on campus.
Depending on which system you use, you have some choice
of fonts, limited layout capability (i.e. creating borders,
boxes, and columns), and access to laser printers.  


• Computer labs/printers closest to the Writing Center.
Windows 98 workstations (room 4510).  


Evaluate Your Resume 
Hold your resume at arm's length and see how it looks. Is the page
too busy with different type styles, sizes, lines, or boxes? Is the
information spaced well, not crowded on the page? Is there too
much "white space"? Is important information quick and easy to
find?  


CONTENT  


• Name is at the top of the page: highlighted by slightly larger
typesize, bolding, and/or underlining  


• Address and phone number(s) are complete and correct,
with zip and area codes, and are well-placed in relation to
name  


• All entries highlight a capability or accomplishment  
• Descriptions use active verbs, and verb tense is consistent;


current job is in present tense; past jobs are in past tense  
• Repetition of words or phrases is kept to a minimum  
• Capitalization, punctuation, and date formats are consistent 
• There are NO typos or spelling errors  


ORGANIZATION  


• Your best assets, whether education, experience, or skills,
are listed first  


• The page can be easily reviewed: categories are clear, text
is indented  


• The dates of employment are easy to find and consistently
formatted  


• Your name is printed at the top of each page  


FORMAT/DESIGN  


• No more than two typestyles appear; typestyles are
conservative  


• Bolding, italics, and capitalization are used consistently and
in support of the information structure 


• Margins and line spacing keep the page from looking too
crowded  


• Printing is on one side of the sheet only, on high-quality
bond--white or off-white (i.e. beige or ivory)  


• The reproduction is good, with no blurring, stray marks, or
faint letters  


• The right side of the page is in "ragged" format, not right-
justified. Right justification creates awkward white spaces  


Now you're done! Just one more suggestion: If you are sending
your resume to a prospective employer, you'll probably also have
to include a separate cover letter. This is usually one page long.
The letter indicates your interest in a particular company or
position, summarizes the most important aspects of your education
and experience, and lets the employer know where and when you
can be contacted for an interview. The Writing Center and the
Career Development Center can give you more information about
effective cover letters.  


[handouts] [home]
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[Your Name]
[Street Address, City, ST ZIP Code] [Phone number] [E-mail address]


Objective [Describe your career goal or ideal job.]


Experience [Job Title]
[Dates of employment]  [Company Name], [City, ST]
 [Job responsibility/achievement]
 [Job responsibility/achievement]
 [Job responsibility/achievement]


[Job Title]
[Dates of employment]  [Company Name], [City, ST]
 [Job responsibility/achievement]
 [Job responsibility/achievement]
 [Job responsibility/achievement]


[Job Title]
[Dates of employment]  [Company Name], [City, ST]
 [Job responsibility/achievement]
 [Job responsibility/achievement]
 [Job responsibility/achievement]


[Job Title]
[Dates of employment]  [Company Name], [City, ST]
 [Job responsibility/achievement]
 [Job responsibility/achievement]
 [Job responsibility/achievement]


Education [School Name], [City, ST]
[Dates of attendance]
 [Degree obtained]
 [Special award/accomplishment or degree minor]


Interests [Briefly list interests that may pertain to the type of job you want.]


References References are available on request.
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Resume Writing Tips for Preparing A Curriculum Vitae


http://www.free-resume-tips.com Text Copyright 2004 Regina Pontow
What Makes a Curriculum Vitae Stand Out?
You'll generate a better response with your curriculum vitae if it is well organized and is packed with relevant
information to match and support your professional, academic or research objective.


As a Job Placement Specialist for the University of Washington, Bothell I worked with students submitting
curriculum vitaes for graduate programs. In this capacity, I applied several unique strategies when writing each
curriculum vitae. The first was to prioritize and list the most relevant academic, research, volunteer or work
history experience first within the curriculum vitae. The second was to include an Objective and Summary of
Qualifications section at the top of each C.V. The third was to incorporate many of the strategies and resume
writing techniques you'll learn by perusing the resume tips in this site as well as in my sister site which offers
40 Free Resume and Job Search Workshops.


These strategies proved to be extremely effective and boosted the acceptance rate of students applying for
highly competitive graduate programs - many of which accepted only one to twelve students out of 300 to 600
applicants. My endeavors and success in this arena were recognized and commented on by the Director of
Student Activities as a result of students reporting their acceptance into graduate programs.


Preparing effective C.V.'s presents a unique challenge due to length, which can make them boring and result in
important data being buried or lost in such a long document. As a result, prioritizing your top skills and
experience to be presented in the first or uppermost section of your C.V. makes sense. Then detail additional
educational, employment or academic experience.


In this way you will maximize important criteria which you do not want to be overlooked by academic or
hiring committees.


Who Needs A Curriculum Vitae?
A curriculum vitae is often required for those applying to graduate or professional programs, employment with
international firms, or when promoting oneself within professional and academic fields.


How Does a Curriculum Vitae Differ From A Regular Resume?
A curriculum vitae is longer than the average 1-2 page resume because it provides a greater range of
information which can include:
 Professional, Vocational or Research Objective


 Summary of Qualifications


 Professional Licenses or Certifications


 Education including Post Graduate, Graduate and Undergraduate Degrees and Studies


 Listing of Relevant Course work to Match Career or Academic Objective


 Educational or Professional Honors or Awards


 Scientific or Academic Research, Laboratory Experience and Related Skills


 Description of Thesis or Dissertation, Papers Written, Publications


 Academic or Professional Presentations


 Related Extracurricular Activities, Professional and Association Memberships


 Community Involvement


 Work Experience - Paid or Volunteer


 Technical and Specialized Skills such as Computer Progamming or Laboratory Instrumentation


 Interests - Future Academic or Professional Goals


 Travel / Exposure to Cultural Experiences


 Foreign Language Skills


 Additional Information that May Support Objective or Qualifications


How Do I Get Started?
Writing a curriculum vitae can seem overwhelming but can be made easier by organizing your background. To
begin, put each of the headings listed above--and any others that are relevant--at the top of several sheets of
paper (using a computer makes this even easier). Once you've done that then begin filling in your information
for topics such as those listed above.


Remember To Be Descriptive
When describing your background be descriptive, use numbers and paint a broad range of your experience. For
example, compare the following section from Sandra's before curriculum vitae. It is representative of what the
rest of her C.V. looked like.
Professional Goal: Nurse Practitioner in rural setting.


  
Education: June 1996 -- Bachelor of Science in Nursing, University of Utah


 
Employment: August 1972 - Present


 Staff Nurse - Duties include primary care of patients.
Harborview Medical Center


  
 June 1988 - August 1990


 Staff Nurse - Member of the IV Team.
Harborview Medical Center


Now compare the after curriculum vitae, shown below, that I created while working with Sandra. Which one
does a better job of pulling together the best of Sandra's qualifications for acceptance into a Nurse Practitioner
program? This program specialized in training of Nurse Practitioners for rural community service.


Objective and Summary of Qualifications
 Seeking acceptance into a Nurse Practitioner Program with


goal of providing rural community service utilizing my extensive primary care background.


Over 18 years Registered Nursing experience includes: 
° Providing full-range of nursing care to patients and families of all ages from economically and


culturally diverse populations.
° Management in a department serving over 30,000 patients annually.
° Training and supervising over 40 R.N.'s; assuming direct responsibility for total patient care;


narcotics control, assessment and risk management.
° Bachelor of Science in Nursing with Honors, University of Utah 1972


As you can see, Sandra's after C.V. starts off much stronger and summarizes her top skills at a glance. You may
be thinking, "But, I don't have any valuable work experience." If that's true, then follow a similar strategy but
instead list whatever academic, volunteer or cocurricular activities that form a foundation of skills or
knowledge that relate to and support your objective. The section from Sandra's C.V. shown above was then
followed by many of the topics listed earlier on this page.


$9,000 Salary Increase
The first resume workshop in this site shows how Fran's after resume resulted in a $9,000 salary increase. Fran
wanted a $33,000 Corporate Customer Representative job but her resume created an image of her being at a
$20,000 to 24,000 salary level -- that's $9,000 to $13,000 beneath her goal.


What Level Does Your Resume Market You At?
If you are curious to see what level your resume is marketing you at … then be sure to read and use the
graphing techniques in my first workshop. By graphing the job titles used in Fran's resume it's easy to see why
her resume failed … and once you understand this … you will understand why the majority of resumes fail.
You'll then understand how to analyze your job titles and see if you are better off using them or replacing them
with skill headings that market you more effectively.


Most People Have Job Titles that Weaken Their Image
I estimate that at least 85% of all job seekers have job titles unrelated to their current career goals … and that
they are much better off using skill headings rather than job titles to land higher salaries and double and triple
their interview rates.


For example, Fran had been a Directory Operator but in most people's minds that doesn't sound like she's at the
level of a Corporate Customer Representative making $33,000 … that's because most people don't view
directory operators as providing true customer service. Most people say that Directory Operator sounds like
someone making only $20,000. However, by using the 12 Questions in my Proven Resumes Series, Fran wrote
a new description of her duties as a Directory Operator that described her being selected out of 100 Directory
Operators to provide specialized Customer Service to the Governor's Office and Political Dignitaries in the
Washington State Capitol … now that information begins to change our image of Fran doesn't it? That makes
her sound much more like someone being able to command $33,000.


Which sounds like a better match for the $33,000 Corporate Customer Service Representative goal… her old
job title of Directory Operator … or a skill heading like Customer Service Representative to State of
Washington Account. In Fran's actual resume we used the heading of Customer Service Representative but you
can see how you can play with skill headings to control and elevate your image … this is one strategy I explain
in detail with examples throughout my book, Proven Resumes: Strategies That Have Increased Salaries, and
one of the strongest things I can offer you as a resume writer … just in case you don't have the time or patience
to write your own.


Going from 0% to 100% Interview Rate
By using skill headings that matched her goal, Fran went from a 0% interview rate to a 100% interview rate --
meaning none of her prior resumes had landed an interview but her new resume landed an interview for each
position she applied for.


Click here to learn other ways we improved Fran's resume and landed her a job paying $9,000 more click
here to read my first set of resume workshops! If you've entered my site via this page, be sure to go to my
main website's home page for an overview of more than 60 Free Resume & Job Search Workshops that
include tons of Resume Tips for 45 Career Fields, Job Search, Electronic Resume, Cover Letter, Interviewing,
Networking and Confidence Building strategies.


The testimonials throughout my site describe salary increases ranging from $10,000 to $30,000 and more.
Here's one of my most recent ones:


Regina, the resume you wrote caught the attention of the world's leading software
manufacturer. Thanks for helping inspire me through your thoughtful questions
and objective interpretation of my work history.


I'm sure it made a big difference in my ability to be recognized in a competitive
environment and cross the $100,000 threshold. By the way, the offer I accepted
was an increase of $25K annually (21% increase).


Rachel Pizarro, Senior Sales Account Executive / Operations Manager


What Makes a Curriculum Vitae Stand Out?
You'll generate a better response with your curriculum vitae if it is well organized and is packed with relevant
information to match and support your professional, academic or research objective.


As a Job Placement Specialist for the University of Washington, Bothell I worked with students submitting
curriculum vitaes for graduate programs. In this capacity, I applied several unique strategies when writing each
curriculum vitae. The first was to prioritize and list the most relevant academic, research, volunteer or work
history experience first within the curriculum vitae. The second was to include an Objective and Summary of
Qualifications section at the top of each C.V. The third was to incorporate many of the strategies and resume
writing techniques you'll learn by perusing the resume tips in this site as well as in my sister site which offers
40 Free Resume and Job Search Workshops.


These strategies proved to be extremely effective and boosted the acceptance rate of students applying for
highly competitive graduate programs - many of which accepted only one to twelve students out of 300 to 600
applicants. My endeavors and success in this arena were recognized and commented on by the Director of
Student Activities as a result of students reporting their acceptance into graduate programs.


Preparing effective C.V.'s presents a unique challenge due to length, which can make them boring and result in
important data being buried or lost in such a long document. As a result, prioritizing your top skills and
experience to be presented in the first or uppermost section of your C.V. makes sense. Then detail additional
educational, employment or academic experience.


In this way you will maximize important criteria which you do not want to be overlooked by academic or
hiring committees.


Who Needs A Curriculum Vitae?
A curriculum vitae is often required for those applying to graduate or professional programs, employment with
international firms, or when promoting oneself within professional and academic fields.


How Does a Curriculum Vitae Differ From A Regular Resume?
A curriculum vitae is longer than the average 1-2 page resume because it provides a greater range of
information which can include:
 Professional, Vocational or Research Objective


 Summary of Qualifications


 Professional Licenses or Certifications


 Education including Post Graduate, Graduate and Undergraduate Degrees and Studies


 Listing of Relevant Course work to Match Career or Academic Objective


 Educational or Professional Honors or Awards


 Scientific or Academic Research, Laboratory Experience and Related Skills


 Description of Thesis or Dissertation, Papers Written, Publications


 Academic or Professional Presentations


 Related Extracurricular Activities, Professional and Association Memberships


 Community Involvement


 Work Experience - Paid or Volunteer


 Technical and Specialized Skills such as Computer Progamming or Laboratory Instrumentation


 Interests - Future Academic or Professional Goals


 Travel / Exposure to Cultural Experiences


 Foreign Language Skills


 Additional Information that May Support Objective or Qualifications


How Do I Get Started?
Writing a curriculum vitae can seem overwhelming but can be made easier by organizing your background. To
begin, put each of the headings listed above--and any others that are relevant--at the top of several sheets of paper
(using a computer makes this even easier). Once you've done that then begin filling in your information for topics
such as those listed above.


Remember To Be Descriptive
When describing your background be descriptive, use numbers and paint a broad range of your experience. For
example, compare the following section from Sandra's before curriculum vitae. It is representative of what the
rest of her C.V. looked like.
Professional Goal: Nurse Practitioner in rural setting.


  
Education: June 1996 -- Bachelor of Science in Nursing, University of Utah


 
Employment: August 1972 - Present


 Staff Nurse - Duties include primary care of patients.
Harborview Medical Center


  
 June 1988 - August 1990


 Staff Nurse - Member of the IV Team.
Harborview Medical Center


Now compare the after curriculum vitae, shown below, that I created while working with Sandra. Which one does
a better job of pulling together the best of Sandra's qualifications for acceptance into a Nurse Practitioner
program? This program specialized in training of Nurse Practitioners for rural community service.


Objective and Summary of Qualifications
 Seeking acceptance into a Nurse Practitioner Program with


goal of providing rural community service utilizing my extensive primary care background.


Over 18 years Registered Nursing experience includes: 
° Providing full-range of nursing care to patients and families of all ages from economically and


culturally diverse populations.
° Management in a department serving over 30,000 patients annually.
° Training and supervising over 40 R.N.'s; assuming direct responsibility for total patient care;


narcotics control, assessment and risk management.
° Bachelor of Science in Nursing with Honors, University of Utah 1972


As you can see, Sandra's after C.V. starts off much stronger and summarizes her top skills at a glance. You may
be thinking, "But, I don't have any valuable work experience." If that's true, then follow a similar strategy but
instead list whatever academic, volunteer or cocurricular activities that form a foundation of skills or knowledge
that relate to and support your objective. The section from Sandra's C.V. shown above was then followed by
many of the topics listed earlier on this page.


When applying to academic programs it's wise to analyze the program's brochures and look for key words and
phrases to integrate into your C.V. It's also a good strategy to talk with academic advisors to identify traits the
program you wish to be accepted into looks for in top candidates. These same strategies should be applied when
preparing a C.V. for internal promotions or employment.


In Summary
When applying to academic programs it's wise to analyze the program's brochures and look for key words and
phrases to integrate into your C.V. It's also a good strategy to talk with academic advisors to identify traits the
program you wish to be accepted into looks for in top candidates. These same strategies should be applied when
preparing a C.V. for internal promotions or employment.
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[Your Name]
[Street Address]


[Street Address 2]
[City, ST ZIP Code]


[Phone number]
[E-mail address]


[Date]


[Recipient Name]
[Title]
[Company Name]
[Street Address]
[Street Address 2]
[City, ST ZIP Code]


Dear [Recipient Name]:


I am a [Job Title] with more than [number of years experience] years of experience, and I am a
perfect match for the position you advertised in [location of advertisement].


Here is a description of how my experience compares with your requirements.


Job requirements My experience


[Job requirement] [Your experience]
[Job requirement] [Your experience]
[Job requirement] [Your experience]


As requested in your ad, I am including my salary requirements in this reply. They range from
$[lowest salary requirement] to $[highest salary requirement] and are contingent upon a variety of
factors such as the responsibilities of the position and the benefits offered.


I would welcome the opportunity to further discuss my skills and this position. If you have
questions or would like to schedule an interview, please contact me by phone at [your phone
number] or by e-mail at [your e-mail address]. I have enclosed my resume for your review. I look
forward to hearing from you.


Sincerely,


[Your Name]


Enclosure






