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-

You can participate in graduation if you are

ocraduating by December 31, 2023
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Agenda

Resumes/Cover Letters/Applications

What is the distinction between the three? What goes
In your resume?

Strategies

Formatting, organization, content!

Objectives and Goals

What is your objective in your resume? What goals
are you hoping to convey?

(Questions?
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Primary goals for your resume

* Scannable and easy to find important information

» Toshowcase the direction that you are going in your career (signal career trajectory or change)
* Answer the questions: Why you? Why now? Why this job?
* Demonstrate measurable hard skills and soft skills

* Expand on experiences in 1 or 2 pages (3 or more if you have a lot of work experience)
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Resume

Drafted in first person, past tense,
active voice

Scannable

Elevates hard skills with measurable
outcomes

Information is dense and easy to find
Experience can be organized in
reverse chronological order or by
experience type

Cover Letter

Drafted in first person, present tense,
active voice

Highlights your soft skills such as your
values and accomplishments from a
personal perspective

No lists, information is presented in
paragraphs

Demonstrates your writing skills and
interest in the position

Clarifies any questions that you
anticipate from the hiring committee
Organized by skills instead of
chronologically

Thesis Workshop: Resumes

Application

ls an application offered as part of the
process?

Information entered in reverse
chronological order

Information is provided to give Human
Resources the information they need
for their database in the order they
need to present it to the hiring
committee

Include every piece of information from
each job to meet the minimum
qualifications so your application can
be moved forward



Your resume is about your
future, not your past!
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Reverse Chronological

v" Organized by time starting with most recent position
v’ Easy to read and find important information
v" Always a safe option, especially for those who have been in the same field for most of their work history

v’ Doesn’t need separate section headers

Functional Resume

v" Organized by experiences such as type of work or skills

> Examples: Customer Service Experience, Research Experience, Higher Education Experience, Management
Experience, Retail Experience, Teaching and Instruction Experience

v' A great option for folks wanting to make a career shift in a new direction or re-enter a former field because
it signals that you are making a pivot towards a new career field

v’ Separate section headers help illustrate how you think about your work history

v’ Helps answer the quest|ons Why you vvhy now, why this position?”




Assistant Director, Master of Environmental Studies

The Evergreen State College / Olympia, WA

v' Easy to read and find important March 2020-Present
* Perform outreach, recruitment and on-boarding for all prospective and admitted MES students.
* Manage MES budgets, process admissions decisions, track student admissions requirements, and assist
students with questions and resource needs over phone, email and zoom correspondence.
* Provide regular updates and information to current students and faculty through weekly email
common format for a while newsletters and help steward students through the thesis research process.
» Facilitate annual MES Scholarship Application Cycles and am the primary point-of-contact for all
program related inquiries.
* Responsible for handling the day-to-day program administrative activities.
* Iplan and host MES events such as Admitted Student Day, Graduation, and Orientation which typically
see 50-150 attendees each year.

Bullet Point Experience

information, highly scannable!

v Always a safe option, it has been the

Paragraph Style Experience | Assistant Director, Master of Environmental Studies

The Evergreen State College / Olympia, WA

v Neat and concise, looks polished and March 2020-Present

can help remove clutter in resume In my current role, | perform outreach, recruitment and on-boarding for all prospective and admitted MES
students. Administratively, my regular duties include managing the MES budgets, processing admissions
v' Different than bulleted lists so your decisions, tracking student admissions requirements, and assisting students with questions and resource

needs over phone, email and zoom correspondence. | provide regular updates and information to current
students and faculty through weekly email newsletters and help steward students through the thesis
research process. | facilitate annual MES Scholarship Application Cycles and am the primary point-of-contact
v' Offers you an opportunity to for all program related inquiries. | am responsible for handling the day-to-day program administrative
activities. Additionally, | plan and host MES events such as Admitted Student Day, Graduation, and
Orientation which typically see 50-150 attendees each year.
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resume may stand out from others

demonstrate a concise writing style
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Core themes and objectives

What do you want the hiring committee to know about you?

Strategy: use your core themes throughout your application materials to tell a story about who you are
as an employee or to repeatedly highlight core themes that the committee is seeking in applicants.

EFxamples:

Great interpersonal communication skills, team-oriented, collaborative

Problem solver, resourceful, can handle challenging circumstances

Equity-minded approach to the workplace, works to create inclusive
environments where everyone feels valued and experiences belonging
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Resume Checklist

Is it well organized?

Can you easily find the minimum
qualifications for the job you are applying for
in your resume?

» Ifthe job requires proficiency in Microsoft office
products, list your proficiency on your resume

Does your resume highlight skills and
experiences that the job is asking for?

» Ifthejob requires you to offer customer service,
clearly illustrate your experiences in each role

Does the format/organization represent the
direction you want to go for your career or for
this job?

» List your most relevant experiences on the first
page for example

Thesis Workshop: Resumes
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Rachel Carson Forum Coordinator April 2019

The Evergreen State College, Olympia WA

- Worked with group to plan Rachel Carson Forum event
- Set up rooms for conference speakers and attendees

- Worked with Evergreen staff to update event website

- Helped advertise event

ARWAE




~ Practice describing your

experiences!

Rachel Carson Forum Coordinator
Sept. 2018-April 2019
The Evergreen State College, Olympia WA

- Lead student organizer of 30t Annual Rachel Carson Forum for more
than 200 attendees

- Facilitated all logistics, including event set up, speaker recruitment,
and volunteer management

- Collaborated with Evergreen staff to provide accurate details on
event website

- Managed event promotion through flyering, social media, and in-
person announcements

. (102 '
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Aesistant Director, Master of Environmental Studies Program
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FROFESSIONAL EXPERIENCE
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Tips

1.

Keep a master resume with everything you have
accomplished in your academic and professional
career and update it regularly!

Always submit a tailored resume

Ask for resume feedback (with the job
description) before submitting it to ensure that
you are meeting the requirements and that
information is easy to find

Seek resume advice from folks working in the
industry you are trying to get into, it will be
different depending on the field or even
department

Always submit a PDF document, not a Word
doc.
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Factors

Knowing what
the hiring
manager 1s
looking for

outside of your control

Whether the Changes that the
employer has an company or
internal organization may
candidate in be undergoing at
mind the time of your

application



(Questions?

Averi Azar
averi.a.azar@evergreen.edu

360 742-8746

Kevin Francis

francisk@evergreen.edu

Thesis Workshop: Resumes
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- Exercise

Prompt:
In groups of 3, each person takes 2 minutes to share their resume and scroll
as necessary so that reviewers can see entire document. The author’s role is
to show rather than tell. Each reviewer should then take 1 minute to write
down answers to the following questions.

Questions for peer reviewers:

What field is this person in?

What career / position are they pursuing?

What are the top 2 things that you remember about this applicant?

Come together as a group and provide 10 minutes of feedback and the
resume checklist, on each resume - 30 minutes total!



SN

Resume Checklist

Is it well organized?

Can you easily find the minimum
qualifications for the job you are applying for
in your resume?

» Ifthe job requires proficiency in Microsoft office
products, list your proficiency on your resume

Does your resume highlight skills and
experiences that the job is asking for?

» Ifthejob requires you to offer customer service,
clearly illustrate your experiences in each role

Does the format/organization represent the
direction you want to go for your career or for
this job?

» List your most relevant experiences on the first
page for example

Thesis Workshop: Resumes
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