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Why is a 
resume/CV 
important?



Resume

ÂSummary of relevant information and 
qualifications 

ÂOne or two pages in length

ÂFocused on accomplishments

ÂAppropriate for and preferred in 
business and professional settings



Resume Sections
ÂContact 

Information
Â Objective/Summary

ÂEducation

ÂHonors and 
Achievements

ÂRelated Courses

ÂRelated Projects

ÂProfessional or 
Related Experience 

ÂOther Employment
Â Leadership Experience

ÂTechnical Skills 

ÂLanguage Skills

ÂActivities



Contact Information
Â Name

Â Address (optional)

Â Telephone number

Â Email (consider 
creating a separate 
email account for your 
job search)

JOB SEEKER

1234 Student Lane

Toledo, Ohio 43606

419.555.1234

job.seeker@utoledo.edu



Objective Statement

ÂOptional section for all job seekers, 
alternatives could be Summary or 
Qualifications section

ÂNot used for faculty or postdoctoral 
positions

Â If used, be sure to include at least two 
of the following itemsé



Objective Statements
ÂType of position/job function:

pharmacist, researcher, academic 
advisor 

ÂType of industry/organization: 

hospital, biotech industry, university

ÂKnowledge, experience, or skills

offered: Licensure in Pharmacy, 

technical skills, teaching & counseling



Education

ÂCurrent or most recent degree listed first

ÂInclude title of dissertation, advisorôs 
name, anticipated completion date

ÂNames of committee members--optional

Â If appropriate, include information about 
current status: ñCoursework completed, 
May 201x or ABDò



Education

The University of Toledo, Toledo, Ohio

Doctor of Philosophy candidate, Field, 

May 201X

Â Thesis title: "Climbing the anharmonic ladder of 
vibrational states in CO"

Â Research Advisor: Prof. Name

The University of Toledo, Toledo, Ohio

Bachelor of Science , Major, May 201X



Experience

Â Include all experience, including those relevant to 
your professional goals, including course projects, 
internships, volunteer positions, athletics, etc.é

Â Can divide into categories:

Â Employment History

Â Relevant or Professional Experience

Â Teaching Experience

Â Research Experience

Â Leadership Experience



Relevant Experience

Research Associate, Autism Center, Z College, City, ST                        2013-Present
ÅProvided individualized treatment to children with autism using behavior 
management techniques  
ÅManaged research projects, parent training programs, evaluation and assessment of      

clients and management, and training of therapists.

Consultant, International Child Development Center, City ST                    2010-2012
ÅDeveloped programming for a new school for children with autism
ÅTrained teachers, established classroom structure, and developed classroom
programming during a two -week site visit.

Program Supervisor, Pacific Child and Family Associates, City, ST    2008-20010
ÅDeveloped and managed behavioral programming for 8 children with autism
in both school and home settings
ÅDeveloped and conducted weekend trainings for therapists, supervised 20 

therapists, and designed and conducted parent education sessions.


