
Résumé Writing



Workshop Outcomes

 Use the ‘SAVE’ Model to identify skills relevant to the job

 Adapt your résumé based on a specific posting

 Develop a master cover letter



Using the ‘SAVE’ Model to Apply for a Job

SKILLS

 What skills does the job require? Which ones do you have? How have you 
used them in the past? How can you use them in this job?

ATTITUDE

 What is your work ethic and how does it relate to the job?

VALUES

 What are the organization’s values? Are they consistent with yours?

EXPERIENCE AND EDUCATION

 What experience and/or education do you have and how does it apply 
to the job?



Résumés

Chronological résumé Functional résumé



Types of Résumés: Chronological

 Chronological
Most popular format and 

employers generally prefer it
Lists work history in order 

from most recent
Emphasizes previous 

experience and the skills 
gained



Types of Résumés: Functional

 Functional
Emphasizes skills and experience, 

rather than work history
Lists skills relevant to the position, 

followed by work history
 Ideal for people in the midst of 

career transition or with gaps in 
their employment history



Types of Résumés: Combination

 Combination résumés highlight skills and 
accomplishments while downplaying job 
titles, past employers, and time spent at a job

 These résumés are best for mid-career 
professionals and people with long work 
histories

 Combination résumés (aka hybrid résumés) 
combine aspects of chronological and 
functional résumés



Writing a Résumé

 Résumés highlight knowledge, skills, and experience
 Résumés must be accurate and should include:
 Name, address, phone number, email
 Career objective (i.e. To obtain a position as a…)
 Highlights of Qualifications (also known as Summary of Skills)
 Work History (also known as Professional History)
 Education (High School, College, and/or University)

 Résumés should not be more than two pages
 Include three to five bullet points per heading



Writing a Cover Letter

 Review the job posting and identify the three most 
important requirements (e.g. analytical, 
interpersonal, and project management skills)

 Describe when (duration), where, and how you’ve 
demonstrated these skills, with examples if possible

 Begin each paragraph with a clear topic sentence
 I have managed staff teams within an institution; across 

research consortia and have collaborated in national and 
international research teams.

 Paragraphs should be three to four sentences long



Thank you for your time and best of luck!


