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One of the best-kept secrets.

Harvard & Stanford provide FREE resume, CV, and cover letter resources
(compiled list below):

1. Resume & cover letter guideline + templates (Harvard)

This document provides tips along with examples that show you how to write a resume & cover letter that will get noticed.
* Action verbs

* Resume tips

» Template examples, & more

m https://t.co/7uCrop4ftf
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RESUME TIPS

RESUME LANGUAGE SHOULD BE:

TOP

- Specific rather than general
« Active rather than passive
+ Written to express notimpress

1.
2.
3
4,
5.

5 RESUME MISTAKES:

Spelling and grammar errors

Missing email and phone information

Using passive language instead of “action”words
Not well organized, concise, or easy to skim

Not tailored to the position or industry

« Articulate rather than “flowery”
« Fact-based (quantify and qualify)
« Written for people who scan quickly

DON'T:
- Use personal pronouns (such as I)
« Abbreviate
« Use a narrative style
« Number or letter categories
« Use slang or colloquialisms
- Include a picture
- Include age or sex
« List references

DO:

+ Be consistent in format and content

+ Make it easy to read and follow, balancing white
space

« Use consistent spacing, bold, and capitalization
for emphasis

« List headings (such as Experience) in order of
importance

« Within headings, list information in reverse chron-
ological order (most recent first)

« Avoid information gaps such as a missing summer

+ Be sure that your formatting translated properly if

« Start each line with a date converted to a .pdf

PLAN TOWORK INTERNATIONALLY?

Resume guidelines can vary from country to country.

2. Resume & cover letter guideline (Stanford)

Recruiters spend just seconds scanning resumes, but this detailed guide will show you how to keep their attention.

m https://t.co/j93qUMaKHb
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MNews

i The average recruiter spends six to eight seconds scanning a resume. What do
Exsots you want your target audience’s key takeaway to be in that brief time?
Career Resources

Your resume is a marketing tool designed to communicate relevant experience and
accomplishments to your target audience. A resume is not a biography.

Job Search Resources
Executive Recruiters

Tailor your resume for different audiences, and highlight the information mest relevant to that
audience.

Interviewing
Job Boards

Linkedin

it Resume Guidelines
egotiating

« Header: Includes your name, email, phone number, and Linkedin URL. You do not need a
street address. Repeat your name on the header or footer of page 2.

Networking

Resumes & Cover
Letters « Summary: Communicates your core brand and competencies. Define what's unigue and
relevant to your target role. It often includes your years of experience and bullet points of

your key accomplishments or skills. Limit the summary to 4 lines plus bullet points.

Self-Assessment

Career Coaching

Experience: Highlights work experience in re e chronological order. If career changing,
consider organizing bullet points under functicnal categories (se 2 &), If your
company is well known, then no company description is required. If it is not well known
add a one-line description after the company name.

Career & Life

Transitions

Programs

Career Video Library « Additional Work Experience: Any experience older than 15-20 years ar not relevant for the
desired role should be listed in another se tled “Additional Work Experience.” In this
section, each job should list only the employer and the job title.

Contact

Alumni Education
experienced

« Education: Follows “Experience” section because we recommend that
i ad with their professional story, [f you are over 50, consider omitting

Volunteering
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3. Writing your first resume (Stanford)

It's hard to write an impactful resume when you don't have a lot of experience, but it's not impossible.

This resource shows you how.

m https://t.co/dsSPwripgT

Career mentorship, clinical and technology skills
Stanford | stanford Anesthesia Summer Institute
MEDICINE | pepartment of Anesthesialogy, Perioperative and Pain Medicine o 0 @

About Us Faculty Education Research Diversity Community Qg:}}:t{r& Patient Care

Writing your first cv or resume

APPLICATION GUIDE

Clinical Science, Technology
and Medicine Summer

Internship No one expects a
student to have a
€ Back to The Guide / lot of work
i experience.
Instead, share
your activities
and why you

chose them.”

ﬂ S
Applications Now Open By Armiy Price DPhil (Oxon) Amy Price, DPhil (Oxon)
Lo E Editor, The Mentor

Applications apen for the 2022 Clinical Your resume for this application only needs te be a short.oné page docu.me.nt
science, Technology and Medicine that showcases your interests and accomplishments. This will give application
Summer Internship program reviewers an idea of who you are and how your interests might grow and
change during the course, Sections that some high school resumes include:
Interests
Jobs ifyou have one
Extracurricular Activities
Volunteer work

Achievernents/Awards/Honors

Projects

4. CVs and Cover Letters (Harvard)

Grab some inspiration from this 30-page document packed with examples of great CVs and Cover Letters.

m https://t.co/CjZDngqUYOlI
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RESUMES AND COVER LETTERS

Action Verbs for your Resume

LEADERSHIP

Accomplished Achieved Administered Analyzed Assigned Attained Chaired ‘Consolidated
Contracted Coordinated  Delegated Developed Directed Earned Evaluated Executed
Handled Headed Impacted Improved Increased Led Mastered Orchestrated
Organized Oversaw Planned Predicted Prioritized Produced Proved Recommended
Regulated Reorganized  Reviewed Scheduled Spearheaded Strengthened  Supervised Surpassed

COMMUNICATION

Addressed Arbitrated Arranged Authored Collaborated Convinced Corresponded Delivered
Developed Directed Documented  Drafted Edited Energized Enlisted Formulated
Influenced Interpreted Lectured Liaised Mediated Moderated Negotiated Persuaded
Presented Promoted Publicized Reconciled Recruited Reported Rewrote Spoke
Suggested Synthesized  Translated Verbalized Wrote

RESEARCH

Clarified Collected Concluded Conducted Constructed Critiqued Derived Determined
Diagnosed Discoverad Evaluated Examined Extracted Formed Identified Inspected
Interpreted Interviewed Investigated Modeled Organized Resolved Reviewed Summarized
Surveyed Systematized  Tested

TECHNICAL

Assembled Built Calculated Computed Designed Devised Engineered Fabricated
Installed Maintained ~ Operated Optimized Overhauled Programmed Remodeled Repaired
Solved Standardized Streamlined  Upgraded

If you enjoyed this thread, don't forget to like, comment, and retweet the first tweet.

| simplify programming and getting into techm

Follow @NikkiSiapno for more threads like this. https://t.co/wgxR5MuH4U

One of the best-kept secrets.

Harvard & Stanford provide FREE resume, CV, and cover letter resources (compiled list below):

— Nikki Siapno (@NikkiSiapno) January 31, 2023
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