
This presentation is for technical majors seeking technical degrees.  

Other fields?  Hiring practices differ, so the content and format may differ from the advice 
in this presentation.
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This document will represent you when you are not present. 
It is successful when you get an interview and when potential hiring managers are 
impressed by it.
This is marketing YOU as the solution to some organization’s talent gap.  

A résumé is to be considered YOUR marketing flyer.  It should tell the reader (hiring leader) 
why YOU are qualified for a specific job.  Think about the hiring leader for just one 
moment.  The hiring leader spent time and effort writing out just the right job description 
for the person they need on the team.  They spent time thinking about what is important 
to them.  You now need to show the reader why you are the right candidate for the job. 

Many hiring leaders will put a poorly written résumé in the NO pile simply because it looks 
terrible or is hard to read.  They think about the future and the type of documentation you 
will provide as deliverables at work.  They don’t want to have to hand hold you to 
document projects correctly.  Your résumé shouts volumes about what your project 
documentation will look like in the future. 
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Every year we look at best practices in developing a technical résumé .  
Some of the basics will never change, such as the need to use correct grammar, spelling, 
format, and punctuation.  Your résumé  needs to be easy to read and it needs to look 
professional:  organized and clear.  It should include the skills the reader (hiring leader) is 
seeking and has listed in the job description. 

In most cases, for students, it should be 1 page in length.  The exceptions are if you are a 
PhD student, if you have held several jobs  (~10 years of relevant jobs), or if you have been 
involved in research which has been published in several places.    
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This order is developed by direction from recruiters and managers at key companies who recruit 
engineers and technical professional from the ASU Fulton Schools of Engineering.  

Students sometimes want to “look different”.  Company reps are very clear:  “Use the standard 
format – make it easy for us to find the information about you which makes you the right candidate 
with the best skills and experience”.  

Do not include photographs, tables, motifs, or any artwork on the resume.  Managers want to see a 
simple resume, and evidence of “relevant work”.  If they are interested, they will then look for your 
portfolio to see your creative work.
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Don’t need labels like Cell, Phone, Email.  No icons (example:  a telephone) – unclear how 
company systems may “read” those items.

You do not need your personal address here – for your identity control and your personal 
safety, you may omit and should have at least one version of your resume that does not 
have that information.  This is the version that you post to public websites.

Street address may be required for some positions (showing that you are a local candidate, 
or live in a certain area).  In that case, have a version with that information. 
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Summary is not required – it is professional looking, and can make a good first impression, 
but it is not required.

This summary is the basis of your answer to the question, “Why you?”

Use a SUMMARY, not an OBJECTIVE.   An objective typically tells the company about your 
goals.  Companies do not care about your goals and they know the job you applied for.   
They are concerned about finding the candidates that have the best fit for the job.  Write a 
new summary (and new résumé) for every type of job you apply for, IF the jobs are 
different.  

This summary should show that what you want is what they want. Don’t say you want to 
work in the medical field using your radiography skills in a résumé for an aerospace 
company that is seeking a structural design engineer with composite knowledge. Include 
the type of engineer you are, and how many years of experience you have (if you have paid 
work experience).  Identify what industry you are interested in and what do you specialize 
in. Include the relative core competencies they are looking for – IF YOU have those skills.  
Don’t include the skill that you will be learning next semester.  Hiring leaders get frustrated 
when they ask you about something in your résumé and you really can not talk about it.  
They will think . . . What else is this person misleading me on?
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Some job descriptions are looking for a particular level of student (ie, “junior”).

Avoid statements including “self-assessment”:  hard-working, energetic, …
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If there is a difference between your cumulative GPA and xxx GPA, you can put the one you 
think is most relevant, but note is as CUM GPA or Major GPA.  AS LONG AS you know this 
GPA will show up on your transcripts.  

At an employer panel in December 2018, the employers stated that your GPA should not be 
on your resume if it is below 3.0.  They also stated that they will immediately ask you about 
your GPA if they do not see it listed.  Be prepared to explain a low GPA.  If you worked 30+ 
hrs/week to pay for your education, and the hours that you worked affected your grades in 
particular classes, tell the representative that information:  did you selectively focus on 
particular classes to do well, and others to “let go”?  In another case, perhaps you had a 
significant personal issue.  Be prepared to show that you overcame that:  for example, your 
grades were low in semester --, but you were on the dean’s list during the most recent two 
semesters.

Relevant coursework:  don’t put every class, and don’t take up space listing classes that are 
expected for any student with your degree.  Exceptions:  as an undergrad, some job 
descriptions clearly call out that they don’t want to consider you until you have taken 
particular coursework. Example:  Computer Science job that requires you to have taken 
Data Structures.  In this case, you should be sure that you list this course.  

If you are a graduate, make this “Relevant Coursework” very specific.  Example, if you are a 
BSEE, do not list “Circuits I”.  A reviewer can assume that you have had that basic 
coursework in order to graduate with the EE degree.
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Do I list all my merit scholarships?  No, not in this case.  Your GPA is already telling the story 
that you are a top student.  If you were selected for a major award, you may put it here:  
again, consider your message.

BE SURE to list your graduation date.  This information is critical to employers and the 
automated systems that are used for resume scans.

You do not need to list every school you attended.  For example, if you have credits from 
several community colleges, you do not need to list those on your résumé (you may need 
to put these on your formal application to some companies).
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Direct quote from Google:  “We want to see quality, not quantity, of skills, and only care 
about the skills we use at Google.”
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Group the skills – most important category first

Order:  your strongest skills first, or most relevant to this job

Link is to video:  “Keyword Search Matters”:  

Keyword Search Matters
https://www.careerspots.com/secure/videoPlayer.aspx?key=T28d4YrHvEmLvs6Hgz5QoQ2

Other videos from Career Spots:

Make Your Resume POP
https://www.careerspots.com/secure/videoPlayer.aspx?key=BsnV57pZsO92q6A1MVbjHQ2
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Make the “awesomeness” come  out.
Don’t be afraid to use industry-standard wording and abbreviations here.

When writing your Professional Experience or Academic Experience section, it is a balance 
between including too much information and not enough information.  If you are building a 
generic résumé, this can be very difficult to do because you don’t know what to include or 
exclude.  If you are writing a résumé for a specific job, use the job qualifications to help 
guide you.  

You need to convey to the reader you have an understanding of the skills, concepts and 
tools they want the candidate to have.  You need to include these in your résumé.  Don’t 
assume the reader will be able to confer that because you had a statistics class that you 
understand Design of Experiments and Analysis of Variance.  If those are the skills the 
hiring leader is looking for and you have that skill, then put it in the résumé.  

Back up your summary of skills by using examples later in the résumé in a Projects and/or 
Work Experience section.  If you can show results and better yet quantify them, then 
include those as well.  

There is such a thing as too much information.  If your résumé is crammed, it will be hard 
to read.
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The format for the “Professional Experience” section differs, depending on the roles you 
have had.

If your experiences are internships: use a format that shows the projects you worked on, 
highlighting the skills you applied and the results achieved.  

If you have more professional experience: use a different format to capture the role and 
your accomplishments within that role, including skills applied and results achieved.  

Compare the responsibilities of a 10-12 week position with two years in a role here.  

The development engineer job shows the overall role and scope, and the bullets describe  
technical knowledge, leadership, and continuous improvement accomplishments and 
shows specific details to describe scope of accomplishments.
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This section is another opportunity to answer the question, “What experience do you have 
applying your skills?”  
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This section should be short and simple.  
Can add # of hours worked per week in order to convey the balance of work and school 
(prioritization) or to support a message that a heavy workload interfered with your ability 
to be a top performer in all of your classes. 
Show as xx hrs/wk or as a range, such as 10-40 hrs/wk.
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What’s the message here?  Initiative (to get this job), work ethic (long duration, plus 
awards for perfect attendance).  
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Be purposeful with the activities that you show.  
Special attention should be given to the message you are conveying: is your fraternity role a 
significant leadership activity?  
Do not show activities where you were a “member”, unless you have a specific message 
regarding this organization.  Example:  you are part of an organization so that you can 
attend and learn more about a new technique that is emerging.
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Shows engagement in profession, commitment as a student and young professional, 
leadership, results
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You can add presentations and other samples of your work (such as portfolio items) to your 
LinkedIn profile.
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If your résumé makes it through the 1st screen and gets to the hiring leader and if your 
résumé makes it through the 2nd screen, the quick glance, it will then be read in greater 
detail.   You want the reader to understand you are really interested in THIS JOB, not just 
any job.  You want the reader to understand you know exactly what he/she is looking for 
and that you have those qualifications.  

New graduates or students seeking internships,  are competing with 200 – 300 or more 
applicants for the same positions.   Given those odds, do you really want to use a generic 
résumé?  

If you lack professional experience, use your academic projects+student activities+part-
time jobs to show off transferable skills for the job you want. For example, participation in 
a serious, large-scale, competitive academic project (where you developed a class or 
activity project into a competition-level demonstration) + leadership in a student activity 
(professional or other, where you show initiative and ability to lead) + any job 
(demonstrating work ethic and commitment) can be used to demonstrate the same skills 
as a professional internship.

PhDs need to think about their research.  The goal is to describe your work as if it was a X 
year job, where you performed multiple roles in order to advance the research in the 
organization.  Here’s an example (source:  www.jobhero.com):

Graduate Research Engineer
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Managed a diverse team of 5 engineers, including chemical, mechanical, and biomedical 
engineers, and successfully developed a vascular graft biomaterial under a USD $1.8M 
research grant

Managed engineering project to construct a bioreactor with controllable oxygen gradients 
(using PLC software) leading to 300% increased cell migration distances into bioscaffolds in 
comparison to historical standards

Invented organic biomaterial that induces capillary formation in biomaterials at a cost of only 
10% of conventional materials (US patent pending)

Validated vascular graft material processing efficiency

Assisted starting up a $750K state-of-the-art analytical science and engineering research lab 
in four months

Created and implemented lab SOPs, purchased instruments, and ensured proper lab function 
and organization
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Here are some notes
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Yes, the format of your résumé  really does matter.  
Use a standard, easy to read font.  If you Google this topic you will find that there are  a few 
standard fonts that are recommended.  They are recommended for a reason.  They are easy on the 
eyes.  They are easy to read.  A computer program can scan them.

Always put Month Year for your graduation dates and employment dates.   The hiring leader will 
actually count the number of months / years you were in a job.  If you only use years, they can’t tell 
if you were there 2 months or 23 months.  You don’t need to include the start date of college, just 
the graduation date.  If your graduation date is in the future, put the word “expected” in front of it.  
This tells the reader at a glance it is in the future.  

Use borders, not lines.  Top or bottom border works well to dissect sections. 

We suggest limiting use of these items because sometimes when your résumé is downloaded into a 
database, the format codes associated with these items are downloaded too and can sometimes 
jumble up the information in the fields.  Especially an entire page border.  It looks great when you 
had your résumé at a career fair, but can cause problems when your résumé is downloaded.  Verify 
your résumé format by uploading in to a PDF file.  Does it look right / perfect?  

You might be a strong candidate for the position.  You might have every skill or qualification they 
are looking for.  If in the final selection comes down to you and 1 other person, but that person can 
create a document (résumé) that is much easier to read, more succinct, includes all the relevant 
information that helps a leader make a decision, they may make their selection on how well you 
can write and represent information.  
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What’s this telling you?  You need to be CLEAR – so that a reader can find relevant 
information quickly and make a decision about you.

Do not use a complicated format.  Company representatives want to see your qualifications 
– using a simple format allows that information to stand out quickly to the reader.

Most companies will use applicant tracking systems which will scan résumé information 
and download it into a database.  It looks for keywords or phrases that are identified by the 
company / leader.  Items such as years of experience, degree, tools, skills, etc.  It then 
grades, ranks and screens the résumés so the HR rep or recruiter can review the résumés in 
order of most relevant first.  

SCANNING HINTS:  
If you use PDF images, columns and obscure fonts – the scanner may not be able to read it
Paragraphs are generally harder to read than bullet points
Abbreviations:  Only use abbreviations that are widely used in the industry:  for example, 
those found in the job description itself.  If it is spelled out in the job description, spell it 
out in your résumé. You could spell it and then abbreviate it, like Computational Fluid 
Dynamics (CFD).

HIRING LEADER Review:
The first look at your résumé by the hiring leader is about 10 – 12 seconds.  If the top of 
your résumé looks good, if your skills match what they are looking for, they may read the 

26



rest of your résumé.  

26



Very typical question from applicants.  So, this is one answer and gives a framework for the 
sequence and content.

Good place to start – check job descriptions.  Some organizations do not put a full set of 
qualifications in the job description, but you can get a good start by looking at similar jobs…  
Looking at several job descriptions for positions as a manufacturing engineer at different companies 
in the same industry will give you a good idea on the general requirements, even if all those 
companies do not describe all of those requirements.
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Show your experience as if you were working in industry, emphasizing timely completion of 
work and participation in results-oriented teams.
The goal is to describe your work as if it was a X year job, where you performed multiple 
roles in order to advance the research in the organization.  Here’s an example (source:  
www.jobhero.com):

Graduate Research Engineer

Managed a diverse team of 5 engineers, including chemical, mechanical, and biomedical 
engineers, and successfully developed a vascular graft biomaterial under a USD $1.8M 
research grant:

-Managed engineering project to construct a bioreactor with controllable oxygen gradients 
(using PLC software) leading to 300% increased cell migration distances into bioscaffolds in 
comparison to historical standards

Invented organic biomaterial that induces capillary formation in biomaterials at a cost of 
only 10% of conventional materials (US patent pending)

-Validated vascular graft material processing efficiency

-Assisted starting up a $750K state-of-the-art analytical science and engineering research 
lab in four months

-Created and implemented lab SOPs, purchased instruments, and ensured proper lab 
function and organization
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Show that you can lead, can get complex work done to deadlines, and that you can work 
with others.  
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This job description covers this page and the next page (Qualifications and Preferred). It 
clearly calls out what the employer wants to see.  Consider these bullets to be “questions” 
– what answer does your resume provide to each “question”?
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Second part of the job description from the previous page.  

40



Another example of a very detailed job description.  Your resume should contain the 
specific words used by the employer in the job description.
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This is a very vague job description that provides very few details.  To construct your 
resume, your best approach is to look at job descriptions in similar companies (same 
industry as this one), and note what is requested.  

There are a few keys here.  

• “Demonstrated academic excellence”:  how do you show that on your resume?

• “…getting results, champion change, foster teamwork, effective communicator…”:  does 
your resume show experience doing any/some/all of these?
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This example is from an actual student profile – this student was hired into the desired 
industry and role.  It’s not a perfect example, but is validated by the fact that the student 
achieved the desired position.  

Note, you are not required to post your resume.  If you choose to do so, keep any personal 
information off of the resume, and recognize that any information on the resume can be 
copied by others.  Do not put your personal address on this resume.  Consider carefully if 
you want to have your phone number on this resume.  
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