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Example #1

Introduction

A U.S.-style résumé is typically a document that presents critical and relevant information to the reader or external audience. For 

current graduate students or recent alumni, a U.S. résumé is typically a one to two-page document that highlights educational 

background, experience, accomplishments, skills, and knowledge. The length varies from one to two pages depending on the 

industry and depth of one's experience. Knowledge of content expectations within your field is critical. Your résumé is the most 

important document in marketing yourself professionally with a singular goal of getting you an interview.

Content sections and order vary for each individual and within industry expectations. There are many "right ways" to 

organize one’s résumé content. Personalize your experience and skillset to the position, department, or organization to which 

you are applying. Prioritize your most recent and relevant skills, abilities, and experiences on your résumé. The order of content 

sections will vary depending on the type of position to which you apply and which content you seek to feature first.  

Tailor each résumé to suit the application. As space on your résumé permits, choose which specific content to add based on the 

relevancy to the job position to which you are applying. If you have several publications, presentations, awards, grants, etc. you 

will need to select some but not list all. 

Potential Content Sections

Potential Content Sections (not limited to these):

Name & Contact Information

Your name and contact information appear at the top of your résumé and should be bold and a slightly larger font than the rest of 

the information in your résumé. It does not include a section heading. Your résumé should simply begin with your name. 

Typically, your name resides on its own line. The rest of your contact information can be on as few lines as you would like. You 

can decide how many lines you are going to dedicate to your contact information. 

 

Provide only one email, phone, and address. Adding residential city/town and zip code is optional. If applying outside of the state 

in which you currently reside, you can choose to omit an address. Adding a LinkedIn (URL) address is optional.

 

The following are only two of many ways that you can choose to organize your contact information.

 

Name & Contact Information 

Qualifications (when applying to a specific opportunity) 

Education 

Relevant Experience (this can include professional work/internships, research, publications, 

presentations, etc.) 

Optional Sections (these can include community involvement, leadership, co-curricular 

activities, professional memberships, etc.) 

Skills 

Example #1

Jonathan Husky  

(860) 555-5555

Jonathan.Husky@uconn.edu 

Storrs, CT 

linkedin.com/in/jonathanhusky

Example #2

Jonathan Husky

Jonathan.Husky@uconn.edu | (860)555-5555 | Storrs, CT 



 

Qualifications

Articulate your most relevant strengths and accomplishments useful to the employer. In 3-4 bullet point statements, highlight 

your years of experience, expertise, transferable skills, and proficiencies. Utilize keywords from the job or internship description 

and relevant to the industry to which you are applying.

Example #1

Example #2

5 years of experience informing public policy and community development practice through applied research and 

analysis 

Expertise in engaging with external stakeholders to solve problems 

Proficient in monitoring and analyzing policy research and studies impacting the future of economic rights 

Programming knowledge in R and Python

6 years of research experience in polymer chemistry and material science  

Design and produce lab-scale tools for desalination/filtration research projects  

Conduct synthesis, characterization, and property optimization of various polymer-graphene nanocomposites

Strong cross-functional team communication skills with industry collaborators

Include all college/university education in this section. Organization within this section is by each institution in order of most recent 

to least recent attended. Certifications that are required in, or essential to, your field of study should also appear in this section. 

Education

Ph.D. Candidate, Comparative Politics, Department of Political Science                                                                                May 20XX 

University of Connecticut, Storrs, CT    

It is optional to add a dissertation title or description. Think about whether it is relevant to the position to which you apply. 

 

M.A., Political Science, Department of Political Science                                                                                                      August 20XX 

California State University, Long Beach, CA 

 

B.Sc., Economics                                                                                                                                                                           May 20XX 

St. Xavier’s College, Kolkata, India  



Examples

University of Connecticut, Department of Political Science, Storrs, CT, May 20XX – 2023 

Research Assistant 

Research Focus: One sentence description of research  

Performed qualitative research on voting behavior of residents of Vernon, CT between the ages of 19-35, 

included using LexisNexis and compiling results into Excel spreadsheet  

Trained 5 callers and conducted phone-based public opinion polls regarding political party affiliations and 

voting habits  

Recorded and transcribed content of all polls and produced data overview and visualizations to be included 

in book chapter 

University of Connecticut, Department of Political Science, Storrs, CT, Sept. 20XX – May 20XX

Instructor, Sept. 2018 – May 2019 

Title of course (no course number) / Semester(s) and year(s) taught 

Title of course (no course number) / Semester(s) and year(s) taught 

Teaching Assistant, Sept. 2014 – May 2018 

Title of course (no course numbers) / Semester(s) and year(s) taught 

Title of course (no course numbers) / Semester(s) and year(s) taught 

Fund for Public Interest, Hartford, CT, Jun. 20XX – Aug. 20XX 

Field Manager 

Educated citizens on pressing environmental issues by engaging in conversation at shopping malls, generating 

support on state and national petitions. 

Recruited, trained, and managed a team of 6 canvassers, exceeding weekly fundraising goals by 22%.   

Note: You may choose to have separate sections for Professional Experience, Research Experience, and Teaching 

Experience, and many other sections. Next, you will find options for separating these sections from the Relevant 

Experience section. 

Note: you could also choose to add bullet point statements to feature some of your transferable skills. 

Relevant Experience

Relevant Experience can be a section heading on your résumé to feature your relevant skills and accomplishments for an 

opportunity to which you are applying. 

CVs are multi-page documents, and it is often a challenge to reduce skills and accomplishments down to the 1-2 pages that are 

most common for a résumé. As a graduate student, you may have attained your skills, accomplishments, and knowledge during 

a professional job, volunteering, while serving as a teaching assistant or as a research assistant. You can also choose to create 

individual sections for similar types of experiences such as "Professional Experience,” “Research Experience,” and “Teaching 

Experience".   

Note: Organize the content in your sections from most recent to least recent.



Professional Experience

Example

MD Anderson Cancer Center, University of Texas, Biostatistics Department, Houston, TX,                             May 20XX-August 20XX 

Biostatistician  

 

Collaborated with two statisticians in developing the statistical analysis plan for three cancer clinical trials.  

Performed statistical analyses including survival analysis, linear regression analysis, and statistical 

modeling of clinical trials and observational studies using SAS and R.  

Prepared the statistical section in three peer-reviewed medical manuscripts and presented methods to 

principal investigators regularly. 

You can feature research experience on a résumé in many different ways. 

Research Experience

Example #1

Include university name, department name, title, and research topic. 

 

University of Connecticut, Department of Political Science                                              May 20XX- May 20XX 

Research Assistant 

Research Topic: One sentence description of research 

Note: Leave off advisor name and PI, unless known entity to the company (such as a well-known industry collaboration) 

Example #2

Include university name, department name, title, and research topic, plus a list of bullet-point statements that highlight what you 

have done relevant to the work you will be doing in the future.   

University of Connecticut, Pharmaceutical Sciences, Storrs, CT                          20XX - 20XX

Dissertation Research/Research Assistant                                                                                                    

Topic: Bulk Freeze-Thaw Process and its Impact on Protein Stability  

If your professional experience is not relevant to the position you are applying for, you may opt to move this sections lower on your 

résumé.

Applied a DoE approach to investigate the effect of freeze-and-thawing (F/T) process parameters on 

the concentration, native conformation, enzymatic activity, and sub visible particle formation of a 

model protein.  

You will notice that different parts of each entry are in bold. This is because the individual is choosing to emphasize the university 

in Example 1 and their research topic in Example 2. 



You can feature teaching experience on a résumé and CV in many different ways. In the CV to résumé conversion example in this 

Guide, you will notice that the CV features teaching positions and the course titles. Highlight what you have done relelvant to the 

work you will be doing.

Teaching Experience

Example #1

Include university name, department, title, and course taught. This is a common option when teaching or training is not part of 

the job.  

University of Connecticut, Department of Kinesiology, Storrs, CT                                            Sept. 20XX- May 20XX 

Instructor

Title of course (no course number) / Semester(s) and year(s) taught 

Example #2

Include university name, department, title and course taught, plus a bullet point demonstrating your responsibilities, skills, or 

knowledge that would be transferrable to the position. 

 

University of Connecticut, Department of Sociology, Storrs, CT                                                               September 20XX – May 20XX 

Instructor of Record 

Title of Course (not #) 

Designed curriculum for upper-division courses to engage students in critical conversations about social inequity.

Facilitated online course, developing and managing the course site via Blackboard. 

Publications

Out of all your publications, select a few (space permitting) that are most relevant to the kind of work you are seeking. There are 

multiple strategies to feature your publications on your résumé. It is important to think about what you want to convey to the 

employer.

Option #1

Provide an overview of the number of articles you have written and in which publication(s). This will highlight for employers the 

significance of the journals in which you have published articles.

 

     Published articles in 10 peer-reviewed journals including...

Option #2

Provide an overview of the number of articles you have written and the topic written about. This will highlight for employers the 

significance of the topics you have written.

 

     Published articles in 10 peer-reviewed journals including X and Y, and on the topics of A, B, and C.

Option #3

Choose a few publications and list using citation format consistent with your field of study. Identify that you are featuring 3 out 

of 9. This will demonstrate that you have written nine publications and that you are choosing to share three of them in this 

résumé.



Out of all of your presentations, select a few (space permitting) that are most relevant to the kind of work you are seeking. These 

may include Invited Talks, Selected Poster Presentations, etc.  

Presentations

Option #1

Provide an overview of the conferences at which you have delivered presentations. This will highlight for employers the types 

of conferences at which you have presented. 

  Presented at three international conferences including the International Society for …, Association of Applied …, and 

Symposium on … 

Option #2

List the number of conferences you have presented at and the topics presented at the conferences.  This will convey the 

topics that may be relevant to an employer.

 

  Presented at three international conferences on the following topics… 

Option #3

Choose a few presentations and list using citation format consistent with your field of study. Identify that you are featuring 2 out 

of 5. This will emphasize how many presentations you have presented, where you presented, and the topics.

Leadership/Co-Curricular Involvement

You can determine if you wish to list your leadership involvement or also add bullet point statements to describe your role and 

accomplishments. Many times the leadership section includes experiences where you can feature skills that are not reflected in 

other areas of your résumé. Not everyone has a leadership section.

 

 

Treasurer, Graduate Student Senate, University of Connecticut, Storrs, CT                                                        August 20XX - May 20XX 

(Consider adding bullet point statements)

 

Programming Chair, Department of History, University of Connecticut, Storrs, CT                                     September 20XX - May 20XX

(Consider adding bullet point statements)



Skills Option #1:

Professional Membership or Affiliations

It is sufficient to identify the name of the organization in which you are a member and the duration of your membership. If you 

have held a leadership role within the professional society, you have the option of entering that in a leadership section or 

including the title of your role, perhaps with bullet point statements in the professional membership section.    

Graduate Student Committee-Statistics, Treasurer                                                                                        September 20XX-Present  

American Statistical Association, Member                                                                                                      September 20XX-Present

Honors/Awards/Fellowships/Grants

If you have received honors/awards/fellowships/grants throughout your education, you may consider listing a few as space 

permits. Title this résumé section based on the content you include. It is optional to put the dollar amount and for what the 

fellowship or award was designated or recognized.     

Travel Award, Department of Statistics, University of Connecticut, Storrs, CT                                                                 January 20XX   

(Awarded for presentation travel to a national conference)     

Graduate Student Senate Service Scholarship Award, University of Connecticut, Storrs, CT                                                      20XX

Skills

Choose and list skills that are relevant and important to the experience to which you are applying. Consider creating category 

headings of skills within this section.     

Software: Strata, Microsoft Office (Word, Excel, PowerPoint)  

Programming: Python and R  

Language: Mandarin  

Laboratory: High vacuum anionic polymerization



Bullet Point Statements

If listing bullet point statements within an entry determine the order in which you would like them to appear, knowing 

that the reader is reviewing your document from top to bottom with the first few bullet point statements of each entry 

receiving the most attention. 

Decide if you are going to use periods at the end of bullet point statements or not and be consistent throughout the 

document. 

When writing a bullet point statement use past tense action verbs for experiences occurring in the past and present 

tense to describe current roles and accomplishments.  

Do You Need Extra Help Writing Your Bullet Point Statements?

Bullet point statements are one to two lines that articulate some combination of your accomplishments, skills, and knowledge. 

They typically begin with an action verb and do not contain personal pronouns. They continue with context and results. To get 

started writing a bullet point statement ask yourself the following:

 

What did I do?

How did I do it?

Why did I do it? / What was the result or outcome?

 

 

 

Example #1

Developed and managed two data collection systems, determining appropriate statistical methods, and provided 

analysis plan to three researchers for two diagnostic trials on new flu vaccine.  

Developed and managed two data collection systems, determining appropriate statistical methods.  

Developed and managed data collection systems.

Best:

 

 

Better:

 

Poor:

 

 

 

Example #2

Taught historical and contemporary issues relating to civil rights and social justice, spanning the 1890s to the 

present, incorporating a flipped classroom debate model and weekly journaling activities about current news 

topics.

 
Taught historical and contemporary issues relating to civil rights and social justice, spanning the 1890s to present.

Developed and managed data collection systems.

 
Taught historical and contemporary issues relating to civil rights and social justice.

Best:

 

 

 

Better:

 

 

Poor:

 

 

 

Example #2

Gathered qualitative data from interviews with 200 previously concussed student-athletes at 22 high schools to 

pilot a new point-of-care technology designed to reduce head and neck trauma.

Performed field research and gathered qualitative data from concussed student-athletes.

Performed field research.

Best:

 

 

Better:

 

Poor:



Skills Option #2:

Formatting & ATS

Graduate student résumés are typically 1-2 pages. Individuals pursuing a Ph.D. typically develop a 2-page résumé when not 

using a CV.  

 

Applicant tracking systems (ATS) are software applications utilized by nearly every employer to manage job application 

materials from the time of upload into the system to the hiring of a candidate. The software has filters that allow employers to 

set what they are looking for in an applicant by searching for keywords, skills, experience, location of the applicant, etc. in an 

applicant's uploaded materials (résumé/CV and cover letter). An employer may choose to let the ATS select the candidates 

best matched to the position with little input from a human being. For each job or internship posting, revise your résumé to 

include keywords from the posting description

 

If you are applying for a job outside of the United States, you will need to check the expectations for personal information to 

be included on the résumé. Content and format vary by country.

FORMATTING RECOMMENDATIONS FORMATS TO AVOID

Common Bullet Point Icons Templates

Common Headings: Experience, Skills, Education, etc. Graphics/Tables

Abbreviations & acronyms, but spell out too: Example 

Certi�ed Financial Planner (CFP)

Headers/Footers

Be consistent in your formatting. If you have months identi�ed 

in one section, adopt that approach throughout your document. 

If you are using bold or italics for the titles of your roles keep 

that consistent from top to bottom. Choose whether you will use 

a period at the end of your bullet point statement.

Columns

Reverse chronological order for information (most recent to 

least recent)

Personal information: marital status, 

age, weight, religion, etc.

Web-safe fonts: Times New Roman, Calibri, Arial, Georgia, 

Courier, Garamond. 

Size font: 11 or 12 pt. and section headings can be slighty larger

Pronouns

Margins: Ideally equal margins around all four sides .5 inch 

minimum and 1.0-inch maximum

Borders



Skills Option #2:

Transferable Skills & Career Ready Competencies

Transferable skills and NACE career readiness competencies are abilities, attributes, and personal qualities obtained during 

your study and experiences that you can use across career sectors and roles. Graduate students gain skills during their 

academic careers through research, presentations, teaching, etc. The key is to articulate these skills on your résumé and cover 

letter to demonstrate to a potential employer how these skills transfer to the workplace and position to which you are 

applying.

Career & Self 

Development

Proactively develop oneself and one’s career through continual personal and professional learning, 

awareness of one’s strengths and weaknesses, navigation of career opportunities, and networking to 

build relationships within and without one’s organization.

Communication

Clearly and effectively exchange information, ideas, facts, and perspectives with persons inside and 

outside of an organization.

Critical 

Thinking

Identify and respond to needs based upon an understanding of situational context and logical 

analysis of relevant information.

Equity & 

Inclusion

Demonstrate the awareness, attitude, knowledge, and skills required to equitably engage and include 

people from different local and global cultures. Engage in anti-racist practices that actively challenge 

the systems, structures, and policies of racism.

Leadership Recognize and capitalize on personal and team strengths to achieve organizational goals.

Professionalism

Teamwork

Technology

Knowing work environments differ greatly, understand and demonstrate effective work habits, and 

act in the interest of the larger community and workplace.

Build and maintain collaborative relationships to work effectively toward common goals, while 

appreciating diverse viewpoints and shared responsibilities.

Understand and leverage technologies ethically to enhance efficiencies, complete tasks, and 

accomplish goals.



Some employers may consider additional competencies as being essential for career 

readiness. They may include, but not be limited to:

PROJECT MANAGEMENT

Identify and set goals and integrate team members when appropriate.

Create timelines and prioritize tasks.

The individual can manage a project from beginning to end.  

Maintain �exibility and address unexpected problems.

ANALYTICAL SKILLS

Sorting, analyzing, and applying mathematics to numbers and other data.  

The individual can comprehend large amounts of information and interpret what is relevant. 

Compile, analyze, evaluate and summarize quantitative and/or qualitative data. 

RESEARCH

Identify sources of information to solve problems and convey search results. 

The individual can conduct research – approaches may include qualitative, quantitative, and/or 

mixed-method research.  



Skills Option #2:

This is a sample activity, you can create your own list of skills

Which skills have you

demonstrated?

In which experiences have you

developed/applied this skill?

Through what activities/duties,

actions, or achievements can you

show this skill?

What was the purpose or

outcome of using this skill?

Administrative

   

Analytical

   

Creative

   

Critical Thinking

   

Customer Service

   

Interpersonal

   

Leadership

   

Organizational

   

Persuasion

   

Problem-Solving

   

Project Management

   

Quantitative

   

Research

   

Teaching

   

Time Management

   

Verbal Communication

   

Written Communication

   

Identifying And Articulating Your Transferable Skills & Career Readiness Competencies   

Job and internship postings typically list skills necessary for the position. Make a list of the skills you possess. Determine where 

you have used those skills. Include these skills on your résumé whenever possible.  

 

During your experiences (professional, research, teaching, and volunteer) you have developed skills and competencies along the 

way.  Choose which you want to highlight on your résumé based on the position to which you are applying.  

 

Consider using a spreadsheet to track which skills and competencies you possess, where you used them, and where they might 

appear on your résumé. 



Skills Option #2:

Résumé vs CV

Utilize a résumé when applying for a specific career beyond academia. A CV focuses on all of your academic accomplishments, 

where a résumé focuses on skills that are relevant to the position a candidate is seeking. Use the job description to determine 

the skills and qualifications an employer seeks. Think strategically; ask yourself which section is most relevant to the current 

opportunity. Consider what aspects you would like to feature. Be selective to reduce the number of sections and pages down to 

two for a résumé. 

Résumé CV

Purpose Positions beyond academia.

Academic position in teaching and/or research, and 

sometimes industry research positions.

General 

Description

Focus on featuring professional and 

educational experiences, and skills.

Flexible detailed expansive document highlighting 

academic achievements and include teaching, 

research, and service.

Length

1-2 pages focused, condensed, relevant, and 

more recent content tailored to a speci�c 

position or opportunity 

Multi-page document, detailed, any length necessary 

to convey the wide scope of content 

Content

Quali�cations 

Education 

Research 

Teaching 

Professional Experience 

Skills 

Other sections as space permits

Résumé Content Plus Optional Sections: 

Teaching 

Research 

Publications 

Conference Presentations 

Exhibits 

Service 

Patents 

Awards/Honors/Grants 

Academic Accomplishments 

Certi�cations 

Licenses 

Trainings 

And much more!

Contact 

Information

City and State

If applying to academic positions use the institution’s 

address that you currently attend or at which you 

currently work.

References Do not list List references

Professional 

Pro�le

Use quali�cations

Leave off Objective and Quali�cations Summary. Can 

use Area of Research or Teaching Interest 

Other  Include Academic Advisor, PI, Dissertation Title 

Optional to include and dependent 

on the geographic location of the 

position



Résumé & Cover Letter Examples

 

Example #1: Converting CV to Résumé

This is an example of a CV converted to a résumé. There are many varying factors to take into consideration when developing your 

résumé. The formatting and content of your résumé will change for each job application. 

 

Converting CV to Résumé Example

 

 

 

Example #2: 2-Page Résumé Example Converted from the CV

This person created this résumé from a CV for a position in public history so highlighting research experience and community 

engagement dictated the content order.

 

2-Page Résumé Example

 

 

 

Example #3: 1-Page Résumé Example: Master of Social Work

 

Résumé style, content, and format vary for each individual position. This is a one-page example of a one-page graduate student 

résumé.

 

1-Page Résumé Example

Example #3: 1-Page Résumé Example Master of Social Work

 

 

 

Cover Letter Example

Example #4: Cover Letter Example

PURPOSE METHOD DO DON’T

Tailored to job 

announcement for a 

particular position

Introduced the résumé and 

serves as a marketing tool

Convinces the employer to 

invite you for an interview

Proves that you can do the 

job

Shows enthusiasm for the 

job and the organization

Formal business 

letter

Research the 

position and the 

company prior to 

beginning the cover 

letter

Write “Hello my name is…”

Write more than one page

Repeat your résumé

Indent your paragraphs

Write “To Whom It May Concern”

Write general statements 

regarding your desire to work for 

the organization, or how you are 

impressed with it

Cover Letter Purpose and Advice



Résumé & Cover Letter Examples

 

Example #1: Converting CV to Résumé

This is an example of a CV converted to a résumé. There are many varying factors to take into consideration when developing your 

résumé. The formatting and content of your résumé will change for each job application. 

 

Converting CV to Résumé Example

 

 

 

Example #2: 2-Page Résumé Example Converted from the CV

This person created this résumé from a CV for a position in public history so highlighting research experience and community 

engagement dictated the content order.

 

2-Page Résumé Example

 

 

 

Example #3: 1-Page Résumé Example: Master of Social Work

 

Résumé style, content, and format vary for each individual position. This is a one-page example of a one-page graduate student 

résumé.

 

1-Page Résumé Example

Example #3: 1-Page Résumé Example Master of Social Work

 

 

 

Cover Letter Example

Example #4: Cover Letter Example



Skills Option #2:

Converting a CV to a Résumé



Skills Option #2:

Converting a CV to a Résumé



Skills Option #2:

Converting a CV to a Résumé



2-Page Résumé Example Converted from the CV



2-Page Résumé Example Converted from the CV



Skills Option #2:

1-Page Résumé Example: Master of Social Work



Skills Option #2:

Cover Letter Example

PURPOSE METHOD DO DON’T

Tailored to job 

announcement for a 

particular position

Introduced the résumé and 

serves as a marketing tool

Convinces the employer to 

invite you for an interview

Proves that you can do the 

job

Shows enthusiasm for the 

job and the organization

Formal business 

letter

Research the 

position and the 

company prior to 

beginning the cover 

letter

Write “Hello my name is…”

Write more than one page

Repeat your résumé

Indent your paragraphs

Write “To Whom It May Concern”

Write general statements 

regarding your desire to work for 

the organization, or how you are 

impressed with it



Skills Option #2:

Additional Resources

Schedule an appointment at the Center for Career Development to have your résumé reviewed.

 

Look for career preparation presentations, webinars. and events

 

Download Résumé Examples:

Converting CV to Résumé Example

 

2-Page Résumé Example

 

1-Page Résumé Example

 

Cover Letter Example

https://career.uconn.edu/meet-with-a-career-coach/
https://career.uconn.edu/channels/webinars/
https://career.uconn.edu/resources/?shared_category=webinars&ctag[]=grad-students-postdocs
https://career.uconn.edu/signature-career-events-for-graduate-students-and-postdocs/
https://career.uconn.edu/resources/converting-a-cv-to-a-resume-example/
https://career.uconn.edu/resources/2-page-resume-example-converted-from-the-cv/
https://career.uconn.edu/resources/1-page-resume-example-master-of-social-work/
https://career.uconn.edu/resources/cover-letter-example/



