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Before writing your job application
. Mmaterials, ask yourself...

What positions am | targeting with my CV or Resume?

What organizations or companies do | intend to target?
What is their culture like? Do we have shared values
and interests?

What are their needs and how can | add value to this
company through the position I am applying to?

Read carefully the job description.

What are the skills, experiences, and strengths (talents) they
are seeking in the job description that my Resume should
include?

Adapted from OPA PREP career program
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CV # Resume \;\ \
Curriculum Vitae (CV) “V) Resumé
dMeans: “Course of one’s life” dSummary or set of
QCollection of all your life accomplishments relevant to the
education, work experience, and job.
accomplishments. dDocument customized to each
QNeeded for faculty jobs in job application.
academia* U Needed for non-academic jobs
No page limit dTwo-page limit

Adapted from OPA PREP career program



RUTGERS HEALTH RUTGERS LINIVERSITY
R Office of Postdoctoral Affairs R Office of Postdoctoral Advancement

Office of Research University Academic Affairs

CURRICULUM VITAE
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CV vs Resume | General Structure

CV for academic jobs is as long as needed and includes everything you have ever done.

« Education

» Positions/Research Experience
« Teaching experiences

« Mentoring experience

* Fellowships and grants

« Publications and abstracts

* Professional organizations

« Honors and awards

* Presentations

 Activities and service
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Order of Sections on CV

First few pages of a CV are "prime real-estate," so consider the order:

« Research-focused position: Education, Research Experience, Grant & Fellowships,
Publications.

« Teaching position: Education, Teaching Experience, Mentoring Experience,
University Service/Professional Involvement
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RESUME
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CV vs Resume | General Structure

Resume for non-academic jobs is no more than 2 pages with clean layout and
highlights work experience and skills.

« Summary of qualifications with quantified outcomes (also known as, Professional Summary or
Career Profile)

« Work experience with results
« Education

« Technical and non-technical skills (Professional Skills, Relevant Skills, Skills & Qualifications)
« Awards, honors, volunteer work or memberships (relevant to the job)
» Publications, presentations (if needed)




RUTGERS LINIVERSITY
Office of Postdoctoral Advancement

University Academic Affairs

RUTGERS HEALTH

Office of Postdoctoral Affairs

Office of Research

JAMNE DOE 555,901.1234
linkedin.com/in/doe jane.doe@pmail.com

General Structure

CAREER PROFILE

fspiring Organizatianal Development Consultant and ourrent Master af Arts in Industrial/Organizational Prychalogy
candidate (graduating August 2018). Excited to contribute 10+ paars” swperlence In finance, strategy, madeling, and
amalytics and understanding of organizatioral development to support financial services organizations with building
robust Learning and Dowelopment programs. Known for combining a strong data analysis oricntation with guick
rapport and ralationship-building skills ta partmer with kay stakehalders and daltver resubte

SKILLS & QUALIFICATIONS
Strategy & Flanning Trairing Devclopment & Delivery Heeds Analysis
Proacs Impravameant Financial Maodsling & Data Analysis Decisian Making
Client Fduration Stakehodder Managemeant Helatianship Heoovary
Menloring Crose-Functional Collakoration Commwrication Plans
Project Management Learning Measurement § Evaluation Client Presentations

PROFESSIOMAL EXPERIEMCE

ABC LEADERSHIP INSTITUTE, Berkeley, CA Ef201E — Prasant
Leodership Development & Virtval Learnimg dntern
Developad the communication plan for a new intensivs lsaderchip devslopment virtual learning platform
Developad measurement S meatrics 1o assess leadership development program effectivensss
Created the leadership development program plavbook
Conducted marketing rescarch to intorm marketing strategy for OD f leadership products
Mlel with clisnts Lo condect needs analyses sod patbser custornsr insights

ACMETRADE, San Francisco, CA af2p08 - 4/ 2017
Fenvar Consultant

Devalopad, manaped, and expanded a practice of 8001 client ralationships

Generated strategies based on cli=nt interdews, resesacch, date-criven analy s, amd msight

Consistently led 5an Francisco bramch in custamer layalty scares (MPS) month over menth

Conducted Client Experience presentations; prosided insights and recommendations o intersal sudiences

Dzlivered external presentations to educate chents

Salved intricate regulatory and reparting challenges through varlous cross-functional partnierships

Fxtansive eaperience with CRM, modeling, and analytics seftware

Selected for competitive beadership position to belp new hires attain criticel Foemsure; increassd pass rate 1o
B1%, [from 78%)
EDUCATION

WA, Industrial/Orpanizational Prychalogy, Gulder Gate Universily, San Francisoo, 4 B/Z01E
GEA: 4.0
B.5., Communication, Psychalagy (double majar], Virginia 1ech, #lackshurg, va g

VOLUNTEER

Violunteer, Institute an Aging 2047 - Present
suppoet clisnts with social engapement o combat mantal health and cocial isolation issues

11
Adapted from OPA PREP career program
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Example resume

AGATA KRZYZANOWSKA

akrzyzanowska | 2@ amail.com

SCAN ME

PROFESSIONAL SUMMARY

Highly metivited wnd passionate noammologist with L5+ yeurs ol expanivnce in basic/inmslational resemeh mchading
wound healing, gepe therapy development. and mwcosal mumwmity. Enthusiastic and effective team plaver (9 co-audior
papers). bxcellens ocal and wrirtea conmanicator (2 fisst-author papers. 3 pateats, 10+ presentations at intemational
sciennfic mecrings, received over $215K in rescarch grants, fellowships. and awards).

TECHNICAL SKILLS
o Specaal and Muli-puonoeter Flow Cytometry (<16 colors nsing 4-Inser Avnotu Cytek nxd BD LSR I
* Mampalian tissve culiure (cell lines and prapary cells: T cell, wooocyies, macropbages), PEMC isclation

T Vo Cell Assays (mchiuding Provesry T eell actvation ancl retrovid nmschacnion)

Prapssenr wansfections and Viral ranschictions

In Vivo Assays & Disease Models (incloding mouse colitis models)

ELISA, qPCR, Wesem Blol

Molecular clommg (incloding generation of SURNA i expression constructs)

Astaregie appooach o planming, designing, and exceutmg projeets

Aszay desizn and optimization

Scicanfic Writing and Problem solving

Dt anslysis with FACS Dava, Flow Jo. Posan, el Maciosolt Office

L I I I R R R R

EDUCATION
2015 2022 Rutgers Unuversity. New Bruoswick, NJ
PhD. in Imnmookopy

042006 Jameloman Universsty Modeal Callege (Krakow, Poland)
M.Sc in Medical Aralyhics

2001-2004  Jameliowinn Universaty Medscal Callege Kukow, Polind)
RS m Mubeal Aralvies

RESEARCI EXPERIENCE
L. Student.  Mentor: D Decck Sant” Angclo; Rurgers University Sep 2015 - Dec 2022
o Tdennficel i noved subset of mrate-hke regalesy T eclls that are csscntul e micstne] Beencosisss al ami-
TILNOF ININE FE3PASe (Sei Tnnwmnusd, 2022, PMCTD: PMC 658 )
o Gepenled expresssm Jenliviral vecton o tnmesduce prinuoy T cells with o IFT3-21° manseripion facton o promese
then mrmmmasapgnessive abahibes aad wse as potentel novel gene hevpy o TRI (patent liled)
o Ixecuted nunos growth Kinete snudics and imnnuse andseape analysis in a melanoms medel
o Trmmeiand supervised gaubele stadonls, reseoch echamesms, and wxlergrdisie stxlents (Parbenbaly Special
and Multi-pmumeter Flow Cyvlompetry, lissee cullure tecimxques and microbsologyapolecular ivlogy technigues)

PE Marthew Curmangliaa MDD, PhoD : Hospital for Special Swgery, NY May 2011 August 2015
= Developed Percutancons Gene Delivery-Mediared Spinal Fiusion sechnology (pasent)
= Identified mechanisns involved in aboormal mincrzlizarion of soft tissiues donng iflananarion in paticrs with
degenerative disc disease (Sex Rep. 2021, PMCLD: PMCBOSU2ES)

Rescarch Assistant

PL: Mary Crow MD: Hospital for Special Surgery. NY Jan 2009 - April 2011
o Sludied the role ol poeroRNA by development ol suloizcnune diseases using buamm leukocyies snd cell lmes

Research Techniclan

PL: Muguon Tonu-Conxe PLD.: Hospalul lor Speciul Surgery, NY Murch 2007 - Drec 2008

»  ldennified factors mvolved m the pathogencsis and persistence of clronic wounds nsing n-vitre and ex-vive
approaches (keratinocytes culture and human skin explant model)

LEADERSHIP & VOLUNTEER EXPERIENCE

Vice President of Molecular Biosciences Graduate Studeats Association 20172018
Program coordinator for Jomt Molecular Bivsciences Graduute Studenls Associalon 20162017

o Orzanized 3 Graduate Student Symiposta ( 100+ participeauts. L0 vendors. guest speakers)
«  Organized muldples guest speaker scientific Jecrures {50+ participants)
«  Organized Rutzers Day beoth — taughs kids DNA isolation from fruirs

ACADEMIC AND PROFESSIONAL HONORS
»  The New Jersey Comaission on Cancer Research pre-doctoral prans, 2022 (S136 000)
= Awnemican Asseciabion ol Timmmalowsts frave] awand, 2022 ($1500)
«  The Aaron Shatkin Gradnate Student Award, 2022 (S1500)
= SGS REIS Stwdenl Travel Award, 2022 (S1000)
o &M Apmia) CTITNT Retreat  Tlest Paster Award. 2022
= Amwencan Assoausbon ol hamusologsts Careers w hronwsology Fellowstnp, 2021 ($25 000)
= The American Association of Tieanmalagises Traines Test Absiract Awand, 20217
« Rutgers Molecular Broscienoes Graduate Student Syiposaun - Awasd foe Bost Oral Presentatzon, 2019
= Totesmstsarss] Studenls” Conference ol Mebeal Scrences - Awamil lon Test Pockiun Presentistion. Krakaw, Polaid 2006

PATENTS

1. Conrpostien sud welbids [or peonetma e mmerabzatsen of ologes nssiwe. Tntemanonal polibeabon meonber:
WO201SNSTRI A; Publicabon dare: 0424201 5: TTS publication manher: TIS 20180263200 Al Pubbication Thate:
0%/152016

2. lmovnotberapy for inflammartory bowel discase and'or cancer. Laternational application No: PUL/US2022/026778
(filed Apmi) 28, 2022)

SELECTED PUBLICATIONS

1. Kroyzanowska A, Haynes RA, Kovalavsky D, Hsinching Lin, Fdelblum KT, Corcoran LM, Rahson AR, Denzin LK
Saut"Angclo DB, £beb2U ideatifics and coatrals & thymus-derived population of regulatosy 1 cells that play a vole in
mibeshital bumeoshsis. Sct ool 2022 May & 7710 b 2717, con: 1001126 scrimmmannlabl3717.

2. Kroyzanowskn A, Trawley R, Damle S, Chea T, Oters M, Cirannglinn M. Activation of nawcler Fcior-Sapges 13 by
TNF promotes mxlens pulposus minsralization through inhibition of ANKH and ENPPL Sci Rep. 2021 Apr
15.11(1).:8271

3. Zhaog 8. Vieth ). Krzyzanowska A, Everent H, Donzin L Siracusa M. Sa”Angclo D The Transception Factor PLZE
s Necessary Lo (he Developoent il Tumchon of Mase Thsapinls T Tinsmamol. 2019 Sep 1:203(5): 123041241
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Keep in mind...

= There is no single format to write a Resume.

@ The role of the Resume is getting
diR  you the interview, not the job.

You get the job at the interview!

Adapted from OPA PREP career program
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Always Customize Your
Resume to Each Job!

“If you market yourself
to everyone, you will
end up appealing to no
one!”

« Kristin A. Sherry,
YouMap® Profile Creator & Bestselling Author

Adapted from OPA PREP career program



RUTGERS HEALTH RUTGERS LINIVERSITY
R Office of Postdoctoral Affairs R Office of Postdoctoral Advancement

Office of Research University Academic Affairs

Sections on a Resume | OPA Resume Writing Guide

Professional Summary Skills & Qualifications

_D OAGAOAS, ’
= L dib » Carefully read job posting for key
skills and assess job fit.

Briefly introduce Share your most Focus on experiences
yourself, highlighting relevant and skills directly . . .
your qualities. You accomplishment related to the job to ° L|St matCh | ng Sk| | IS You may use a
can use any feedback related to the job show how you can ’

C%?g;g;gg?)iy%?efr:g?s you're applying for. benefit the employer. CO I u m n .I:O rm at.
e T #* Avoid burnout skills.
Gé » Customize your list of skills for each
Keep it concise, using job application.

no more than five
sentences for clarity.

Adapted from OPA PREP career program
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Sections on a Resume | OPA Resume Writing Guide

Work EX PeErience gl Il Demonstrate value and relevant experience.

Provide Two goals: provide context, highlight achievements.

Start Start with main achievements.

W7 s
y
W

Use Use numbers to quantify impact.

Emphasize impact for unquantifiable achievements.
« Examples: created or adapted processes, optimizing, mentoring.

Emphasize

Adapted from OPA PREP career program
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How to Write your Summary of Qualifications for a Resume
(Professional Summary)

Scientific Method = Transferrable Career Skills
You have what it takes to land a job!

* Hypothesis = Creating a Vision

« Experimental design = Execution

« Organize schedule and reagents = Project Management

« Perform experiments = Achieve Results

« Troubleshooting = Problem Solving

« Collaboration with others in and out of lab = Teamwork and Delegation
* Mentor students = Leadership and Emotional Intelligence (EQ)

* Publish results = Oral and Written Communication

« Manage grant/lab budget = Financial Literacy

 Volunteer in university or larger community = All of the above
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Example Summary of Qualifications for resume
(Professional Summary)

« Highly motivated individual with strong problem-solving skills. 6 plus years of
research experience in interdisciplinary field including cancer biosensor
development, pharmaceutical sciences, biomedical sciences, and
fluorescence nanotechnology.

« Strong written communication and presentation skills demonstrated by 3 first-
author publications and poster presentations at 5 national and international
conferences to a multi-disciplinary audience.

« Successfully orchestrated multiple collaborations with cross-functional teams
and contributed to accomplish project goals resulting in 4 co-author peer-
review publications.

l . + 2.
Transferable Skill Technical Experience
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Example Summary of Qualifications for resume
(Professional Summary)

« Innovative Translational Chemical Biologist with 5+ years of experience in
cell biology, drug delivery, oncology and nanotechnology with strong
expertise Iin initiating and executing projects in the field of antisense-based
therapeutics leading to 3 high impact publications and presentations

« Goal-oriented team player with project management skills to leverage and
manage collaborations with key opinion leaders (KOLSs) and stakeholders
leading to 3 collaborative publications and 1 patent

e Strong business development acumen as demonstrated by ability to write
grant proposals leading to over $1,500,000 in funding from NIH and NSF to
develop novel cancer and stem cell therapeutics

l . + 2.
Transferable Skill Technical Experience
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Keystone Resume System:
Accomplishments (Work Experiences)

Living document it for your entire
career

Keep adding to Master Document

Add stories that speak of your
accomplishments and who you
are.

Adapted from OPA PREP career program
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Office of Research

“Great Job” Folder

Save any thank

Keep a folder called you letters,
“great job” emails, or word
of praise in it.

Schedule time every 3 or 4 months to
add new material to your Keystone
Resume.

Adapted from OPA PREP career program
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COVER LETTER
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Cover letter purpose and tips

Opportunity to tell your story and convince employer to interview you

« Be employer-focused
« Be directed towards a specific position or company.

« Describe examples from your experience that highlight your skills related
to the role

« Use the job description and the company’s web site or LinkedIn page to
identify traits and skills the company values

« |f no obvious connection to your academic training, be explicit about why
you are interested in that particular field, organization or job, and what
value you bring.

« |f you do not yet have any experience that is directly related to the
position, focus on transferable skills that will add value to the role.

« Demonstrate superior communication skills in your writing.

( \
-~ HELPFUL

It J
N

Adapted from MIT Career Advising
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Cover letter format

e No longer than one page with a font size between 10-12 points
e Use same font and size you used on your Resume

e Use bullets for main body paragraph lists

e Include your contact information (don’t need address)

e Address it directly to the hiring manager. If you are not sure who to address the letter to,
write “Dear Hiring Manager” or “Department of Research and Development” or
“Department of Biomedical Engineering”

e |f the role you are applying for has a reference number or code, include it in your letter

Adapted from MIT Career Advising
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Cover letter structure and components

Introduction Who you are
What you are applying for

Why you are applying for it

Body . . .

Paragraph(s) Traits and skills you have for the job and that the company values
Why you are interested in working for them specifically
Specific examples that prove your qualifications, experiences, and
achievements

Closing Type of workplace or team culture you seek

Call To Action (e.g. eagerness to discuss further or readiness for
interview)

Gratitude for opportunity to apply

Adapted from MIT Career Advising, Rutgers CES, and OPA PREP Career Program
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DIVERSITY STATEMENT
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Diversity statement purpose

“A diversity statement is a polished, narrative statement,typically 1-2 pages in
length, that describes one's accomplishments, goals, and process to advance
excellence In diversity, inclusion, equity,and belonging as a teacher and a

researcher in higher education.”
A . = !

(Derek Bok Center for Teaching and Learning)

Adapted from Chris Drue, Rutgers Office of Teaching Evaluation and Assessment Research
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Diversity statement components

« Statement of values
« Discussion of teaching
 How do you make your class accessible to underprepared students?
 How do you ensure that all students feel welcome and comfortable?
 How do you manage racially charged or sensitive issues in the classroom
« Discussion of research if applicable
« Educational outreach
« Research that contributes to understanding diversity
« Research that improves the lives of marginalized communities
« Discussion of service
« Participation in mentoring, advising, or tutoring underrepresented groups
« Committee service focusing on diversity, equity, inclusion
« Examples of experiences
* Future plans

Adapted from Chris Drue, Rutgers Office of Teaching Evaluation and Assessment Research
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Take an inclusive view of diversity:

* Race and Ethnicity * Religious and Spiritual Beliefs
« Age and Generation « Disability and Ability

« Gender and Gender Identity ¢ Socioeconomic Status

« Sexual Orientation * Personal Life Experience

Physical
Abilities

Adapted from Chris Drue, Rutgers Office of Teaching Evaluation and Assessment Research
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:
« Diversity by proxy — borrowing from success of others

« Personal stories of redemption — talking about experiences outside of

academia
 The exceptionalist argument — haven'’t been in a position to fight

against exclusionary practices

What it can but does not need to do:

« Show that you are a diversity expert

« Demonstrate your diversity

« Show you have experience with all types
of diversity

What to avoid:

Adapted from Chris Drue, Rutgers Office of Teaching Evaluation and Assessment Research
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TEACHING STATEMENT
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Portfolio vs. Philosophy vs. Statement

e Teaching Portfolio includes a description and evidence of instructor’s teaching
responsibilities, philosophy, goals and accomplishments as a teacher. It is the CV
of teaching (8-10 pages plus Appendix with evidence documents).

e Teaching Philosophy describes your personal values on teaching, strategies
and objectives. It is part of the Portfolio.

e Teaching Statement combines elements of both: briefly describes experience
and evidence but focuses on philosophy and methods (1-2 pages).

Adapted from Chris Drue, Rutgers Office of Teaching Evaluation and Assessment Research
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What search committees look for in teaching statements

Goals for student learning:

« What knowledge, skills, and attitudes are important for student success in your discipline?
 What are you preparing students for?

 What are key challenges in the teaching/ learning process?

Enactment of goals (teaching methods):
* What teaching methods do you use?

 How do these methods contribute to your goals for students?
 Why are these methods appropriate for use in your discipline?

Assessment of goals (measuring student learning):
« How do you know your goals for students are being met?

« What sorts of assessment tools do you use (e.g., tests, papers, portfolios, journals), why?
« What are your teaching evaluations from previous courses?

Adapted from Chris Drue, Rutgers Office of Teaching Evaluation and Assessment Research
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RESEARCH STATEMENT
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Purpose of the research statement

1. Present your scholarship in non-specialist terms;
Place your research in a broader context, scientifically and societally

3. Lay out a clear road-map for future accomplishments in the new setting (the
Institution to which you're applying).

N

RESEARCH
Research statements can be weakened by: ICCESS T
« overly ambitious proposals Egi
- lack of clear direction 2010 el

 lack of big-picture focus
» Inadequate attention to the needs and facilities of the department or position

Adapted from UCSF and Cornell
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1-3 pages with section and subsection headings. Use bullets.
« Avoid too much jargon
° Use ”I” and ”my”

Structure and order _"; ==35
« The main theme(s), why it is important, and what specific skills you use to attack the problem.

« A few specific examples of problems you have already solved with success to build credibility and inform
people outside your field about what you do.

« A discussion of the future direction of your research for the next 3-5 years.
* Include several different projects in case one doesn’t work out.
« Mention possible funding agencies.
« Point out how current faculty may become future partners.
« A final paragraph that gives a good overall impression of your research. Don’t sell yourself short; if you

think your research could lead to answers for big important questions, say so!
Adapted from UCSF and Cornell
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Resources for application materials for faculty positions
Including examples

o https://career.ucsf.edu/gsp/faculty-samples#Develop-your-research-teaching-and-
diversity-statements



https://career.ucsf.edu/gsp/faculty-samples#Develop-your-research-teaching-and-diversity-statements
https://career.ucsf.edu/gsp/faculty-samples#Develop-your-research-teaching-and-diversity-statements

Office of Research
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THANK
< < < ’ <

b A &

Janet Alder, PhD ltzamarie Chévere-Torres, PhD
Rutgers Biomedical and Health Sciences ~Rutgers, University Academic Affairs
Assistant Vice Chancellor for Postdoctoral Affairs, Rutgers Health Director, Office of Postdoctoral Advancement

& Assistant Dean, School of Graduate Studies

Phone 732-235-5392 . Phone 848-445-0242
Email janet.alder@rutgers.edu Email opa@og.rutgers.edu
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