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AGENDA

1. Purpose - CV or Resume? What’s the difference?
2. Where to start – Self Assessment
3. General technical tips
4. Format and content by section
5. Considerations for specific applications 
6. Tips for Federal resumes



CV  VS. RESUME
WHAT’S THE DIFFERENCE?

§ Resume:  A marketing tool designed to generate an 
interview; provides concise information to an employer; 
highlights relevant skills and experience; tailored to each 
position.

§ Curriculum Vitae: Documents your full 
professional history, including academic and 
research credentials; much longer and more in-depth; 
typically used for academic, research, medical and 
international positions, such as fellowships and training 
opportunities.



SUMMARY OF DIFFERENCES 
CV VS. RESUME

The Academy Other Employment Sectors

Designed for the human eye Designed for the human eye and 
keyword searches

Grants and Awards most 
important

Skills and Techniques most 
important

Describe research with more
BASIC approach

Describe research with more 
APPLIED approach

Exhaustive list of publications and 
presentations

Selected publications and 
presentations (if many)

Include references and contact 
info

Send reference information if 
requested

Initial Screening by PI or search 
committee

Initial screening by HR or pulled 
from database



EMPLOYMENT SECTORS

¢ Academia
¢ Government

¢ Local, State, Federal

¢ For-Profit
¢ Consulting

¢ Healthcare
¢ Pharmaceutical

¢ Biotech

¢ Non-Profit
¢ Community organizations
¢ Foundations

¢ Research organizations



PATHWAYS TO CONSIDER IN INDUSTRY
WHERE A RESUME MAY BE HELPFUL 

¢Regulatory affairs

¢Strategic planning

¢Business development

¢Marketing

¢Management

¢Bench research (still needed for drug 
development etc.)



SELF ASSESSMENT: IDENTIFYING SKILLS AND ABILITIES
THE SOURCE DOCUMENT

What is a source document?
§ Catalogs your activities and accomplishments both large and small
§ A dynamic document that will grow over time
§ For your use only
§ Efficient way to customize your resume for specific positions

Did you demonstrate a special ability or use a skill:
§ In a current or former full-time or part-time job or internship?
§ In a volunteer position or in charitable or civic work?
§ As part of a group or team?
§ In a school course, project, or assignment?

Can you point to any RESULTS of actions taken in any setting 
where you contributed?



SELF ASSESSMENT: OTHER WAYS OF THINKING 
ABOUT YOUR PAST EXPERIENCES

¢ Evaluating reports

¢ Experimental design

¢ Data collection

¢ Data analysis

¢ Oral presentations

¢ Technical writing

¢ Working with others

¢ Cross-cultural experiences

¢ Supervising
¢ Junior students

¢ Technicians

¢ Teaching
¢ Undergraduates

¢ Graduate students

¢ Medical students

¢ Establishing policy



ZERO IN ON THE JOB(S) YOU WANT
(OR AT LEAST CONSIDER!)

• How do they describe the ideal candidate?
• List the job requirements next to examples from 

your past (this requires time to think, but it can 
also be helpful for cover letters)
• Turn THEIR requirements into YOUR 

accomplishments, or at least your interests 
supported by coursework, etc. 



DECONSTRUCTING A JOB DESCRIPTION

Desired skill Demonstrated use of skill



TYPES OF RESUMES

Choosing the right format:

¢ Chronological (most common, and our focus for today)

§ Includes your education, experience, employers, and 
accomplishments from most recent to past

¢ Functional (skills-based)

§ Highlights your abilities rather than your chronological work history. 
May be useful to career changers and students with little relevant 
experience.



GENERAL TECHNICAL TIPS

§ Make your resume easy to read
§ Text should be no smaller than 11pt
§ Use one plain font (Times, Helvetica,  Arial, Palatino, Calibri, etc.)
§ Limit fancy formatting and italics – hard to read, doesn’t scan well

§ Number of pages: Depends on experience (1-2 pages)
§ Include your name and page number on subsequent pages
§ Exception: Government resumes can be up to 3-5 pages

§ Email: send as PDF / Paper: use high-grade white or beige
§ Use spellcheck, but also have someone proofread for spelling, 

grammar, content, and clarity



GENERAL CONTENT TIPS

§ Start each sentence with an action verb (see handout)
§ Keep sentences brief
§ Stress achievements and outcomes, but be honest
§ Use job descriptions to shape how you describe relevant skills
§ Leave out data that might result in discrimination (age, race, 

marital status, religion, etc.). Don’t include a photograph.
§ Consider the screener!
§ Avoid jargon or technical terms that only someone in your 

field would understand
§ Front page = most valuable real estate



BASIC SECTIONS

• Name and Contact Information
• Education (including relevant certificates and licenses)
• Relevant Experience (work, research, professional)

Required sections

• Profile or Qualifications Summary
• Objective
• Other Experience (work, research, professional)
• Leadership (or Leadership & Service)
• Honors & Awards
• Volunteer Experience
• Skills (including language and computer skills)
• Presentations and Publications (may need to select if extensive)
• Memberships or Professional Associations

Other sections that may be included



SECTION HIGHLIGHT: CONTACT INFORMATION

Usually centered or left-justified:

Selena Martinez
75 S 26th Street, Apt 302

Pittsburgh, PA 15203
abc123@pitt.edu | 412-648-5987

¡ Include your full name, phone number with area code, and email 
address; physical address is optional

TIPS

• LinkedIn profile may be 
included here 

• Use only one email address, 
and make sure it is professional

• Before sharing your resume, 
review your voicemail and 
Google yourself to check your 
online presence; change 
privacy settings on social 
networks like Facebook if 
needed.



SECTION HIGHLIGHT: OBJECTIVE

Can state a specific position or the skills you wish to use, 
including a geographic location or organization type.

Examples:
To obtain a research position in a pharmaceutical company with a focus on 
developing new therapeutics for vascular dementia.

Seeking a healthcare consulting position with a health plan that services major 
corporations based in the Northeast. 

Unless you have a very specific purpose for an objective, consider 
using a Profile and/or a Qualifications Summary instead.



SECTION HIGHLIGHT: PROFILE

Purpose of a profile statement:

¡ To provide the reader with a quick view of who you are based on 
a realistic description that connects your skills and interests with 
what employers may be looking for.

Examples: 

§ Second-year MPH candidate with over two years of experience in 
developing and implementing standardized policies and procedures in a 
research and development organization.

§ Experienced public health professional with focus in maternal, child, and 
family issues. Proven expertise in gender, health, and poverty issues. 
Adept at establishing priorities and managing competing demands.

Can be combined with an Objective



SECTION HIGHLIGHT: 
QUALIFICATIONS SUMMARY  (EXAMPLE 1)

Purpose of a Qualifications Summary
§ To demonstrate you possess the skills, abilities, and 

experience required to do the job. Be honest and 
specific.

Examples:

§ Five years of experience designing healthcare compliance programs
§ Experience working with datasets in SAS and R
§ Strong understanding of basic epidemiological concepts
§ Knowledge of medical billing, coding, and audit controls
§ Certified in Public Health (CPH), January 2019

Can also include language fluencies



QUALIFICATIONS SUMMARY (EXAMPLE 2)

¢ More than 7 years of biomedical research experience 
¢ Theoretical and applied knowledge of statistical analysis for a variety of 

data, including longitudinal data and survival analysis
¢ Familiar with many statistical models including generalized linear 

model, discrete survival model, mixed model, GEE, etc.
¢ Proficient in R and SAS; familiar with Stata
¢ Over two years of management experience in a research lab
¢ Outstanding research achievements with ten publications in 

professional journals

Not as specific, but can be used:

¢ Adept and experienced in problem solving and providing solutions

¢ Excellent written and oral communication skills



SECTION HIGHLIGHT: EDUCATION

PhD, Epidemiology Expected April 2022
Graduate School of Public Health, University of Pittsburgh; Pittsburgh, Pennsylvania
Dissertation: Gestational weight gain and the association with offspring weight

MPH, Epidemiology April 2016
Rollins School of Public Health, Emory University; Atlanta, Georgia 

BS, summa cum laude July 2013
Indiana University; Bloomington, Indiana 
Major: Health Science, Minor: Mathematics

Note: Reverse chronological order. Scholarships may be included here. Licensure 
and certificates can also be inserted here; list state and area of licensure, or 
certification and date. Include expected licensure as pending or in process. 



SECTION HIGHLIGHT: EXPERIENCE 
PACKAGE IT ACCORDINGLY! 

Possible Headers:

¢ Relevant Experience

¢ Research Experience

¢ Other Experience

¢Volunteer Experience

¢ Leadership Experience



EXPERIENCE: REMEMBER TO DEMONSTRATE SKILLS

§ Participated in hiring new lab personnel

§ Negotiated with vendors to ensure $25k in cost savings

§ Managed 5 technicians and several lab rotation students

§ Conducted qualitative research and analyzed data from 
300+ sources to identify patterns and key questions

§ Drafted clear reports and compelling presentations for 
diverse audiences

§ Managed large projects while juggling competing demands 
and deadlines



DESCRIBING SKILLS IN NEW WAYS

¢ Change your language for general appeal:

§ Teaching becomes Training

§ Grading becomes Assessing

§ Protocols becomes Processes

¢ Quantify anything you do where possible.



EXPERIENCE

Postdoctoral Associate 2019-Present
Graduate School of Public Health, University of Pittsburgh, Pittsburgh, PA
Laboratory of Professor X, PhD, Department of Infectious Diseases and Microbiology

¢ Researched T cell immune responses to human herpes virus 8 in subjects from the 
Multicenter AIDS Cohort Study who were coinfected with HIV-1 that did or did not develop 
Kaposi's sarcoma

Graduate Student Researcher 2016-2018
Graduate School of Public Health, University of Pittsburgh, Pittsburgh, PA
Laboratory of X, PhD, Department of Infectious Diseases and Microbiology

¢ Performed research focused primarily on T cell immune responses to lytic and latency proteins 
in human herpes virus 8 monoinfected and human herpes virus 8/HIV-1 coinfected subjects

¢ Applied techniques used to investigate T cell responses, including blood processing, cell culture, 
enzyme-linked immunosorbent spot assay, intracellular staining with polychromatic flow 
cytometry, multiplex biomarker Meso Scale Discovery assay and multimer staining

¢ Demonstrated strong data collection/analysis, problem solving, written and verbal 
communication skills through manuscripts and presentations



EXPERIENCE (CONTINUED) 

Graduate Student Researcher (Biostatistician)                             April 2019-Present

§ Assist with statistical analysis of longitudinal data from the Preference and Vegetarian Diet in 
Weight Loss Treatment (PREFER) Study, a randomized clinical trial testing treatment 
preference and two dietary options combined with behavioral weight management

§ Perform statistical procedures in analyzing longitudinal data from Improving Self-Monitoring 
in Weight Loss with Technology (SMART) Study, a randomized clinical trial testing three 
methods of self-monitoring in behavioral weight management

§ Collaborate with researchers from different fields in the development of manuscripts and 
abstracts

§ Apply statistical methods, including linear mixed models, mixed-effect logistic regression 
analysis, multivariate analysis, categorical data analysis, repeated measures analysis, and 
nonparametric analysis.

General Tips:

¢ Pay attention to tense! Use past tense for past positions and present tense for current positions.

¢ Reverse chronological order within each section

¢ Be specific and include numbers where possible.  Describe the purpose of the research or 
program, describe the community you served, etc. 



INCLUDE PRACTICUM, INTERNSHIP, FELLOWSHIP 
OR SUMMER EMPLOYMENT (WHEN APPLICABLE)

Health Policy/Healthcare Consulting Practicum Sept 2019-Dec 2020

PricewaterhouseCoopers, Fairfax, VA

¢ Collaborated on the FY2019 business plan for a health care consulting practice

¢ Created fiscal year workbooks and spreadsheets using Excel

¢ Contributed to policy and systems design for electronic welfare payment pilot 
program



SECTION HIGHLIGHT:
SELECTED PUBLICATIONS AND PRESENTATIONS

Selected Presentations

Presentation Title
38th Annual Scientific Meeting of the Research Society on Alcoholism, June 2015; Dallas, TX

Advance Provision of Emergency Contraception Among Adolescents
Graduate Research Symposium,  August 2018; University of Delaware, Newark, DE

Selected Publications

Sample, J. & Hirano, S. (2010), Health Care Reform: Impact on Access. American Journal of 
Child Health, 78, 398-399. 

Boston, R., Sample, J. et al. (2019).  Article Title. (Under review, Journal of Biological 
Chemistry)



SECTION HIGHLIGHT: HONORS AND AWARDS

HONORS AND AWARDS

Ronald E. McNair Scholar 2016-2018
Scholarship awarded to students preparing for a career in public service with the potential to 
make a difference in their community.

Making a Difference: Employee of the Month Award 2018

UPMC Western Psychiatric Institute and Clinic

Sophie Masloff Scholarship for Leadership 2017
Zonta International

• Scholarships can also appear in Education section 

• Make sure to explain an award that is not known by others



SECTION HIGHLIGHT: VOLUNTEER EXPERIENCE

VOLUNTEER EXPERIENCE

“This is Public Health” Campaign  March 2020
University of Pittsburgh, Pittsburgh, PA

§ Organized an outreach event attended by 320 members of the local community 
during National Public Health Week to raise awareness of how public health affects 
our daily lives.

Habitat for Humanity 2017-2020
Tuscaloosa, Alabama

Highlight accomplishments and indicate leadership roles if applicable. 



SECTION HIGHLIGHT:
MEMBERSHIPS AND/OR AFFILIATIONS

MEMBERSHIPS and/or AFFILIATIONS

• Healthcare Information and Management Systems Society, 2018-Present

• Association for Women in Public Health, University of Pittsburgh, 2018-Present

• American College of Healthcare Executives, University of Pittsburgh Chapter, 2018-Present

• Minority Student Organization, University of Pittsburgh, 2015-2017

Leadership positions may be included here, or in a separate section.



REFERENCES

¢Not included on the resume

¢Have at least three typed up and ready to go

¢Check on current titles and affiliations of 
recommenders

¢Uniform appearance

¢Include three ways to communicate with 
recommender



CONSIDERATIONS FOR SPECIFIC SITUATIONS

§ When applying for programs like the CDC Public 
Health Prevention Service or other Program 
sponsored internships/fellowships, use the resume 
format suggested by the Program

§ If you do not have work experience, list relevant 
coursework under the Education section

§ Emphasize skills if you do not have work experience 
(e.g. organizational ability)



THE FEDERAL RESUME

¢ Not all agencies require the same format – some are more flexible and 
do not require the standard federal resume format

¢ Start by using the resume builder on USAjobs.gov

¢ Customize each resume - match your competencies, knowledge, skills, 
and abilities to the requirements in the job announcement 

¢ For each work experience, include duties and accomplishments 
(problem/solution/result)

¢ Before you apply, verify you have the required experience and/or 
education. Review the job announcement carefully, especially the Duties
and Qualifications sections.

¢ Preview the assessment questions found in the “How You Will Be 
Evaluated” section before applying and customizing your resume.



FINAL TIP

Devise a system to organize your job search 
materials – especially responses that you have 

received and any follow-up actions that you have 
completed. 

Binders, file folders, spreadsheets, and calendars 
are all effective tools!

Use what works for you!



QUESTIONS?



HELPFUL RESOURCES

¢ AURORA by Beyond the Professoriate (log in using your Pitt credentials)

¢ Recommended on-demand course: Evaluate Your Best Opportunities (find this under 
“Professional Careers”) – Learn how to translate your academic work experience into the 
language of non-academic employers; write a resume that highlights your transferable skills; 
learn how to use LinkedIn to grow your network and research career options.

¢ The Versatile PhD (log in through my.pitt.edu)

¢ Recommended webinar: Publish and Pivot: Turning your PhD Skills into Careers in 
the Private, Non-profit and Government Sectors; Mrim Boutla, PhD

¢ NIH Guide to Converting a CV to a Resume

¢ NIH Office of Intramural Training & Education Blog:  Identifying Transferrable Skills

¢ 10 Things Smart PhDs Do NOT Put On Their Industry Résumés

¢ 9 Winning Resume Strategies for PhDs

Bonus resource for networking:

¢ Cold emails and hot coffee: Take action on your career (also known as:  The Active Career 
Exploration (ACE) Plan written for Science PhDs; Designed by Albert Chen, PhD

https://beyondprof.com/aurora/
https://my.pitt.edu/
https://www.training.nih.gov/assets/How_to_Convert_a_CV_to_a_Resume.pdf
https://oitecareersblog.od.nih.gov/tag/transferable-skills/
https://cheekyscientist.com/industry-resume/
https://medium.com/phd-then-job/9-winning-resume-strategies-for-phds-2b0a74868df3
https://www.sciencemag.org/careers/2015/06/cold-emails-and-hot-coffee-take-action-your-career
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THANK YOU!  

¡ You will receive a follow-up email from the Office of Academic 
Career Development after this workshop with a link to an 
evaluation.  Please take time to follow that link as your feedback is 
important to us! 

Joan J. Anson, MS. Ed, PC

Anson Career Coaching and Consulting Services

jansonjoy05@gmail.com

mailto:jansonjoy05@gmail.com

