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WHY DO | NEED A PROFESSIONAL RESUME?

| Employment

I Internships

I Volunteerism

| Extracurricular Activities
I Scholarships

I Graduate School



3 STEPS TO CREATING A RESUME

=

COLLECTING FORMATTING  SUBMITTING




WHAT FORMAT

SHOULD | USE?

Use traditional format

education first chronological order




HOW TO LIST
EXPERIENCE

| EXxperience
I Work Experience

I Relevant Experience

I Subheadings:

I Research Experience

I Public Health Experience

I Clinical Experience




ADDITIONAL THINGS TO INCLUDE

I High School not OK

| Experience

| Activities

| Relevantoursework (beyond DPD)

| Classprojects (if significant and appropriate)

| Presentations (research, community, etc.)



RESUME
FORMATTING

Jamar Jackson

jjackson@ucdavis.edu
1 TUUTURY ATy TTUTY, B Ry T uTeo Aoy
OBJECTIVE SKILLS
A laboratory research inte| i : : : < :
v Ses e Familiar with buffer preparation, microscopy, pH meter, PCR, gel electrophoresis, and aseptic
EDUCATION technique.
Bachelor of Science in B e Excellent ability to accurately keep laboratory records.
GPA 3.67/4.00

University of California, [
Related Course Work: Ge
Zo

SKILLS
 Familiar with buf]
technique.
¢ Excellent ability t
* Experience using

SPECIAL PROJECT

Iodine Shortage Project,
Worked with a group of 3
Raised funds for research,|
developed promotional m|
classes, friends and on-ca

RESEARCH EXPERIEN(
Research Assistant, Gen|
During internship in In-S
and organized pathology
to find the cause for their
Genentech, Inc.’s and NC|
incoming employees.

OTHER EXPERIENCE
Shift Leader, In-N-Out H
Provided outstanding cus
supervisor to record and

for new hire performance
count of all products. Eng
handling safety protocols.

ACTIVITIES

Volunteer, Yolo County S
Activities Coordinator, Bl
Member, Biological Scien

* Experience using Microsoft Word, Excel and Access in PC and Mac platforms.

SPECIAL PROJECT

Iodine Shortage Project, UC Davis, Davis, CA 1/17-present
Worked with a group of seven students raising over $10,000 to help the current iodine shortage in Indonesia.
Raised funds for research, iodine distribution and literature. Researched the effects of iodine deficiency and
developed promotional materials including posters and flyers for in-class presentations. Raised funds through
classes, friends and on-campus activities, including numerous presentations to sororities and fraternities.

RESEARCH EXPERIENCE

Research Assistant, Genentech, Vacaville, CA 6/17-9/17
During internship in In-Situ Hybridization lab at Genentech, Inc. under Dr. Gretchen Frantz, characterized
and organized pathology slide data of failed isotopic ISH probes and performed several tests using these probes
to find the cause for their failure. Evaluated bands using gel electrophoresis after analyzing probes using
Genentech, Inc.’s and NCBI’s Blast programs. Also revised and drafted commonly used laboratory protocol for
incoming employees.

OTHER EXPERIENCE

Shift Leader, In-N-Out Burger, Davis, CA 10/15-present
Provided outstanding customer service and handled customer complaints. Acted as cashier; entrusted by
supervisor to record and deliver bank deposits. Trained and supervised ten staff members. Provided input

for new hire performance reviews and identified areas for additional training. Maintained accurate inventory
count of all products. Ensured proper food sanitation procedures were followed by strictly adhering to all food
handling safety protocols.

No need to mention
whether a position is paid

ACTIVITIES
or voluntary.

Volunteer, Yolo County SPCA, Davis, CA, 4/16-present
Activities Coordinator, Black Student Association, UC Davis, 9/15-present
Member, Biological Sciences Club, UC Davis, 9/15-present

I |




MARIA GARCIA
Daiefiald 4

SKILLS

SDS-PAGE Spectrophotometry Computer data analysis

Gas chromatography HPLC Maintain accurate lab records
R ES U M E UV/NVIS Laboratory animal handling Protocol design for proteolytic digests
F O R M ATT I N G RESEARCH EXPERIENCE

Protein Biochemistry Intern, Genentech, Inc., San Francisco, CA. (June to September 2016)

» Investigated structure-function relationships of interferon.
» Experiments included the use of limited proteolitic digests, SDS-PAGE, and HPLC.

Clinical Pathology Intern, Department of Clinical Pathology, University of California, Davis. (March to June 2016)
* Developed buffer system for liquid chromatographic isolation of pesticide metabolites in urine.
* Performed gas chromatography on purified samples.

LABORATORY ANIMAL HANDLING EXPERIENCE
Laboratory Helper, Animal Science Department, University of California, Davis. (Summer 2017)
Maintained murine colony used for transgenic experiments.

OTHER WORK EXPERIENCE

Salesperson, Macy’s, Sacramento, CA. (May 2016 to present)
» Provided customer service, engaged in sales transactions, public relations
* Maintained inventory control and balanced cash register receipts.

ACTIVITIES
President, Member, Biochemistry Club, UC Davis (2016 — present)
Member, Chicanos/Latinos in Health Education, UC Davis (2015 — present)




WHAT ELSE TO INCLUDE

Include: DonOt Include:

I Certifications | Objective

| Memberships | References

| Presentations | OReferences available upon requestO
| Publications

| Personal interests
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ACITIUN VERD LID |

Abstracted
Achieved
Acquired
Acted
Adapted
Addressed
Advertised
Advised
Advocated
Aided
Answered
Anticipated
Applied
Approved
Arrarged
Ascertaired
Assenbled
Assesse
Assisted
Attained
Audited
Augmented
Authored
Bolstered
Briefed
Brought
Budgeted
Built
Calculated
Cared
Charged
Chartered
Checkel
Clarified
Classified
Coache
Coallaborated
Collected
Comforted
Comnunicated
Conpared
Completed
Complied

Active
Adaptable
Adaptive
Adept
Aggressie
Analytical
Assertive
Broad-Minded
Committed
Conpetent
Conscentious
Cooperative
Creative

Composed Estallished
Computed Estimated
Conceied Evaluaed
Conducted Exanined
Conseved Excealed
Consulted Excelled
Contributed Expande
Contraced Expedied
Converted Experimented
Coordinaed Explained
Copied Explored
Correlated Expressd
Counseled Extractel
Created Facilitated
Critiqued Fashoned
Cultivated Financel
Dealt Fixed
Debaed Fallowed
Defined Formulated
Delivered Fosterel
Designed Founded
Detected Gainal
Deternined Gatheed
Devebpeal Gave
Devised Geneated
Diagnosed Governed
Directed Guided
Discovered Hardled
Discriminaed Headel
Dispatthed Helpad
Displayed Idertified
Dissected lllustrated
Documented Imagined
Drafted Implemened
Drove Improved
Edited Improvised
Eliminated Inaugurated
Empathized Increased
Endle Indexed
Enforced Indicated
Enlightered Influenced
Enlisted Initiated
Ensured Inspected
Instituted

Integrated
Interpreted
Interviewed
Introduced
Invented
Inventoried
Investigated
Judgel
Kept
Launchel
Learnel
Lectured
Led

Lifted
Listened
Located
Logged
Made
Maintained
Managel
Manipulated
Mapped
Mastered
Maximized
Mediated
Memorized
Mentored
Met
Minimized
Modekd
Modified
Monitored
Narrated
Obseved
Obtained
Offered
Opeaated
Ordered
Organized
Originated
Overcame
Oversav
Participated
Perceved

Perfectel
Perfornmed
Persiadel
Plannel
Practiced
Predcted
Prepered
Preseted
Prioritized
Produced
Programmed
Projectel
Pronoted
Propcsed
Protectel
Provel
Provided
Pulicized
Published
Purchasel
Queied
Questonad
RaisRan
Ranked
Rationalized
Read
Reasond
Recorded
Received
Reduced
Referrel
Related
Relied
Reported
Researche
Respnded
Restoed
Revamped
Reviewed
Scamed
Scheluled
Schened
Scre@ed
Set Goals

W<

Shaped
Skilled
Sdicited
Solved
Specialized
Spoke
Stimulated
Strategized
Streaniined
Strengthered
Stressd
Studied
Sutstartiated
Succeded
Sumnarized
Synthesized
Supervised
Supported
Surveyel
Sustined
Symbolized
Tabuated
Talked
Tawht
Theorized
Trained
Translated
Upgraded
Utilized
Validated
Verified
Visualized
Won

Wrote

EXAMPLES OF ADAPTIVE SKILL W ORDS THAT DESCRIBE YOUR PERSONAL T RAITS

¢

Dedicated Experiencd
Dependable Fair
Deternined Familiar
Diligert Firm
Diplomatic Forceful
Disciplined Honest
Discreet Indeperdent
Effective Innovaive
Efficient Instrumental
Enrerggtic Keen
Enterprising Logical
Enthusiastic Loyall
Exceptional Mature

Methodical
Objective
Open minded
Outgoing
Peronale
Pleasant
Poisel
Paositive
Practical
Productive
Receptive
Reliabe
Resiliert

Resourceful
Sel-Corfident
Self-notivated
Self-reliart
Sersitive
Shap
Sincere
Strong
Succesiil
Tactful
Tenacious
Well-organized

San Francisc o State University Career Center
1600 Holloway Avenue, Student Services Building 206, San Francisco CA 94132
Tel: 415/338-1764 « Fax: 415/338-2979 « careerct@sfsu.edu « www.sfsu.edu/~career

ACTION VERB LIST

MANA GEMENT

Developed
Planned
Organized
Executed
Supervised
Scheduled
Assigned
Directed
Coordinated
Analyzed
Prioritized
Delegated
Hired

Fired
Recanmended
Trained
Trouble-Shoted
Evaluated

Led
Administered
Contracted
Produced
Controlled
Reviewed
ProblemSolved

TEACHING
Influenced
Motivated
Encouraged
Briefed
Lectured
Managed
Motivated
Communicaed
Advised
Presented
Guided
Coached
Tutored
Instructed
Enlightened
Stimulated

Influenced
Persuaded
Helped
Directed
Reasoned
Sold
Developed
Recruited
Motivated
Negotiated
Mediated
Arbitrated
Reconciled
Merged
Wrote
Interpreted
Listened
Enlisted
Read
Spoke
Presented
Arranged
Marketed
Obtained

MANU AL
Operated
Tended
Controlled
Assanbled
Maintained
Cultivated
Built
Constructed
Moved
Shipped
Improved
Handled
Restructured
Created
Adjusted
Planned

Developed Curriculum Arranged

Adapted
Facilitated
Clarified
Initiated
Set Goals
Developed
Explained
Invented

COMMU NICATION

RESEARCH

CREATIVE

Recognized Problem#novated

Clarified
Surveyed
Interviewed
Investigated
Inspected
Gathered
Synthesized
Analyzed
Examined
Diagnosed
Reviewed
Organized
Evaluated
Critiqued
Perceived
Collected
Wrote
Tabulated
Consulted
Interpreted
Conceptualized
Extrapolated
Decided

HELPING
Related
Emphatized
Guided
Supported
Serviced
Refered
Attended
Counseled
Cared

Used Sensitivity
Listened
Perceived
Understood
Acted with team
Mentored
Advised

Used intuition

Developed
Imagined
Conceptualized
Designed
Planned
Synthesized
Integrated
Abstracted
Generated
Perceived
Memorized
Discriminated
Intuited
Visualized
Fashioned
Shaped
Wrote
Directed
Choreograpéd
Perfomed
Acted

Played
Originate

FINANCIAL
Calculated
Computed
Planned
Analyzed
Managed
Budgeted
Kept Books
Kept Records
Audited
Appraised
Resarch

Worked withDetails

Allocated
Administered
Developed
Prepared
Solved

m1

DETAIL
Validated
Retained
Checked
Executed
Dispatched
Followed Though
Implemented
Enforced

Met Deadlines
Arranged
Managed Time
Collected
Condensed
Compiled
Purchased
Systenatized
Tabulated
Inspected
Organized
Classifed
Collated
Retrieved
Recorded
Processed
Compared

Use your ac tion verbs and you are onyour way

to scoring big with employers!

San Francisc o State University Career Center
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