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You can’t do well on an interview if you don’t get the interview.  
A good resume will increase your job & interview opportunities.



The Big Picture
The person reviewing your resume reviews hundreds of other 
resumes....

Key Points to Consider:
• Content
• Length
• Information Structure 
• Format & Aesthetics (Font, Spacing, etc)
• Statements of Passion & Excellence
• Accurate Self-Representation



General Resume Tips
Do:
• Send resume in PDF, Docs, HTML, Word or 

text format (LaTeX rocks)
• Be action and achievement-oriented
• Use clean and simple format
• Use bullet points
• Use action verbs
• “Search Yourself” (Literally)

Don’t:
• Send resume in LinkedIn, Lattes, or 

Europass format
• Include “fluff”
• Include deeply personal information (eg - 

marital/family status, age) 
• Include salary requirements
• Use 1st or 3rd person narrative
• Exaggerate 



Resume Format/Structure - Good



Quick Quiz

• Your resume should never be more than one page

• It’s ok to list non-technical (or non-job related) accomplishments

• Your resume should include employment references

• You should keep hard copies of your resume printed on high-quality 
paper

• Your resume needs a cover letter

• Your resume should thoroughly describe all of previous positions 



What to Include on a Resume

• Name & Contact Information
• Summary, Objective, or Interests (All Optional)
• Education
• Technical/Professional Skills
• Experience
• Additional Experience/Awards/Miscellaneous Information
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 Contact Info



Resume – Contact Information

Include:
• Full Legal Name
• Complete (Permanent) Mailing 

Address 
• Home & Mobile Phone #
• Personal Email Address
• Personal Webpage/Blog (If 

desired and appropriate)

Don’t Include:
• Fax Number
• Work Phone # or Email Address
• Multiple Email Addresses
• Age/Date of Birth
• Picture (Optional)
• Marital/Family Status
• CPF



Exercise #1 - Write Your Contact Info

Name:

Mailing Address: 

Home & Mobile Phone #:

Personal Email Address:

Personal Webpage/Blog (optional):

 



Resume – Summary vs. Objective (*OPTIONAL*)

When/How to Use:

• Use when focus/career is obvious

• Use when industry/academic 
experience is consistent with 
desired job

• Snapshot of qualifications & 
expertise

• Short paragraph or bullet format

• Support with resume body content

When/How to Use:

• Use when un-established or 
career focus isn’t obvious

• Use when you’re changing 
careers

• Describe desired job and your 
relevant value

• Don’t be vague

• Keep it short (1 sentence) 
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Resume – Education

Your Education should be one of the first items listed on your resume.  Try to:

• Include all universities attended (as enrolled student)

• List type of degree and field of study

• Include title of MS/PhD thesis and Advisor

• List start/graduation dates (month/year format) 

• Include grants/scholarships

• (Optional) Include grade point average

• (Optional) List key courses completed/TA’d (Algorithms, Data Structures, Compilers, 
etc)

• (Optional) Brief description of important academic projects



Education - Do



Exercise #2 - Write Your Education Section

University:

Type of Degree: 

Field of Study: 

GPA (Optional):

Start/Graduation Dates: 

Thesis Title(s):

Advisor(s): 

Grants/Scholarships:

Key Courses (Optional):

Brief Academic Projects (Optional):
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Resume – Technical/Professional Skills

The Technical/Professional Skills section of your resume should give the 
recruiter/interviewer a quick, accurate overview of your true technical skills. 

• Only list technologies you have a working knowledge of

• Any technology you list is fair game on an interview (less is more)

• List skills in order of proficiency

• Group/categorize technical skills (Languages, OS, Database, etc)

• Delete outdated skills

• Avoid “fluff”



KNOWLEDGE

MS - Project: Advanced, SQL Server 7/2000/Oracle 9i, 10g, Case Rational Rose /
ArgoUML, System Architect, MS Windows, 95/98/ME Linux, SCO, MS Windows NT
Server/2000, Lans, WAns e MANs: Netware 5.1, Linux, Windows 2000, , TCPIP, Java,
Borland C, Borland Pascal, Delphi, MS Visual Basic, J2EE, .NET, Integration BEA,
Tibco, Mqseries, MS-Project 2003, 2007, PVCS. BPM, BPMS, UML, MPS-BR, 
CMMI,
CMM. Data Quality.NET, OO, COM/DCOM, Corba, Dos, Html, HTML, MS Excel,
MS Project, MS Visio, MS Word, SQL, SQL Server, Transact SQL, Windows 9X/XP,
Windows NT/2000, XML, Back-Office, CASE:Power Designer, CASE:Rational Rose,
Delphi, ETL-Data Stage, Knowledge Management, Interbase, Intranet, JavaScript,
JavaScript, Linux, Microsoft Visio, Novell, Oracle, Oracle Application Server, PMI-
Project Management Institute, Postgree SQL, RM, RUP-Rational Unified Process,
UML-Unified Modeling Language, Unix, Websphere, Windows 2003, Windows DNA,
APF, C, C#, C++, Crystal Reports, Data Warehouse, DB2, DB2-UDB, Firewall, 
Mumps,
OMT-Object Modeling Technique, Cobit, ITIL, Sybase, TCP/IP, Visual Basic, Work
Flow, SCRUM, EA.

Technical/Professional Skills - Don’t



Technical Skills
Programming: C/C++, Java, Perl, Shell script, SQL.
Internet Technology: UML, XML, Web Services.
Software: Eclipse, JBoss, TomCat, MySQL, Oracle, Ant, JUnit, CVS, SVN.
Operating Systems: Windows (desktop), Unix/Linux (desktop and server).

Technical/Professional Skills - Do



Exercise #3 - Write Your Technical Skills Section

Languages:

Operating Systems:

Software:

Database:

Web/Internet:
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Resume – Experience

Suggestions:

• Include all relevant jobs and internships

• Reverse chronological order (most recent experience first)

• Include Employer, Position, Start/End Date (Month/Year)

• Short company description (OPTIONAL)

• Think accomplishments, actions, and impact!!!!

• List technologies used

• Personal and open source projects are sometimes ok to include

• Bullets - Good / Paragraphs - Bad 



Experience Format - Don’t



Experience Format - Do



Exercise #4 - Write Your Experience Section

Include 2-3 bullets for each relevant job you’ve held.  Remember the following:

• Basics (Employer, Position, Start/End Date) 

• Does the employer/company require a description?

• What did you do? Use action verbs!

• What technologies did you use?

• What was the significance and impact?
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Resume – Additional Experience/Info

Include:
• University honors and awards
• Publications and patents
• Links to work samples (eg - GitHub)
• Conference presentations
• Placement in Computer Science or Math-related competitions (ACM ICPC, Code 

Jam, Maratona de Programação, Imagine Cup, etc)
• Language fluency
• Any impressive achievements or activities in areas outside of CS
• Hobbies are ok too - what makes you you?



Exercise #5 - Write Your Additional Experience/Info Section

Things to keep in mind:

• What relevant/significant awards have you won or received?  

• What activities have you achieved excellence in?

• Can/should you link to any work samples?

• What languages do you speak?

• Any noteworthy publications or patents?

• What are your hobbies?  What makes you “you”?

• Any philanthropy or volunteer work?



Remember... 

• Have another person proofread your resume; typos are embarrassing
 
• One size does not fit all - express yourself

• ANYTHING that you put on your resume is fair game in an interview
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