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Curriculum Vitae (CV) vs. Resume 
•  Similarities: 
 

–  To give the employer a summary of your education, work experience, skills 
and interests 

–  To “sell” these qualities and to persuade the employer to invite you to 
interview 

•  Differences: 

CV RESUME 
Use Apply to academic positions 

(teaching/research) 
Apply to all other positions 

Length As long as needed 1 to 2 pages 
Content Academic research, teaching, 

awards and service 
Academic training, skills and 
industrial experience 

Audience Academic institution (lecturers, 
researchers, professors) 

Business, industry, government 
(Human resource staff, 
engineers, managers)  
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Curriculum Vitae (CV) vs. Resume 
CV RESUME 

Content  •  Contact information 
•  Education 

•  Professional/Work experience 

Sections  •  Teaching/mentoring experience 

•  Research experience 

•  Honors and awards 

•  Leadership activities 

•  List of publications and 
presentations 

 
•  Professional affiliation  

•  Professional profile/
qualifications summary 

•  Training and certifications 

•  Skills (language, technical) 

•  Honors and awards 

•  Activities (volunteer, 
leadership, service) 

•  Presentations  
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Job Application Funnel 
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FIND 
On average, an online job 
posting gets about 1,000 
views. 

START 
Out of these, about 200 
start the application 
process. 

SUBMIT 
Surprisingly, only half the 
applicants who start 
applying actually end up 
submitting their 
application. 

OFFER 
After an average of two 
interview rounds, 1 
applicant will get the offer, 
and only 80% of those 
receiving the offer will 
actually accept it. 

start applying 

gets the offer 

finish applying 

see the job posting 

5 5 5 5 5 
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Overview 

Funnel 

Process 

Key Players 

Recent Deals 

Holy Grail 

 

IMAGINE 

 

Rules 

Magic Wand 

Systems 

Big Picture 

Score 

 

 

BUILD 

 

Feedback 

One Pager 

Office Hours 

Next Steps 
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Funnel 

INTERVIEW 
This is the biggest drop in 
the funnel. About 75  
applications will be 
automatically screened out 
based on e.g. keywords. 
The remaining 25 will be 
manually reviewed, and 
about 4 people will be 
invited for an interview. 

get an interview 

1,000 
200 

100 
4 

1 
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Recruiters 
1.  How long do you look at a resume 
•  About 30 seconds to 1 minute 
 
2. What is the first thing you look for? 
•  Layout - logical, easy to follow 
 
3. What is likely to make you reject a CV? 
•  Spelling mistake / lack of information. 
•  Bland CV 

4. What is likely to make you consider a CV seriously? 
•  Good academic record;  
•  Practical work experience (not necessarily related) 
•  Evidence of ability to work with people or showing initiative 
•  Something about you as a person, e.g. extra curricular activities, 

hobbies, interests. 

 
 

5 

Format 

CLEAN 

BALANCE 

CONSISTENCE 

PROFESSIONAL 

Font: 
- Arial 
- Times New Roman 
- Palatino
-	Cambria	
-	Calibri	
- Helvetica 

Font size: 
-  Body text: 10-12  
-  Headers: 10-14 
-   Your name: 18-21 

Paper: 
-  Use plain white A4 paper 
-  Only print on one-side of paper 

Margins: 
- Should never be less than 0.5 inches or 
greater than 1 inch 

Writing style: 
-  Use short, concise sentences 
-  Use bullet points and bond font to emphasize 
-  Check your spelling and grammar 
-  Do NOT include any graphics (tables, borders, etc.) 
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YOUR NAME 
Contact information 

Qualification summary (2-3 lines) 
…............... 
................... 
Education (list recent one first)  
•  …............... 
•  ................... 
Experience  (list recent one first)  
•  …............... 
•  ................... 
Skills 
•  Language skills…............... 
•  Technical skills................... 
•  Computer skills.................. 
Awards (list recent one first)  
…............... 
................... 

Address,  
Phone number 
Email address 

Picture 

Professional 
picture 

(NOT in school 
uniform) 

Others   
•  Activities, hobbies, interests…............... 
•  References ................... 

Page # 

•  Bachelor 
•  High school 

•  Projects you did 
in class, 
company, others 

•  Be specific 
•  Give details on 

what you 
achieved 
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Bad vs. Good 
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Before you start preparing your CV,  

Keep in mind: 
Your goal is to get an interview!!! 
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What Makes A Good Application Process? 
The steps are obvious, but few people consistently do them for long stretches of time 

APPLY 
This is where an 

applicant will 
spend most of her 
time, and where 

procrastination is 
most likely to 

occur. Many job 
seekers tend to 

underestimate how 
long this step 

normally takes. 

INTERVIEW 
It’s interesting that 

a high interview 
rate does not 

correlate with a 
high offer rate. 
Great resumes 

don’t necessarily 
mean great 
interviews. 

PREPARE 
Having a well 

written resume, a 
clear letter of 

intent and a career 
plan is the 

foundation of a 
successful job 

search. 

ONBOARD 
Once you’ve 

accepted the offer, 
it is critical to hit 

the ground running 
and position 

yourself early as a 
high performer. 

NEGOTIATE 
It is sometimes 
overlooked that 

negotiating 
compensation can 

be easier at this 
stage than when 

already employed. 

02 01 
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Process 
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Process 
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Stand out from the Crowd 
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HOW?? 

Ask yourself this question: 
What can you do for the company? 

•  Why are you important to the company? 
•  What can you do to solve a problem that the company 

has? 
•  How can you improve quality of products or services? 
•  How can you reduce costs, waste, time or effort? 
•  …… 

Show your skills and previous experiences  

You haven’t worked at the company yet, 
what can you do? 
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Companies expect engineers to 

2. Find root cause 

1. Identify problem 

3. Choose best solution 

4. Make plan 

5. Take action 

12 



Example: In your internship at SCG, your duty was to make particles 
to replace aggregate (rock, sand or gravel) in concrete 

Problem: concrete is heavy à 
how to make it lighter? 

Cause: Sand and stones are 
heavy materials 

Solution: Replace sand and 
stones with waste high-density 
polyethylene (HDPE) 

Perform work 

Plan: 1. Make HDPE particles (Mr. A and Mr. 
B) 
2. Make concretes and perform tests (Mr. C 
and YOU) 
3. Find best conditions (Mr. A, B, C and YOU) 13 

Example: 

Problem: concrete is heavy à 
how to make it lighter? 

Cause: Sand and stones are 
heavy materials 

Solution: Replace sand and 
stones with waste high-density 
polyethylene (HDPE) 

Plan: 1. Make HDPE particles (Mr. A and Mr. 
B) 
2. Make concretes and perform tests (Mr. C 
and YOU) 
3. Find best conditions (Mr. A, B, C and YOU) 

Perform work 

Your RESUME 
….......... 
............ 
............ 
Experience: 
 
Intern/Trainee 
Siam Cement Company 
Rayong, Thailand (Jun. – Aug. 2015) 

•  Tested performances of concretes 
…......... 
............. 
 

14 

Tell the truth!!! 
Your RESUME 

 
Intern/Trainee 
Siam Cement Company         Rayong, Thailand 
(Jun. – Aug. 2015) 
•  Tested performances of concretes 

OR 
Material Characterization Intern 
Siam Cement Company           Rayong, Thailand 
(Jun. – Aug. 2015) 
•  Evaluated mechanical properties (hardness, creep, 

shrinkage.. measurements) of concretes 
 

OR 
Material Engineer Intern 
Siam Cement Company         Rayong, Thailand 
(Jun. – Aug. 2015) 
 
•  Developed a new process to reduce 30% weight of 

concrete by replacing stones with waste plastics (High 
density polyethylene) 

Problems 

Actions 

Results 
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Action Verb List 
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Sample Action Verb List

TECHNICAL SKILLS

Adapted
Applied
Assembled
Built
Calculated
Compared
Conserved
Constructed 
Converted
Debugged
Designed
Determined
Developed
Engineered 
Fabricated

Fortified
Installed
Maintained
Operated
Overhauled
Printed
Programmed
Rectified
Regulated
Remodeled
Repaired
Replaced
Restored
Solved
Specialized

Standardized
Studied
Upgraded
Utilized

RESEARCH SKILLS

Analyzed
Clarified
Collected
Compared
Conducted
Critiqued
Detected
Determined
Diagnosed
Evaluated
Examined

Experiment-ed
Explored
Extracted
Formulated
Gathered
Identified
Inspected
Interviewed
Invented
Investigated
Located

Measured
Organized
Researched
Reviewed
Searched
Solved
Summarized
Surveyed
Systematized
Tested

TEACHING SKILLS

Adapted
Advised
Clarified
Coached
Conducted
Coordinated

Critiqued
Developed
Enabled
Encouraged
Evaluated
Facilitated

Focused
Guided
Individualized
Instilled
Stimulated
Trained

MANAGEMENT/LEADERSHIP SKILLS

Administered
Analyzed
Appointed
Approved
Assigned
Attained
Authorized
Chaired
Considered
Consolidated
Contracted
Controlled
Converted
Coordinated
Decided
Eliminated
Emphasized
Enforced
Enhanced
Established
Executed

Generated
Handled
Headed
Hired
Hosted
Improved
Incorporated
Increased
Initiated
Inspected
Instituted
Led
Managed
Merged
Motivated
Navigated
Organized
Originated
Overhauled
Oversaw
Planned

Presided
Prioritized
Produced
Recommended
Reorganized
Replaced
Restored
Reviewed
Scheduled
Secured
Selected
Streamlined
Strengthened
Supervised
Terminated

ORGANIZATIONAL SKILLS

Approved
Arranged
Cataloged
Categorized
Charted
Classified
Coded
Collected
Corrected
Corresponded
Distributed
Executed
Filed
Generated
Implemented

Incorporated
Inspected
Logged
Maintained
Monitored
Obtained
Operated
Ordered
Organized
Prepared
Processed
Provided
Purchased
Recorded
Registered

Reserved
Responded
Reviewed
Routed
Scheduled
Screened
Set Up 
Submitted
Supplied
Standardized
Systematized
Updated
Validated
Verified

(continued)
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Sample Action Verb List

COMMUNICATION/PEOPLE SKILLS

Accounted
Addresses
Advertised
Advised
Arbitrated
Articulated
Assisted
Authored
Clarified
Coached
Collaborated
Communicated
Composed
Condensed
Conferred
Consulted
Contacted
Conveyed
Convinced
Corresponded
Counseled

Debated
Defined
Demonstrated
Described
Developed
Directed
Disciplined
Incorporated
Influenced
Interacted
Interpreted
Interviewed
Involved
Joined
Judged
Lectured
Listened
Marketed
Mediated
Moderated
Negotiated

Observed
Outlined
Participated
Persuaded
Presented
Promoted
Proposed
Publicized
Reconciled
Recruited
Referred
Reinforced
Reported
Resolved
Responded

DATA/FINANCIAL SKILLS

Accounted
Administered
Adjusted
Allocated
Analyzed
Appraised
Articulated
Assessed
Audited
Authorized
Balanced
Budgeted
Calculated
Chartered
Classified
Compared

Computed
Conserved
Consolidated
Corrected
Determined
Developed
Entered
Estimated
Filed
Financed
Forecasted
Logged
Managed
Marketed
Measured
Netted

Planned
Prepared
Programmed
Projected
Published
Qualified
Reconciled
Reduced
Researched
Retrieved
Summarized
Tabulated
Transmitted 
Typed

HELPING SKILLS

Adapted
Advocated
Aided
Answered
Arranged
Assessed
Assisted
Cared for
Clarified
Coached
Collaborated
Contributed
Cooperated
Counseled

Demonstrated 
Diagnosed
Educated
Encouraged
Ensured
Expedited
Facilitated
Familiarized
Furthered
Guided
Helped
Insured
Intervened
Motivated

Prevented
Provided
Referred
Rehabilitated
Represented
Resolved
Simplified
Supplied
Supported
Volunteered

CREATIVE SKILLS

Acted
Adapted
Began
Combined
Composed
Conceptualized
Condensed
Created
Customized
Designed
Developed
Directed
Displayed

Drew
Entertained
Established
Fashioned
Formulated
Founded
Illustrated
Initiated
Instituted
Integrated
Introduced
Invented
Modeled

Originated
Performed
Photographed
Planned
Revised
Revitalized
Shaped
Solved
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What does Company A do? Tailor your resume to their needs 

Match your CV with the company needs 

Analytical service Highlight your technical skills: 
instruments - you learned/trained 

Sales  Highlight your communication skills: 
persuade people, give training 

Manufacturer  Highlight your processing skills: 
Processing steps – metal casting, 
thin films, polymer molding, etc.  
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Qualification summary 

Talent Passion 

Experience 

Value 

Strength Idea 

YOU 

Creative 

Leadership 

Project planning 

Teamwork 

Self-motivated 

Goal-oriented 

Determined 

Persistent 

Persistent 

Problem solver 

Self-taught 

Critical thinking 

Technical skills 
Responsible 
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Qualification summary: examples 

•  A highly motivated BSc ______ student looking for a position 
in……………. . I have strong problem-solving and analytical skills  

 
•  A ______  undergraduate with substantial work experience in ……………, 

looking for an opportunity to develop a career in ……………. 
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