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To begin, let us acknowledge that Queen’s is situated on 
traditional Anishinaabe and Haudenosaunee territory.  
We are grateful to be able to be live, learn, and play on these lands.



Today’s Agenda 

• Resumes 
– Strategies, format, sections 

• What is a CV?
– How does it differ from a resume? When should I 

use a CV? 

• Cover Letter
– Strategies, format, writing strategies 



Warm-up 

Think like an employer!



Warm-up 

Application #1

• 4 years experience as organic farmer
• 2 years as coordinator of NFU New Farm 

Project, including organizing workshops
• Post-grad diploma in Ecotourism 

Management at Fleming College
• Bachelor of Arts: History Major, Math Minor
• Culinary Skills diploma from SLC



Warm-up 

Application #2
•15 years work at U of T & Queen’s Career Centres
•Specialized knowledge in recruiting from Resume Clinic 
and 2 years working in Employer Relations
•Experience as employer including posting jobs, receiving 
resumes, and doing interviews
•Presentation skills honed during Bachelor of Education 
and delivering hundreds of career workshops



Warm-up 

Who do you want to hire?
Why?



Resumes



Resume Agenda…

• Targeting your Application
• Formatting and Organizing
• Making the most of Education & Experience



The Challenge is…

To look like where you’re going, 
NOT where you’ve been.



Do the Research

91% of hiring managers agree that applicants who do 
research on your company or the position they’re applying 
for will receive greater consideration than those who send 
a generic application.  
Use the job ad to find important 
information about what the 
employer is looking for:

• Company Values
• Responsibilities
• Work Environment / Team
• Qualifications
• Required Skills

You can also gather info from:

• Employer web-site 
• On-campus recruiting events
• Social Media (Twitter, Facebook, 

LinkedIn)
• Visit general career or industry 

sites for general entry level job 
descriptions for your field/industry
• National Occupational 

Classification



Formatting Essentials

• Font size - readable size
• 1-2 pages
• Present or Past tense?
• Margins: standard
• Reverse chronological order within 

heading
• Most relevant and valuable first
• More space = more valuable 
• Essential info pops out – degree, job 

title, company/school, date
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Resume Sections 

• Education 
• Profile/Summary 
• Awards and accomplishments
• Work experience
• Volunteer experience
• Relevant/Additional 

experience
• Service work
• Extra-curricular activities
• Conference presentations 
• Professional development 



1) Who you are and what you are seeking
– Biology undergraduate with strong interest in metabolism at the 

cellular level

2) Your background
– Took initiative to develop broad range of wet lab techniques in paid 

and volunteer roles

3) Your signature strength
– Project management skills developed as student club leader

Summarize the connection between you and the work

Profile

Example



Summary 

• Data collection  and epidemiological skills 
including SPSS, STATA, and SAS

• Knowledge of health policy at federal and 
provincial levels developed through research 
project with KFL&A Public Health

• Program design and evaluation strengthened 
by work as Peer Health Educator

• Project coordination and leadership skills 
demonstrated while running the Leave the 
Pack behind program

Job-specific

Transferable



Education

Bachelor of Science, Biology (Honours) 2017-present
Queen’s University, Kingston, ON

§ Honours thesis: The influence of species location on size 
relationships in recreational fish species in Ontario

§ Supervisor: Dr. Fredrick Fiske
§ Relevant courses: Advanced statistics, Experimental techniques in 

biology, Experimental approaches to animal physiology
§ Awards: Dean’s Honour List, 2019-2020

Give details about your degree

Include the institution, city, province

Give period of  study dates 

Consider:
Awards and scholarships 
Relevant coursework 
Certificates 





Education section

Coursework Assignments and 
Accomplishments

Areas of concentration
(e.g. Business electives)

Projects

Research experience Presentations

Lab and fieldwork 
experience

Awards

Exchange/international 
opportunities

Thesis

What can you include in your education section?



Bolstering your experience section

Administrative Assistant Summer 2011
Legasys Corporation, Kingston, ON

• Updated tracking system 
• Observed innovation, growth, and subsequent sale of their 

VOIP tool
• Learned PHP 
• Presented project summary to senior management team



Oomphing up experience

Administrative Assistant Summer 2011
Legasys Corporation, Kingston, ON

• Updated, vetted and re-organized tracking system for 1000+ client 
records 

• On a team of 10 in a 5-year old computer software development 
company, observed innovation, growth, and subsequent sale of 
their VOIP tool to Bell Canada and many of the large Canadian 
telecommunications companies

• Took the initiative to teach myself PHP in order to design and 
develop an administrative section on the company intranet (which 
is still in use)  

• Asked to present project summary to senior management team at 
the annual executive retreat



Simple Formula

What + How + Outcome
= Accomplishment Description



Accomplishment descriptions

Review statements on your resume:
• How many/how much?
• Why did I/we do this?
• What was the result of doing this?
• What happened after it was done?
• Why was this important? 



Queen’s Best Resume Magazine

Download a .pdf copy from Career Services website (careers.queensu.ca)
Use the search bar or select Students>Tipsheets & Resources



CV
Cell Vacuole? 
Coronavirus?

Cardiovascular?

Curriculum Vitae



Resume CV 
Job applications Academic or research positions
1-2 pgs As many pages as necessary
Skills Summary/Profile Lead with Education
Relevant/Additional Experience Research & Publications

Professional Development Presentations
Extracurriculars/interests Conferences

Teaching Dossier
Committees/Service Work
Funding/Scholarships 

What is the difference?



My grad school application? 



My grad school application? 

?!



Cover Letter



Cover Letters…

Why write a cover letter?
• Demonstrate written communication skills
• Show knowledge of position and organization
• Make an explicit match
• Relay personal stories and motivation
• Start a conversation!



Cover Letter Format 
Your Name
Street or PO Box
City, Province, Postal Code
Telephone
Email

Date of Writing

Name of recipient
Recipient’s job title
Organization; 
Complete Address

Salutation (eg. “Dear Ms. Gupta” or “Dear Sir or Madam”)

The INTRODUCTION:  Tell the reader why you are writing.  Indicate who you are (in context – not your name), what you want, & 
how you came to know about them.  If you know it, include the position title for which you are applying.  Note enclosures. Try to 
catch their attention with a unique and relevant strength or qualification (USP).

THE RESEARCH PIECE:  Distinguish your letter from all the rest by telling the employer why you want to work for them.  Tell them
that you know what they do and why it matters to you.  Show that you have investigated the organization and the work.

THE MATCH:  In the next paragraph, let them know why they should hire you.  Highlight the major skills, personality traits and 
areas of knowledge and expertise that you have to offer, and indicate how you perceive your attributes match their needs.  
Include evidence of positive contributions or tell a brief story of when you have used some of the skills they require.  Express 
yourself sincerely, and in an way that they can’t wait to turn the page and read your resume.

THE CALL TO ACTION:  Emphasize your interest in speaking with them, suggest possibilities for follow-up.  Express appreciation.

Sincerely
Signature
Your typed name

An actual person’s 
name is preferable; 

alternatively Attention: 
Personnel Manager or 

Hiring Manager

Tailor cover letter to each job posting ; 
Maximum one page; Same type face as 
your resume;  Double-spaced between 
paragraphs; Full block format; justified 

on left with no indentations; 1 inch 
margins on sides, top and bottom

Remember to sign the letter 
after your proofread carefully



Introduction  

I am writing to apply for the position of Summer Camp 
Coordinator,  Job # SWEP144, that was advertised through 
Career Services.  I have extensive experience working as a 
counsellor at Tim Horton’s  summer camps, and  I am confident 
that my leadership and organizational skills will make me an 
asset to your organization.

Example:



Research Piece

I have a family member in a long term care facility who 
visit on a regular basis. I have great respect for the staff 
who work with seniors in our community and a great 
compassion for the residents who require such care. The 
Waterford has a reputation for creating an atmosphere 
for residents that make them feel like they are at home 
and I feel that I could contribute to your warm and 
welcoming atmosphere.

Example:



The Match

As a Gael during the ASUS Orientation Week, I witnessed a 
student hit by a car. I drew on my safety training as a Gael 
and a long time lifeguard, and ran to the nearest blue light 
to call for help. Once the ambulance had arrived, I rushed to 
the Nerve Centre and alerted the Orientation Week 
Executive. The week ended with no further incidents, and I 
was commended on my quick thinking by my supervisor.

Example:



The Match

Example:

During my Mining Engineering degree at Queen’s University, I 
took a range of mining engineering courses which have 
solidified my understanding of Canadian codes and standards.  
For a major course project, I worked as part of a team of 4 to 
re-design RioTinto’s slag management system.  When 
designing the system using AutoCAD, we took extreme care in 
measuring the environmental impact that this hypothetical re-
design would have, and would not rest until it was not only up 
to code but also as environmentally sustainable as possible.



The Match

What makes a good story? 

• Plot twists, drama & challenges
• Recognizable structure (CAR):

Context/Challenge
Action
Results 

• Character development:
Passion & motivation



Assessing Stories

• How do your skills/qualities/values in your story relate to 
the prospective job opportunity? 
(show research)

• What aspects of your story make it memorable or unique?
(show understanding of role)

• Are there any specific details from your story that were 
missing which would reflect positively on you?

• Is there a clear structure? Context, Actions, Results?



Closing Paragraph

Example

My education, credentials, experience, and enthusiasm for 
doing quality work would be a positive addition to your 
organization. I would be very interested in meeting with you 
and discussing how I can contribute to your corporation.



Key Points to Remember!

Resume
• Find your target
• Maximize your education
• Highlight your accomplishments

Cover Letter
• Evidence and accomplishments
• Personal stories & voice
• Employer research & fit



For more help…

• In-person, Phone, and Microsoft Teams Appointments
– Career Consultation
– Resume/Cover Letter Review

• Drop-In – In person and online 
(link in MyCareer events calendar)
– Monday – Thursday: 1:30 pm – 3:30 pm

• Queen’s Best Resume & Cover Letter Magazines (downloadable PDFs)
(careers.queensu.ca > Students > Tipsheets and Resources)

• Tipsheets by topic
(careers.queensu.ca > Students > Tipsheets and Resources)



Thank you!


