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• Resume or CV?

• Rethinking your skills 

• Walk Through A Resume 

• Interview

• Review
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What is a CV? 
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What is a Resume?

• A CV or Curriculum vitae is a detailed 
document sharing your career history, 
education, awards, special honors, 
grants or scholarships, research or 
academic projects and publications.

• A Resume is a document that 
summarizes your career history, skills 
and education. A resume may list 
professional associations, volunteer work, 
an objective statement and professional 
goals. 



The Difference

Walk Me Through Your Resume 4

2022

Should I use a Resume or CV?

• Length 

• Experience and Career type

• Ability to customize

• Geography 

• What kind of job are you applying 

for?

• Where is the company based? 
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• Full Name        

• Contact Information

• Professional title

• Research interests 

• Education

• Publications

• Teaching or lecturing 
experience 

• Work experience 

• Conferences and 
courses

• Skills 

• Grants of fellowship

• References 
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• Full Name

• Job Title, or name of position 

you're applying for 

• Contact Information

• Resume Summary or 

objective

• Work experience 

• Education

• Relevant skills

• Relevant certifications and 

interests 



Rethinking Your Skills
Hard Skills v. Soft Skills 

Hard Skills
Also know as technical skills 

• Typing Proficiency
• Data analysis 
• Budgeting 
• Coding 
• Knowledge of software (i.e., 

Microsoft, Adobe) 
• Bilingual or multilingual 

Soft Skills 
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• Networking
• Empathy
• Negotiation
• Teamwork 
• Leadership
• Independence
• Adaptability 
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1. Time Management 

2. Communication

3. Adaptability 

4. Problem-solving

5. Teamwork 

6. Creativity 

7. Leadership

8. Interpersonal Skills 

9. Worth Ethic 

10.Attention to Detail 



Why Soft Skills?

 Indicate longevity 

 Measure Teamwork

 Maintain relationships

 Grow a network

 Develop leadership

 Prove initiative 
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Walk Me 
Through 
Your Resume

How to
Format Your Resume 
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Your Resume 
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• Keep it Simple

• Use a Summary Statement Instead of an 
Objective

• Spotlight Key Skills

• Put Your Latest Experience First

• Break it Down

• Education 

Font Suggestions: 

2022

• Sans Serifs
• Arial
• Verdana
• Trebuchet MS
• Century Gothic
• Gill Sans MT(but never Comic Sans)
• Lucida Sans 
• Tahoma
• Helvetica

Try to stay between 10.5and 12 points



Additional Tips 
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Additional Tips: 
• Check for grammar and spelling 

mistakes

• Punctation

• Rambling (too long)

• Incorrect contact information

• Experience too long-Keep to 10 years 
or less

Success Verbs for Resume:

2022

• Accelerated
• Achieved
• Added
• Awarded
• Contributed
• Decreased
• Delivered
• Eliminated 
• Gained
• Generated
• Improved
• Introduced
• Optimized
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Why do Employers 
ask this question? 
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• Employers use this phrase to assess whether you have the right qualifications

• Helps Employers learn more about your professional background

• A chance to prove that you have the right personality, skills and experience for the 

role. 
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• Focus on your most relevant experience 

• Show what value you can add

• Mention specific accomplishments 

• Highlight your skills section

• Prove that you will be a good fit 
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Research Assistant
"During my time at the University of Wisconsin-Madison, I spent my undergrad as a research 
technician for the department of zoology. During this time, much of my research work involved the 
study of primate behavior. Once I graduated from my program, I found a research role with 
the University of Wisconsin - Milwaukee. I also worked in their zoology lab, this time focusing 
on how therapy animals affect human health and well-being. During these studies, I was 
responsible for recording data and running reports.
"I find that both of these experiences have prepared me for the next step in my career. Along with 
getting used to working in a lab setting, I have definitely improved my communication, 
organization and critical-thinking abilities, as I have highlighted in the skills section of my 
resume. I can effectively work with others and find that I have quite a bit of patience when it 
comes to research methodology."
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“Walk Me Through Your Resume.” 
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o Be prepared with examples of your work

o Plan your interview attire the night before

o Prepare smart questions for your interviewers

o Bring copies of your resume, a notebook and pen

o Tie your answers back to your skills and 

accomplishments 

o Research the company and your interviewers

o Practice your answers to common interview questions

o Study the job description and note required skills, 

qualities and experience 

o Answer questions using the Situation, Task, Action 

and Results method (STAR)

o Recruit friends to practice answering questions



Let’s Prep!
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 Practice speaking and body 

language 

 Prepare thoughtful questions 

for interview

 Prepare your travel 

arrangements

 Sell Yourself! 

Additional Tips to Prepare: 



2022Interview Questions 
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How to answer questions  about conflict.

 Prepare for the question

 Be professional 

 Give important context 

 Focus on the resolution 
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Interview Questions 

Walk Me Through Your Resume 21

Tell us about the most difficult customer encounter 
you have experienced.  What specifically did you do 
to handle the situation?

Tell me about a time when you had to change your 
behavior to work successfully with others.

Without naming names, which of your past bosses 
did you least enjoy working with?  What factors 
contributed to this feeling?

Example Questions



Review: 

Resume v. CV
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Soft Skills v. Hard Skills Formatting Resume 

Walk Me Through Your 
Resume Interview 

The difference is length, experience, 
ability to customize and geography. 

Hard skills =Technical
Soft Skills= Personal traits 

Short and to the point 

Sell Yourself in Summary Be prepared for situation-based 
questions. S.T.A.R



Questions? 
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2022How can HR help you? 
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Contact the 
HR Employment and 

Records Team!

We will assist with resume 
review and/or interview prep

910 Madison Plaza 1st floor
901.448.5600 
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Interview Questions: “Walk Me Through Your Resume”
https://www.indeed.com/career-advice/interviewing/walk-me-through-your-resume
What's the Difference between a Resume and CV
https://www.indeed.com/career-advice/resumes-cover-letters/difference-between-resume-and-cv
How to prepare for an Interview in 11 steps
https://www.indeed.com/career-advice/interviewing/how-to-prepare-for-an-interview
Interview Questions and Answers
https://www.indeed.com/hire/interview-questions?gclid=EAIaIQobChMIhMmQsoaU-AIVQP7jBx2tpAQFEAAYASAAEgLBiPD_BwE&aceid=
CV vs Resume -5+ Key Differences [w/examples] 
https://novoresume.com/career-blog/cv-vs-resume-what-is-the-difference
Interview Questions “Walk Me Through Your Resume”
https://www.indeed.com/career-advice/interviewing/walk-me-through-your-resume
How to talk about conflict with your boss in an interview 
https://www.indeed.com/career-advice/interviewing/conflict-with-boss

www.indeeom/career-advice/interviewing/walk-me-through-your-resume

Walk Me Through Your Resume 26

2022

https://www.indeed.com/career-advice/interviewing/walk-me-through-your-resume
https://www.indeed.com/career-advice/resumes-cover-letters/difference-between-resume-and-cv
https://www.indeed.com/career-advice/interviewing/how-to-prepare-for-an-interview
https://www.indeed.com/hire/interview-questions?gclid=EAIaIQobChMIhMmQsoaU-AIVQP7jBx2tpAQFEAAYASAAEgLBiPD_BwE&aceid=
https://novoresume.com/career-blog/cv-vs-resume-what-is-the-difference
https://www.indeed.com/career-advice/interviewing/walk-me-through-your-resume
https://www.indeed.com/career-advice/interviewing/conflict-with-boss
http://www.indeeom/career-advice/interviewing/walk-me-through-your-resume
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