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Agenda

• Introductions

• Using resumes/cover letters

• Writing/revising your resume to the U.S. format

• Cover letters 

• Time to work on resumes with assistance

http://www.tnstate.edu/diversity



Using resume and cover letters

• International students may need a resume (and 

possibly a cover letter) to apply for:

• An on-campus job

• CPT

• OPT

• Admission to graduate school program

• See Center for International Student Services 

office staff for more information on the processes 

of OPT, CPT, etc.



Resume question - ???

• How long do 

employers 

typically look at a 

resume? 

• A. Less than 30      

seconds

• B. 3 Minutes

• C. 1 Minute

http://www.jobsite.co.uk/worklife/5-important-employers-cv-15430/



If you answered “A” –

Less than 30 seconds, 

you are correct.  Employers 

often receive hundreds of 

resumes for a single position.  

They do not have time to pour 

over each and every word.  

This increases the importance 

of a concisely written resume.



U.S. resumes are different

U.S. Resume International Resume

Concise, attractive marketing tool -

Includes only impressive aspects of jobs, 

skills, accomplishments, and education

Chronologically details academic and

formal work experience

One-to-two pages maximum

• A CV, which is longer, may be used for 

professors, research jobs, etc.  

• Federal jobs typically require a longer 

federal resume

Sometimes two or more pages

Does not include age, marital status,

race, or religion

Does not include picture, height/weight,

(unless for acting or modeling, etc.)

Sometimes includes age, marital 

status, race, and/or religion

Sometimes includes picture



Contact Information

• Use your U.S. contact information, in general

• Include: Name, Address, City, State, Zip, Phone, 

Email   (Your name should be bolded and a larger font size)

• Do not include USA in contact info:

Example:

Jaime Cavella

7400 Augusta Street, Box 999

River Forest, IL 60561 USA

708.999.1234

Jaime.Cavella@gmail.com



English names

• If you use an English name instead of your 

foreign-language name, you can include it on your 

resume. 

• Use parentheses ( )

Example:   Tien-Hwei (Alisa) Wong

http://www.slate.com/articles/arts/culturebox/2009/0

4/the_names_du_xiao_hua_but_call_me_steve.html



Not all resumes are the same, 

but there are some common 

elements that they all should 

include:

Objective (or Profile)

Education

Experience or Employment

Activities or Leadership or

Professional Development, etc.  

(You can create your own 

headings according to your 

strengths/experience.)

Resume headings



Objective (optional, can be short or longer)

• Generally a one sentence explanation of the type 

of job you are seeking. 

• If using a longer objective, focus on what you can 

do for the employer (ie. skills) instead of what you 

want to get out of the position.

Examples:

Objective

A summer internship in sales/marketing at McMaster-Carr.

or

A summer internship in management using team-building 

skills and versatility to improve customer service.



Qualifications, Professional Profile, etc.

http://www.top-resume-tips.com/imgs/6_after_a.gif

Some use a Qualifications or Profile 

section instead of an Objective.



The next sections are 

Education and Experience.

Which should come first?



Most college students 

include the Education 

section directly after the 

objective. However, if 

you have experience 

that relates to the job 

you are applying for, 

you should place the 

Experience section 

above Education.



Education

• Start with the most recent college (Concordia)

• Do not include high school (if a junior or above)– it 

is assumed that you are a high school graduate 

Example:

EDUCATION

MASTER OF BUSINESS ADMINISTRATION (MBA)

Concordia University Chicago (Expected graduation, May 2017)

BACHELORS OF SCIENCE IN BIOLOGY

University of Buea, Cameroon, 2014



Education – other items you could include

Degree (Master of …, Bachelor of …)

University attended, City, State or Country (not U.S.)

• Major/minor

• Date of program completion information

• Expected May 2017     or    Anticipated December 2018

• Cumulative GPA (grade point average)

• Include only if it is above a 3.00. 

• Do not include your international grading system if different 

from the U.S.  A 70% may be good in Pakistan, but it looks like 

a “C” average in the U.S.

• Related Coursework (optional) – just courses 

related to your job objective (approx. 2 to 8 courses)

https://owl.english.purdue.edu/owl/resource/699/01/

https://owl.english.purdue.edu/owl/resource/699/01/


Experience

(Can also be called Work Experience, Employment)

Include:

Employer, City, State (or Country)

Job Title

• You may have to create a job title if you did not have one  

Dates worked (years only or month, year)

• Describe your job achievements - start each line with 

action verbs

• Present tense if currently employed 

• Past tense if no longer employed 

• Vary your choice of verbs 

(Do not use “I” or “my” on a resume!)



Action Words

Use a mixture of powerful action words to describe 

your past experiences/accomplishments.

http://www.smith.edu/lazaruscenter/pdf/resume-book.pdf



Employer name or position title first?

• Decide if better to highlight the organizations at which 

you’ve worked, or the positions you’ve held. 

• If recognizable companies, it may be better to list by 

employer. If leadership roles, list by position title. 

• Whichever category you choose, be consistent within 

your “Experience” section.        

https://www.wellesley.edu/sites/default/files/assets/departments/cws/files/resume_e-guide_2012_0.pdf

https://www.wellesley.edu/sites/default/files/assets/departments/cws/files/resume_e-guide_2012_0.pdf


Frame of reference

• Provide employers a frame of reference when 

referring to foreign companies and schools.

Examples:

• “One of the top five universities in the United Kingdom.”

• A $20 million marketing firm

• Nigerian version of McDonalds

Astral Media Radio Group, Cairo, Egypt

Egypt’s largest radio broadcaster

Administrative and Promotions Assistant, April – Dec. 2014

• Contacted promotional sponsors to negotiate … 



Match your skills/experiences

with the employer’s needs

For information and words to use, look at

• job description

• company website, etc.

including 

• desired qualifications and skills

• key values and words (verbs, adjectives, etc.)

https://owl.english.purdue.ed

u/owl/resource/699/01/

http://www.smith.edu/lazaru

scenter/pdf/resume-book.pdf

Job Description



Possible Leadership section

• If most of your experience consists of unpaid campus activity 

in leadership roles, you may want to have a section entitled 

“Leadership Experience” before “Work Experience.”

• A “Leadership” category will more appropriately showcase 

your skills, while a “Work” category which highlights paid 

work experience may underscore the weaknesses rather 

than the strengths of your experience. 

• If your experience consists of both paid and unpaid activities, 

you could group all of these together in a more general 

“Experience” category.  
https://www.wellesley.edu/sites/default/files/assets/departments/cws/files/resume_e-guide_2012_0.pdf

https://www.wellesley.edu/sites/default/files/assets/departments/cws/files/resume_e-guide_2012_0.pdf


Activities (for those with less experience) 

Employers like to see people who have been involved in 

school or community activities. 

In this section, list special activities you participated in 

(prom committee) and organizations you joined (drama club, 

baseball team, etc.). 

Optional to include the years in which you participated. 

Be aware, however, that employers may eventually view this 

information as irrelevant (once you have gained experience). 



Other Possible Headings

To be used if appropriate: 

Computer Skills

Languages

Professional Associations  (or Professional Memberships)

Professional Development (or Additional Training)

Certifications

Community Involvement 

Highlights of Qualifications 

Honors/Awards  (could go under Education) 

Projects 

Relevant Courses 

Summary of Qualifications 

Volunteer Experience … and more!  

Create and use the headings that highlight you best.



Skills/Strengths, Competencies, or Qualifications, etc.)

Some people use this section to include special skills or talents 

that are not included elsewhere on the resume, but would be 

relevant to the employer, such as:

• Work related skills

• Language skills  (i.e. – Fluent in French and English) 

Example:



Optional Heading:  Background, Additional Information, 

or International Travel, etc.

A category called 

• Background

• Additional Information

• International Experience, or 

• International Travel, etc. 

can be placed at the end of the resume to include your 

international experience.

Examples:

• Travel includes Western Europe, Russia, Japan and 

China.

• International:  Hungary (twelve years), Morocco (two 

years), India (one year).



Sample 1-page resume format

Bulleted or 

paragraph 

format – its 

your choice

http://www.smith.edu/lazarusce

nter/pdf/resume-book.pdf

http://www.smith.edu/lazaruscenter/pdf/resume-book.pdf


Sample 2-page resume



References (usually a separate page)

Although it is common practice to put: 

“References Available Upon Request” 

at the bottom of a resume, most career advisors say it is unnecessary. 

List 3 – 5 references on a separate page with your contact information 
at the top and the heading References.

Include references’ 

Name 

Title or relationship to you (i.e. Supervisor)

Organization, City, State (or Country)

Phone, Email

• Generally include people who have observed your work habits 
(employers, professors, coaches, etc.)   

• Ask their permission first, educate them about the types of positions 
and companies to which you are applying, and the skills required

• Keep them updated about your job search progress



Sample Reference sheet formats

http://katiebeck.com/reference-sheet-template/resume-reference-template-resume-reference-page-template-

free-resume-reference-page/

http://herl.org/2016/02/resume-reference-template/



Different versions of your resume

• If you are seeking different types of positions, create 

a different resume for each one.  (Include different skills, 

qualifications, objective, etc.)

• Also maintain a resume in the format and language

of your home country (for jobs there or to give to contacts).

https://www.pinterest.com/pin/194147433913573184/



Absolutely! 

• Use white or off-white 

professional weight paper

• Black ink, 10 – 12 pt font.

• Margins - 0.75” to 1” 

• Category Headings -

slightly larger and/or bold

• Consistency – keep font 

type, size, spacing 

relatively consistent 

throughout the resume

• Length, 1 – 2 pages (1 page 

if recent Bachelors graduate 

with less experience)

Do the looks of a resume matter?



Set document proofing to U.S. English

Make sure the resume is free from grammatical and 

spelling errors.   In Word, go to:
• Review, 

• Language, 

• Set Proofing Language to English, United States



Resume Target –

on CUConnect 

(the Portal)

If you do not already have a 

resume draft, you can get ideas or 

templates from the resume 

examples.   (Templates may be 

difficult to modify for your needs.)

Go to CUConnect (the portal)

Student Life tab

Under Career Services.



In Resume Target, 

Click on View Our Templates to get 

resume ideas



COVER LETTER WRITING

Introducing…



Questions to help you prepare for 

writing your Cover Letter

http://www.smith.edu/lazaruscenter/pdf/resume-book.pdf



Components of a cover letter



Address cover letter to a specific person

Make sure you address the letter to a specific 

person if possible (preferably the interviewer)

October 4, 2016

Stacy Lo
CEO
Lo Labs
300 State St.
Chicago, IL, 60611

Dear Ms. Lo:

Date

Name of Contact Person
Title 
Organization
Street Address
City, State, Zip Code

Dear Ms., Mr., Dr. (etc):

https://owl.english.purdue.edu/owl/resource/723/03/



Cover letter initial paragraph

• State the position for which you are applying

• Include a name if someone is referring you to the position

• Avoid writing, “Hi. My name is…”

Example:

After speaking with Emily Richards about her past summer 

in the internship program, I am interested in your Human 

Resources Summer Internship position.  I worked with 

employee benefits this past summer and became interested 

in the human resources aspect of the position.

https://owl.english.purdue.edu/owl/resource/723/03/



Cover letter middle paragraph(s)

• Highlight experience/skills/traits, and possibly benefits to 

the company

• Don’t repeat long sections from your resume

Example:

As a banking representative at Chase, I provided quality 

customer service while promoting the sale of products to 

customers.  I also handled close to $20,000 each day and was 

responsible for balancing the bank’s ATM machine.  My 

experience with customer relations and money management 

can help your accounting firm expand its Middle East 

division located in Dubai.
https://owl.english.purdue.edu/owl/resource/723/03/



Cover letter closing paragraph

http://www.smith.edu/lazaruscenter/pdf/resume-book.pdf

• Include your main goal of requesting an interview.

• Thank the reader for considering you for the position or for 

considering your application.

Instead of stating that you will contact them, you could write 

something like “I am available at your convenience for an in-

person or phone interview, and I look forward to hearing from 

you soon.”



Sample Cover Letter

http://www.smith.edu/lazarusce

nter/pdf/resume-book.pdf

http://www.smith.edu/lazaruscenter/pdf/resume-book.pdf


Bullets in cover letter (optional)

• Could use bulleted 

statements to 

highlight your 

strengths or 

experience in the 

middle paragraph

http://www.smith.edu/lazarusce

nter/pdf/resume-book.pdf

http://www.smith.edu/lazaruscenter/pdf/resume-book.pdf


Cover letter writing tips

• Letter should only be one page

• Include your strongest and most relevant qualifications

• Limit to a few qualifications  (experience, traits, skills, etc.)

• Begin with topic sentences

• Appeal to company values, attitudes, goals, projects, etc.

• Explain how you will help organization

• Elaborate on the information in your resume

• Provide evidence of your qualifications

• Proofread carefully for grammatical and typographical 

errors



Individual assistance for you

Personal consultation and resume/cover letter 

reviews are available from:

Center for International Student Services

• Chyvonne M. Gibson, International Student Coordinator

Chyvonne.Gibson@cuchicago.edu or 708.488.4297

Career Services

• career.services@cuchicago.edu or 708.209.3033

• Sara Dahms, Career Counselor

Sara.Dahms@cuchicago.edu or 708.209.3029 

• Jerry Pinotti, Director of Career Services

Jerry.Pinotti@cuchicago.edu or 708.209.3032



Job Search for International Students

• The basic components of the job search include:

• Employer research/exploring resources

• Informational interviewing/networking

• Cover letters, resumes, and other correspondence

• Interviewing (attend Interview Workshop)

• Understand the application process for positions to which you 

are applying. 

• Network with friends, families, professors, neighbors, and 

alumni who have gained employment successfully to learn how 

they conducted their searches.

• Conduct informational interviews with individuals in the field(s) 

you are considering.

Consult the Center for International Student Services 

https://pixabay.com/en/photos/job/



Thank you for attending!  
We look forward to working with you.

Sources

• www.longwood.edu/assets/.../Employment_Worksh

op.ppt

• https://www1.udel.edu/CSC/pdf/resumes-

international.pdf

• http://www.smith.edu/lazaruscenter/pdf/resume-

book.pdf (with 7.18.16 phone permission to use “liberally”)

• http://careerservices.uic.edu/docs/International%20S

tudent%20Guide.pdf

• https://owl.english.purdue.edu/owl/resource/699/01/

• https://owl.english.purdue.edu/owl/resource/723/03/

• https://www.wellesley.edu/sites/default/files/assets/d

epartments/cws/files/resume_e-guide_2012_0.pdf

http://www.longwood.edu/assets/.../Employment_Workshop.ppt
http://www.longwood.edu/assets/.../Employment_Workshop.ppt
https://www1.udel.edu/CSC/pdf/resumes-international.pdf
http://www.smith.edu/lazaruscenter/pdf/resume-book.pdf
http://careerservices.uic.edu/docs/International Student Guide.pdf
https://owl.english.purdue.edu/owl/resource/699/01/
https://www.wellesley.edu/sites/default/files/assets/departments/cws/files/resume_e-guide_2012_0.pdf

