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2 Career Services

J==0 CARLETON UNIVERSITY

Offering

ON-SITE & VIRTUAL
APPOINTMENTS

for students and alumni
Book on my_Success

CONTACT US:

\. 6135206611 401 Tory Building

(0}  career@carleton.ca

[ Live Chat at 8:30 AM-4:30 PM | Monday to Friday
@R carleton.ca/career Drop-In Hours: 1-4 PM



Why Students Visit

Career Services
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6. Major Exploration 7. Career Exploration Job Board Events



CAREER & NETWORKING

FAIR

Wednesday, October 15
10:00am-3:00pm
Raven’s Nest (Athletics) “

Regqister via the Event Calendar

on the MySuccess Portal

Attend one of our ~Br
Prepare for the Fair events |

« Resume Clinic: Sept 30"

* Interviews Workshop: Oct. 8M

+ Networking & LinkedIn Workshop: Oct. 9th
+ Resume Pop-up: October 9™



areer Services

Website

Information, Resources, and Templates

www.carleton.ca/career

CHRONOLOGICAL RESUMES

SKILLS-BASED RESUMES

oin FULLNm'E‘w Ful L NA

iy, Provincs, Postal Cade
Prot womber, £ st Adarass oo Eece,
Poriolo or Litksdin UAL (opionsl) Portishs o Linkad URL (apison)

CAREER OBJECTIVE (¢
The shiective ¢ you opportunity lo mgm.gm the contriatian you can make o the amployer
and chile maks you an

COMBINED RESUMES

loymant expenarics, nd soag mak
284 10 83CN Dartic| s saction
7520 N U, You CAn s SUDATRUNS oF 800 &

et e o el wiien, St g rsar

Tris sction shoukd inlude s hor st o elevant skt

20ux - Prosent
R o e SratTG fo
e customer ervce cxperancs it
il sl S, g L NAE
ompu ool and Toam City, Provinc, Postal Code plonal):

+ Fiuati s Franch and English: oral witton, and ¢ o
EoUCATIGN 'CAREER QBJECTIVE (Optional)
Title of Dagree The objectiveis your apportunity to highiight the contrbution you can make 1o the employer
Carfaton Unwarsty, Gttawa, ON Explan wny youlacagoric naclgmuna Sleymentoxooterce and sl ke voan o your experiances I of okl auch o

2 socion ‘ G
el b e ot cutomend o eac i o TG econ et s i v e o
Skills Profile here. s

« Relevant courses (op

« Tille of Thesia/Sg |a\ mec:s opticnal k. or academics.
: nunarsmps.awﬂfﬁs.np i ‘f.r,uulnmm
i TG e & Fotarae” EDUCATION
Titlo of Degree 200-Prosont o ToPes rlating e
VIORK EXPERIENCE Carloton University, Ottawa, ON ding

List provious or curant pasitions thal aro ralated ts the |

chranalogical arder [|.6. start with most recent and work : Relevant courses/ Speciel rojects (optional)
experience your relvant work and + Title of Tt

together, you iection “Relevant E * ariiipa: awards, Doan's List:

(il "Select or Oiher Professional Experience’ I yod o

o spicily which positions were vohuntzer

cessstul marksting sratagies on
N PPar which Was prasanted.

SKILLS AND ABILITIES/SKILLS SUMMARY

Tite of Posit This sction allows you o use 2 or 3 subiles 0 dide your experiances nfg areasofskilssuch as B ISEUIIng I fewes sccderts durng
Nama of Gampary/Organiztion, it s 2 it such g 0
+ Effostivly supervised. Todtermine what i 8 g, mns\nev ‘hat the emplayersneeds ae o theposiion you R SueEa i oreeg or.
Dynamcally a1 seoking from paid positions, ‘or academics.

. ly trained..
+ Quickly and afficiently organized. Communication Skills

+ Effectively wrote summer students progress reports relatng 1o,

« Independenty presentod a seminar o

* Acclrately advised senior stalf regarding.
Analytical Skills

+ Researched. resulting in a publication on.

« Conducted focus groups resulting in successful marketing strategies on.

urveyed..resulting in an A+ research paper which was presented

Management Skills

+j Carleton

University

. staff on safety [ "
Successfully co-ordinatod a maat and grot gathering for students in.
« Effectively supervised volunteers to assist with a successful fundraiser for.

Carlet

=" University

Resume, Cover Letter & CV
Templates

Job Search Strategies
Networkin
Career Exploration

Further EQucation Resources



Resume Formatiting Considerations

o Maximum 2 pages
o Fontsize 11-12 pt.
o l-inch margins

o Include a 1-page cover letter(when
needed)

o Required sections;

Contact information (including CMAIL)
Educational Background

Skills/Abilities Profile

Experience

© O O O O

Optional but Recommended: Applied
Projects, Volunteering, Extracurriculars,
Certifications




CHRONOLOGICAL RESUMES

FULL NAME
City, Province, Postal Code
Phone Number, Email Address
Portfolio or LinkedIn URL (optional)

CAREER OBJECTIVE (Optional)

The objective is your opportunity to highlight the contribution you can make to the employer.
Explain why your academic background, employment experience, and skills make you an
excellent candidate. The objective should be customized to each particular position. This section
must be clear and well written. Avoid using personal pronouns.

SKILLS PROFILE

This section should include a short list of relevant skills (approximately 5-7) that are targeted
toward the job you are applying for:

Two years customer service experience with proven interpersonal skills
Excellent writing and research skills, using a variety of sources such as...
Computer skills: Microsoft Word, Excel and Teams

Fluent in French and English: oral, written, and reading

EDUCATION

Title of Degree 20xx - 20xx
Carleton University, Ottawa, ON

* Relevant courses (optional):

e Title of Thesis/Special projects (optional):

e Scholarships, awards, Dean’s List (if you have 3+ consider listing your awards in its own
section titled “Honours & Awards”):

WORK EXPERIENCE

List previous or current positions that are related to the job you are currently seeking in reverse
chronological order (i.e. start with most recent and work backwards). Aim for 3-5 bullets per
experience. If you prefer to have your relevant work and volunteer experience highlighted
together, you can choose to title this section “Relevant Experience” followed by another section
titled, “Select or Other Professional Experience” If you choose to combine these sections, be sure
to specify which positions were volunteer.

Title of Position 20xx - Present
Name of Company/Organization, City, Province/Country

 Effectively supervised...
e Dynamically trained...
e Quickly and efficiently organized...

e Carleton s X @CARLETONUCAREER
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CHRONOLOGICAL RESUMES

Title of Position Summer 20xx
Name of Company/Organization, City, Province/Country

* Researched...resulting in a successful classroom presentation
e Wrote...by co-publishing an article on...
e Analyzed...discovering a computer virus which...

VOLUNTEER EXPERIENCE (Optional)

This section may be omitted if its content is not relevant. You may also include your volunteer work
under your “Extracurricular Activities” heading. Follow the guidelines used for outlining your “Work
Experience” above and include the title of your position, the name of the organization, and the
dates you were associated with this organization

Title of Volunteer Position 20xx - Present
Name of Company/Organization, City, Province/Country

e Include 3-5 bullet points of accomplishment based statements to describe what you did,
how you did it, etc.

APPLIED PROJECTS (Optional)

In this section you can highlight any major projects, assignments, or presentations, you may have

completed during your studies that have provided you with some practical experience. Discuss the
problem or challenge, the technology and technical skills involved, methods used, and results
obtained.

Title of Project/Topic Fall 20xx
Course title (COURSE CODE - optional)/Department, Carleton University, Ottawa, ON

* Include 3-5 bullet points of accomplishment-based statements to describe what you did,
how you did it, what technologies or techniques you used, etc.

EXTRACURRICULAR ACTIVITIES (Optional)

Can include current volunteer work (if not including a volunteer experience section), as well as
sports activities, hobbies, club/group memberships. Include your student memberships in
professional organizations such as CIPS, IEEE, Commerce Society, etc. Try to avoid listing activities
from high school as your list should be current. Extracurricular activities can demonstrate:
teamwork skills, leadership abilities (i.e., Club President, Team Captain), time management (i.e.,
balancing academic and recreational activities), organizational skills (i.e., planning events).

Title of Extra-curricular position (e.g.,Committee Member) 20xx - 20xx
Name of Company/Organization, City, Province/Country

e Include 3-5 bullet points of accomplishment based statements to describe what you did,
how you did it, etc.
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SAR Statement Formula

Action
(Action Verb)

Redesigned ...

Situation ... the content and outreach strategies é}
associated with a job search workshop

Context :
( ) series for 150 newcomers ...

... which boosted attendance, retention,
Result and placement outcomes by 20%.

\

(Result/Reason)

(Try to quantify the “Situation” and/or “Result” where
possible using numbers, percentages, dollar
amounts etc. to demonstrate impact)




Attend the BSW Resume and Cover Letter

Workshop: October 3, 9-11am

Resume and Cover Letter Workshop
Review lessons on creating the foundation for a strong
resume/cover letter such as:

‘Proper resume formatting and ordering

*Activities to practice writing strong SAR statements
Tailoring a resume to a specific industry

Cover Letfter Writing Examples



Connect With Us

- carleton.ca/career l@' @CarletonUCareer

Carleton University:
Co-op & Career
Services

career@carleton.ca

(613) 520-6611

(@)
A
"
& 401 Tory Building

: Live Chat

'3‘ Do il

Y. Success Zookan

Appointment Now!



http://www.carleton.ca/career
https://www.instagram.com/carletonucareer/
https://www.linkedin.com/company/carleton-university-co-op-and-career-services/
https://www.linkedin.com/company/carleton-university-co-op-and-career-services/
https://www.linkedin.com/company/carleton-university-co-op-and-career-services/
https://www.linkedin.com/company/carleton-university-co-op-and-career-services/
https://www.linkedin.com/company/carleton-university-co-op-and-career-services/
https://t2.phplivesupport.com/carletoncareer/phplive.php?d=0&onpage=livechatimagelink&title=Live+Chat+Image+Link&token=d24a3d408494332d21c32c511bb247fb
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