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Single best format?

Q: What should your resume look like?
Q: Is there a best format?

Q: Are all cover letter the same?
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Single best format?

« There is no one single correct format for a resume, but there are
plenty of ways to write a bad one
« Good resumes come in different forms and designs

Robert Davis
123 Birch Road
Philadelphia, PA 12345

Full Name (215)-555-5555
ematl@clarkson edu Robert_Davis@aol.com
Mohile: (123) 555-5555
Current Address: OBJECTIVE
123 Grove Street To obtain a Software Engincering position within your company.
Potsdam, NY 13699 123 Weal Way
Charloto, NC 26260

. i Carearn 7045551234
OBJECTIVE - - — EDUCATIO! Anita Carcer-Now b
A /Exryllayment oppoctamriy i 5\arspeter Cacuce de el (E Community College of Philadelphia, Philadclphia, PA September 2003 - Present

OBJECTIVE:  Seeking a challenging caree in Scftware Development.

Pursuing an Associate in Scicnce in Computer Science

EDUCATION

. - - EDUCATION:  MSn G The Universy o North Garolina ot vk v
Clarkson University _ Potsdam, MY B.5. Computer Science, Mathematics; Minor S —— 15T Cormputes Bolarce Tie Uty of Notth Carls o Clamfods y 200
(GPA3.5 - Deun'’s List 6 Semesters Programming and Algorithm Development I, Discrete Mathematics, Programming and 85 i Electronics Engineering. Bangakre Unersty. INDIA Vay 1965
Newcastle University — Newcastle, NSW, Australia Study Al Algorithm Development 11, Data Structures and Algorithms, Inlvmlm,lnw 10 Computer ‘COURSE Compier Parafiel Processing
GPA; 90~ High Distinction Systems, Introduction to Computer Organization PROFLE:  Computer Graprics Congum Menectre
¥ Softwars Engheanng 1 & I Computer Performance and Analysis

: 5 Agorithns and Data Siuchures et aroacnt Programing
RELEVANT EXPERTENCE _ Database Design and Management Programming Languages
Eastman Kodak Company — Rochester, NY EXPERIENCE Knowiedge Dedsion i Data Mining Rbose Sofware Gorbol
Software Development Pine Corporation Philadclphia, PA January 2005 - Present Computer Commurication & Networking

 Led team from many positions in the company in finding and implementing a new bug Thtern COMPUTER  Larg O e

* Tnvestigated current system (Lotus Nores), created requirements for @ new 1901, condusy o Test enhancements to A+ software for distributed systems management SKILLS owa'm e i Wi NT. o e ar Red Hat Ui 6.0

i i < & > 4 atabases JRACLE 8.0, MS SQL 7.0, and MySQf
demonstrations of possible salutions, created proposal for recommended course of act & Serve s Qepartmeria) Liax Sysems Admisisraor Doiabwes ORAGLE 80/ S 70,

administered the new system (TIRA) after decision was made.
* Created applications for migrating data hetween systems/databases using C#, XML, and

Develop prototype of new product enhancement for A+ which serves us an Sto Managers:  Visual Inor Dov, DRUMBEAT 2000, and Droam Woaver UraDov

extension of the off-site system management modeling tool. Programs were ;“:‘l"'::::j;mm f;; i‘éV;‘ﬁj;KJifu~;:;*“mW“V‘ Som
Seftware Quality Assurance written in Java and C++ rars Toob: art Dem, aome ared Visk
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Community College of Philadelphia. Philadciphia, PA  Scptember 2003 - May 2004

» Designed and excented tost procedurcs, reported incidents, and worked with databases Sy e sy WORK Graduste Assistant Jon - Aug ot
« Organized and led meetings of project leaders, developers and QA team memibers for ef i Aot EXRERIENGE: Compuiat Oclence and Melhistis Depetiment Aoress lale Uberay /A
procedure. Learned to wark independently and in & group setting. *  Basic Office Skills . ;\Euavsd“m SZIM': Swuctured C- rogramming | & \lwlmvomcmn
o Assisted students with programming and software questions omputer prograrmming in
r « implemanted tasting mefhoss fo programming projects in Computar Graphics
Clarkson Association for Computing Machinery — Potsdam, NY E «  Supporied Microsoft Office, Intemet Explorer, and a variety of internally
» Created the Clacksan ACM and Photoshor developed programs and tools Yot Programmer. ) - Apr 8 - i 00
stmont, Jonesbor
« Attend seminars by guest speakers in the computing mduxrry Naturo of Busingss; Business Tetophons Network Oper
SKILLS COMPUTER SKILLS:
» Programming Experience - C+-+, Java, Cf, XML, and Web Development, Internet, Microsoft Office (Word, Excel, Access, PowerPoint), Word Perfect deparnmental and iner regional communication wh te current level of sdvancemar
* Writing Skills - Ability to efficiently produce concise, organized reports, labs and mer Pl i A P —
5 " + Poyanneg dustese den s and fepor_geeracrs, o usrrendy
» Public Speaking  Finalist in Senior High School Public Speeking Competition. Gained irformation retioval and intoracton. The wab 5o was sioerad by both formulated
to engage audiences with my creative speeches databascs_as wall as the company database, exclusively ool
Software. Fleduced rocurdant fimo for customes feport genaralion process, fom two
weeks 10 less than a day
EMPLOYMENT
IE : « Dovloped tho Softwara Lilo cycle of the web ste. Administered for intaligant
‘Clarkson Writing Center — Potsdam, NY; Tutor Information retreval and user-fendly inderacion. This reduced process wme of
+ Conduct writing conferences with students, Identify weaknesses in organization, devel software Lpgrades snd enhancements by neady S0% a3 compared 1o previous
writers in solving the problems. apliias
« Leamed valuable by with students f Software Engincer Ape 97 - Nov o7

in writing and tutoring. WARE SYSTEMS Put. L., Bangalore, INDIA
sm...; Sottware & Soutons fo Banking & Financal Systems and Defense Opsratons.
ch

Implamanted comprehensve tesss Soft ~ a financial saftware

September 2007 - Present package using fox-pro 26 / LAN 3.1 on Novell Netware, at both programmer  and
e use ol Acioved S0% sl aliciony ueugh eobanced cuaty nd
« Intrammurals - Captain of Basketball and Softball tearns September 2006 - Present relabiity optmizaton wahin my shor fo

ireciced Asset managemant worklow in BarkSof, as one of e modules tha
increased software demand by nearly 25%.
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Single best format?

« There is no one single correct format for a resume, but there are
plenty of ways to write a bad one
« Good resumes come in different forms and designs

Robert Davis
123 Birch Road
Philadclphia, PA 12345

Full Name (215)-555-5555
emmil@clarkson.edu Robert_Dav
Mobile: (123) $55-5555
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i sm...; Software & Sciutions for Barking & Fnancal Systems and Defense Opsratons
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increased software demand by nearly 25%.

Q: Does that mean that any resume will do? For CS or non-CS?
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Take-home-ers

Your resume should be brief but concise

A. Because long resumes are for English majors only
B. Because brief resumes require less ink and are environmentally friendly
C. Because a recruiter will spend 20 seconds (or less) looking over it
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Take-home-ers

Your resume should be brief but concise

A. Because long resumes are for English majors only
B. Because brief resumes require less ink and are environmentally friendly
C. Because a recruiter will spend 20 seconds (or less) looking over it
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Source : Hire Right
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Take-home-ers

Your resume should target a specific job

A. Because all employers are bow and arrow expert marksmen

B. Because if you don’t get the job of your dreams, you can right away pass
the resume on to the closest Target store

C. Because a recruiters for a cupcake company in need of a baker doesn’t want
to read about your babysitting skills, nor you winning the national
badminton competition, nor how you are the bestest (yes that’s a word!)
competitive Frogger player & &
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Take-home-ers

Your resume should target a specific job

A. Because all employers are bow and arrow expert marksmen

B. Because if you don’t get the job of your dreams, you can right away pass
the resume on to the closest Target store

C. Because a recruiters for a cupcake company in need of a baker doesn’t want
to read about your babysitting skills, nor you winning the national
badminton competition, nor how you are the bestest (yes that’s a word!)
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Source : Hire Right
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Take-home-ers

Your resume should distinguish you from the “other”
candidates’ resumes

A. Because you want to give the impression that even after you get hired, your
number 1 goal will be to compete with your co-workers

B. Because you want to make it obvious that you have a higher GPA than
everybody else and that you aced CSCi301

C. Because you’ve worked your butt off to get where you are, so why not
highlight those skills that make you the best candidate for the job
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Take-home-ers

Your resume should distinguish you from the “other”
candidates’ resumes

A. Because you want to give the impression that even after you get hired, your
number 1 goal will be to compete with your co-workers

B. Because you want to make it obvious that you have a higher GPA than
everybody else and that you aced CSCi301

C. Because you’ve worked your butt off to get where you are, so why not
highlight those skills that make you the best candidate for the job
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Take-home-ers

Your resume should distinguish you from the “other”
candidates’ resumes

A. Because you want to give the impression that even after you get hired, your
number 1 goal will be to compete with your co-workers

B. Because you want to make it obvious that you have a higher GPA than
everybody else and that you aced CSCi301

C. Because you’ve worked your butt off to get where you are, so why not
highlight those skills that make you the best candidate for the job

@) SEATTLE
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Bad news Q: how many of the
75,000 applicants to Google each
week have a BS in computer
science or a combination of

formal and informal training? @ Seattle Pacific

UNIVERSITY o060
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Take-home-ers

If you’ve had a loooong week, and you remember the bare minimum from
this presentation, then remember these 3 things :

Your resume should be brief but concise

Your resume should target a specific job

Your resume should distinguish you from
the “other” candidates’ resumes
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Dissecting the job/internship posting

Looking for qualified applicants to fill two
entry-level full-time computer engineer
positions. Candidates must have the following
qualifications:

Majoring in mathematics and/or
computer science

2+ years experience in Fortran and C++
Experience with IDEs and APIs

Have worked as part of a medium (3-10
person) development team

Candidates should also have the following
preferred qualifications:

Knowledge of computer architecture
Ability to write formal documentations
Experience with punch-card computers

ZZ\

Resume and Cover Letter Workshop
For Computer Science Students

Let us write a resume
targeting the job description
on the left

Although this job/internship
looks generic and simple
enough, there is a wealth of
information being given to you
that you should use!
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Looking for qualified applicants to fill two
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positions. Candidates must have the following
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Majoring in mathematics and/or
computer science

2+ years experience in Fortran and C++
Experience with IDEs and APIs

Have worked as part of a medium (3-10
person) development team

Candidates should also have the following
preferred qualifications:

Knowledge of computer architecture
Ability to write formal documentations
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Let us write a resume
targeting the job description
on the left

Although this job/internship
looks generic and simple
enough, there is a wealth of
information being given to you
that you siretrtd use!

must



Dissecting the job/internship posting

Looking for qualified applicants to fill two
entry-level full-time computer engineer
positions. Candidates must have the following
qualifications:

« Majoring in mathematics and/or
computer science

« 2+ years experience in Fortran and C++

« Experience with IDEs and APIs

« Have worked as part of a medium (3-10
person) development team

Candidates should also have the following
preferred qualifications:

« Knowledge of computer architecture
 Ability to write formal documentations
» Experience with punch-card computers

//\/\\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students

Take a close look at the
job/internship posting ...

It is often said that the ONE
single biggest mistake made my
students is that they do not read
the job posting closely enough,

thinking ...

“meh, just another CS job ... 'm a
computer science student, |
cleeeearrrly know this stuff ...”



Dissecting the job/internship posting

Take a close look at the
job/internship posting ...

Looking for qualified applicants to fill two
entry-level full-time computer engineer

positions. Candidates must have the following
qualifications:

Majoring in mathematics and/or
computer science

2+ years experience in Fortran and C++
Experience with IDEs and APIs

Have worked as part of a medium (3-10

These are the “must have”
qualifications ... if you don't meet
the employer’s criteria, then it'll
probably be very difficult for you to
get an interview ... You should
possess at minimum MOST of these
skills ...

person) development team

especially if the employer uses a
computer program to pre-scan
applicants

Y o 50% of mid-
i' 3 .i %“‘“’_ 7//,% sized companies
H- == use automated Al

o systems to pre-
Source : Hire Right
screen resumes

Candidates should also have the following
preferred qualifications:

« Knowledge of computer architecture
 Ability to write formal documentations
» Experience with punch-card computers

95% of Fortune

500 companies use
automated Al
systems to pre-
screen resumes

AN
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Dissecting the job/internship posting

Looking for qualified applicants to fill two
entry-level full-time computer engineer
positions. Candidates must have the following
qualifications:

« Majoring in mathematics and/or
computer science

« 2+ years experience in Fortran and C++

« Experience with IDEs and APIs

« Have worked as part of a medium (3-10
person) development team

Candidates should also have the following
preferred qualifications:

« Knowledge of computer architecture
 Ability to write formal documentations
» Experience with punch-card computers
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Take a close look at the
job/internship posting ...

These are the “should have”
qualifications ... the more of these
that you can say “yes” to, the better



Dissecting the job/internship posting

Looking for qualified applicants to fill two
entry-level full-time computer engineer
positions. Candidates must have the following
qualifications:

« Majoring in mathematics and/or
computer science

« 2+ years experience in Fortran and C++

» Experience with IDEs and APIs

» Have worked as part of a medium (3-10
person) development team

Candidates should also have the following
preferred qualifications:

« Knowledge of computer architecture
 Ability to write formal documentations
» Experience with punch-card computers

Take a close look at the
job/internship posting ...

In all cases, don’t fool yourself ...

... you've
Wikipedia-ed
“punch card” ...
or you’'ve
glanced at the
punch card
posted in the
foyer

Are you now the expert?

... riiiigggght!

‘//\/\\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students



Dissecting the job/internship posting

Looking for qualified applicants to fill two
entry-level full-time computer engineer
positions. Candidates must have the following
qualifications:

Majoring in mathematics and/or
computer science

2+ years experience in Fortran and C++
Experience with IDEs and APIs

Have worked as part of a medium (3-10
person) development team

Candidates should also have the following
preferred qualifications:

Knowledge of computer architecture
Ability to write formal documentations
Experience with punch-card computers
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Then, look closely at what the
employer is looking for ... read
between the lines



Dissecting the job/internship posting

Looking for qualified applicants to fill two
entry-level full-time computer engineer
positions. Candidates must have the following
qualifications:

« Majoring in mathematics and/or
computer science

« 2+ years experience in Fortran and C++

« Experience with IDEs and APIs

« Have worked as part of a medium (3-10
person) development team

Candidates should also have the following
preferred qualifications:

« Knowledge of computer architecture
 Ability to write formal documentations
» Experience with punch-card computers
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Then, look closely at what the
employer is looking for ... read
between the lines

Find the keywords in the posting ...
employers are busy ... when they say they
want this-and-that, they mean they want

this-and-that ...

Q: What are the
keywords in this
posting?



Dissecting the job/internship posting

Looking for qualified applicants to fill two
entry-level full-time computer engineer
positions. Candidates must have the following
qualifications:

* Majoring inimathematics and/or
| computer science |

« 2+ years experience in/Fortran and C++

« Experience with|IDEs gnd APIs
« Have worked as part of a medium (3-10
person) development team

Candidates should also have the following
preferred qualifications:

« Knowledge off computer architecture

« Experience with|punch-card computers

« Ability to write formal documentationsj

Then, look closely at what the
employer is looking for ... read
between the lines

Find the keywords in the posting ...
employers are busy ... when they say they
want this-and-that, they mean they want

this-and-that ...

Q: What are the
keywords in this
posting?
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Dissecting the job/internship posting

Looking for qualified applicants to fill two
entry-level full-time computer engineer
positions. Candidates must have the following
qualifications:

* Majoring inimathematics and/or
| computer science |

« 2+ years experience in/Fortran and C++
« Experience with|IDEs gnd APIs
« Have worked as part of a medium (3-10
person) development team

Candidates should also have the following
preferred qualifications:

« Knowledge off computer architecture
 Ability to write formal documentationsj
« Experience with|punch-card computers

Then, look closely at what the
employer is looking for ... read
between the lines

Use the keywords to determine if
you qualify ...

if you really really really want the
job (do these keywords conjure

up visions of the “l want an umpa
lumpa now!” girl in Charlie and
the Chocolate Factory?), but you

don't meet the qualifications,
then perhaps the job posting is
not a good match with your skill
set ...
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Dissecting the job/internship posting

Looking for qualified applicants to fill two
entry-level full-time computer engineer
positions. Candidates must have the following
qualifications:

* Majoring inimathematics and/or
| computer science |

« 2+ years experience in/Fortran and C++
« Experience with|IDEs gnd APIs
« Have worked as part of a medium (3-10
person) development team

Candidates should also have the following
preferred qualifications:

« Knowledge off computer architecture
 Ability to write formal documentationsj
« Experience with|punch-card computers

Then, look closely at what the
employer is looking for ... read
between the lines

You should possess most of the
required, and at least a few of the
preferred qualifications if you expect
your resume/application to be
considered
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Dissecting the job/internship posting

Looking for qualified applicants to fill two
entry-level full-time computer engineer
positions. Candidates must have the following
qualifications:

* Majoring inimathematics and/or
| computer science |

« 2+ years experience in/Fortran and C++
« Experience with|IDEs gnd APIs
« Have worked as part of a medium (3-10
person) development team

Candidates should also have the following
preferred qualifications:

« Knowledge off computer architecture
 Ability to write formal documentationsj
« Experience with|punch-card computers

Then, look closely at what the
employer is looking for ... read
between the lines

You should possess most of the
required, and at least a few of the
preferred qualifications if you expect
your resume/application to be
considered

Then it is time to write the resume
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Writing the resume

AN

Resume and Cover Letter Workshop
For Computer Science Students

Goal: create a tailor-written
resume for each position that you
are applying for ...

It is okay to have a standard
template, but you'll need to tweak
the resume for each job/internship

you are applying for



Writing the resume

Alan Turing
turing@enigma.com
Cell: 509.963.9983

AN

Resume and Cover Letter Workshop
For Computer Science Students

The resume is about you ... you must
identify yourself, and provide details for
your (potential) employer to contact
you ...

Goal: make this part of the resume
easy-to-read



Writing the resume

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212
London, England 673442 hitp://en.wikipedia.org/wiki/Alan Turing
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The resume is about you ... you must
identify yourself, and provide details for
your (potential) employer to contact
you ...

Goal: make this part of the resume
easy-to-read

Do you need to provide a website? No
Do you need an email address? Yes
A phone number? No, but it's nice

Linked-in profiles are good
A GitHub with sample code is good, too



Writing the resume

Alan Turi . . .
ruring@enigma vom Be up front ... indicate WHY you desire

Cell: 509.963.9983 the job and/or internship ...

Current Address Mailing Address / Website

332 Churchill Rd. 674 Humbolt Lane, London, England 652212 . .
London, England 673442 http://en.wikipedia.org/wiki/Alan_Turing But d on 't ju sts ay w hy you nee d th e jo b
Objective
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Writing the resume

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212
London, England 673442 http://fen.wikipedia.org/wiki/Alan Turing
Objective

//\/\\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students

Be up front ... indicate WHY you desire
the job and/or internship ...

But don't just say why you need the job

“I'd like to get a job as a computer
engineer” ... well, umm, yeah, you ARE
applying ... and there is no value added

in that statement

... an employer doesn't want to hire
somebody who is needy ... somebody
who needs, wants, needs, and wants ...

Explain what you might offer ... what are
your potential contributions?



Writing the resume

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address
332 Churchill Rd.
London, England 673442

Mailing Address / Website
674 Humbolt Lane, London, England 652212

http://fen.wikipedia.org/wiki/Alan Turing

Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

‘\///\'\ Resume and Cover Letter Workshop

For Computer Science Students

From the employer's perspective, the
ideal candidate is somebody who will
contribute AND who will make
everybody else's job easier ...

This section is tailor written for the
internship/job that you are applying
for ... no generic statements allowed!



Writing the resume

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address
332 Churchill Rd.
London, England 673442

Mailing Address / Website
674 Humbolt Lane, London, England 652212

http://fen.wikipedia.org/wiki/Alan Turing

Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Education

‘\///\'\ Resume and Cover Letter Workshop

For Computer Science Students

Don't dwell too much on your
education ... if you are applying for a
position that requires a BS in computer
science, then ALL qualified candidates
will have a BS in computer science ...



Writing the resume

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address
332 Churchill Rd.
London, England 673442

Mailing Address / Website
674 Humbolt Lane, London, England 652212

http://fen.wikipedia.org/wiki/Alan Turing

Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Education

//\/\\ Resume and Cover Letter Workshop

For Computer Science Students

Don't dwell too much on your
education ... if you are applying for a
position that requires a BS in computer
science, then ALL qualified candidates
will have a BS in computer science ...

Don’t allow your BS in computer
science be your distinguishing
characteristic ... because it is NOT

When compared to peple with no CS
training, your techy skills induce
amazement and wonder ...

Among your peers and the hiring
manager, for (int i=0; i<20; i++)
is ... Yawn, no big deal



Writing the resume

Alan Turing

turing@enigma com Don't dwell too much on your

Cell: 509.963.9983 education ... if you are applying for a
Current Address Mailing Address / Website pOS|t|0n that reql,“res a BS |n Computer
332 Churchill Rd. 674 Humbolt Lane, London, England 652212 . . .
London, England 673442 http://en.wikipedia.org/wiki/Alan_Turing science, t h en ALL qua | |f | ed can d |d ates
Objective

will have a BS in computer science ...

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Education

* Bachelor of Arts, Mathematics, first class honors

Cines Cotlene. 19301931 Don’t allow your BS in computer

Focus : Cryptography, Mathematics . . . . .
science be your distinguishing

characteristic ... because it is NOT

Put yourself in the mindset of the
employer who is doing the hiring ...
how many of the applicants will
have computer science experience?

//\/\\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students



Writing the resume

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212

London, England 673442 http://fen.wikipedia.org/wiki/Alan Turing

Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Education

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

/\/\'\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students

Don't dwell too much on your
education ... if you are applying for a
position that requires a BS in computer
science, then ALL qualified candidates
will have a BS in computer science ...

Don’t allow your BS in computer
science be your distinguishing
characteristic ... because it is NOT

You can highlight here your
focus/concentration of study ...

If you will earn your degree in the near
future, state that. For example:
“expected June 2066” or something
similar



Writing the resume

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Mailing Address / Website
674 Humbolt Lane, London, England 652212

http://fen.wikipedia.org/wiki/Alan Turing

Current Address
332 Churchill Rd.
London, England 673442

Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Education

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience

/\/\'\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students

This is THE most important section of
your resume ... it sets you apart from
everybody else

Goal: describe those experiences that
make you the best thing since sliced
bread!

This section is also tailor-written for
the job/internship ... you want the
potential employer to think, “Gee,

this job was created for this person”



Writing the resume

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Mailing Address / Website
674 Humbolt Lane, London, England 652212

http://fen.wikipedia.org/wiki/Alan Turing

Current Address
332 Churchill Rd.
London, England 673442

Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Education

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience

/\/\'\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students

This is THE most important section of
your resume ... it sets you apart from
everybody else

Goal: describe those experiences that
make you the best thing since sliced
bread!

This section is also tailor-written for
the job/internship ... you want the
potential employer to think, “Gee,

this job was created for this person’

)

Q: Which experiences should
you list?

Q: How much detail should
you provide?



Writing the resume

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212
London, England 673442 http://fen.wikipedia.org/wiki/Alan Turing
Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Education

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience

Researcher, Theoretical Computer Science 1930-1938
Scientist, National Physical Laboratory 1944-1947
Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

‘\///\'\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students

Give a heading for each
experience ... include:

* Your title/role
 Who/where your employer

was located

* Duration/Time of experience

And ... you guessed it ... this is
very very tailor-written for the
job/internship posting

If you were a biology lab
assistant from 1990 through
1995, and you are applying for a
code developer position, then it
is PROBABLY not a good idea to
list the biology job as the first
item (or maybe not list it at all)



Writing the resume

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Goal: Use active verbs ... to describe

Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212 H
London, England 673442 http://fen.wikipedia.org/wiki/Alan Turing Wh at YO U d Id e
Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team d on It Say ”J ava was u SEd tO Write COd e
Education

. . . ” .
* Bachelor of Arts, Mathematics, first class honors fo r a m O bl Ie a p pI |Cat | 0 n cee glve

Kings College, 1930-1934

Focus : Cryptography, Mathematics yourself credit ... highlight what YOU

Experience d . d . t d t “ D . d
Researcher, Theoretical Computer Science 1930-1938 I ee I n S e a ’ W rl e e S Ig n e ’
* | Developed [the theoretical foundations for modern-day computers 1
*| Wrote grohind-breaking thesis, entitled, "Systems of Logic Based on Ordinals" d eve I O ped ’ a n d d e p I Oyed a m O bl Ie
Scientist, National Physical Laboratory 1944-1947 a pplication cu rrently in use by 12,000
. tailed specs and documentation for ACE, the first stored-program ”
— people

* |Developed the forerunning for punch cards used in early modern computers
Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

Developed.|as part of a team, the Manchester Computer
Investigated use of mathematical biology to infer important biological principles

//\/\'\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students



Writing the resume

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212
London, England 673442 http://fen.wikipedia.org/wiki/Alan Turing
Objective Tailor the descriptions for the job that
Ed:w;}taii;lnan entry-level job; contribute as a member of a low/mid/large scale team yo u a re a p p |yi ng fo r.. if t h e jo b
* Bachelor of Arts, Mathematics, first class honors req u i res S ki I | S i n SOftwa re
Kings College, 1930-1934 .
Focus : Cryptography, Mathematics documentation, then you should choose
Experience .
Researcher, Theoretical Computer Science 1930-1938 ex p e r I e n Ce S W h e re yo u W rOte O r u Se d
* | Developed [the theoretical foundations for modern-day computers Softwa re d O C u m e ntat i O n

*| Wrote grohind-breaking thesis, entitled, "Systems of Logic Based on Ordinals"

Scientist, National Physical Laboratory 1944-1947

. tailed specs and documentation for ACE, the first stored-program
OmMpuie
* |Developed the forerunning for punch cards used in early modern computers

Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

See the handout for a list of active verbs

Developed.|as part of a team, the Manchester Computer
Investigated use of mathematical biology to infer important biological principles

‘\///\'\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students



Writing the resume

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212
London, England 673442 http://fen.wikipedia.org/wiki/Alan Turing
Objective
L Remember those keywords
* Gain an entry-level job; contribute as a member of a low/mid/large scale team
Education that you extracted from the
* Bachelor of Arts, Mathematics, first class honors : H
Kings College, 1930-1934 jOb pOStlng b
Focus : Cryptography, Mathematics
Experience
Researcher, Theoretical Computer Science 1930-1938 If I were t h eem p I Oye r’ I’d
* Developed the theoretical foundations for modern-day computers “u e o
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals" Say’ WOW’ th |s JOb

Scientist, National Physical Laboratory 1944-1947 O p po rtu n ity is EXACT LY fo r

* Designed detaile(i specs and documentation |f0r ACE, the first stored-program

computer

H ”
* Developed the forerunning f sed in early modern computers th IS pe rson
Compute Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

//\/\'\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students



Writing the resume

Alan Turi N " o
uring@enigma com Q: Which experiences should you list?

Cell: 509.963.9983

Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212
London, England 673442 http://fen.wikipedia.org/wiki/Alan Turing
Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Education

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience

Researcher, Theoretical Computer Science 1930-1938
* Developed the theoretical foundations for modern-day computers .
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals" Q: H oW MNMuc h d eta | I S h ou Id yo u
Scientist, National Physical Laboratory 1944-1947 . ?
o st o s gt provide?
* Designed detailed specs and documentation for ACE, the first stored-program

computer
* Developed the forerunning for punch cards used in early modern computers

Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

\//\_/\'—\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students

WASHINGTON UNIVERSITY



Writing the resume

Alan Turi o o o
ruring@enigme som Q: Which experiences should you list?

Cell: 509.963.9983 . .
» Experiences lasting 2 or more months

2 Gt o 74 Humbolt Lo Lo o G715 * Course-long projects are okay
London, England 673442 http://en.wikipedia.org/wiki/Alan_Turin .
. P ¢ e (CSCl 491, 492, 493 projects are
jective . .
* Gain an entry-level job; contribute as a member of a low/mid/large scale team p e rfe Ct ( b Ut d e SC Il b e th e p rOJ e Ct, a n d

Education NOT the class)

* Bachelor of Arts, Mathematics, first class honors

Kings Colleg, 1930-1934 * Any multi-faceted project involving

Focus : Cryptography, Mathematics

Experience design, development, testing, etc.

Researcher, Theoretical Computer Science 1930-1938

* Developed the theoretical foundations for modern-day computers

* Wrote ground-breaking thesis, entitled, "Systems of Logic Based ofr Ordinals Q: H owm UCh d eta il Sh ou Id you

Scientist, National Physical Laboratory 1944-1947 .
provide?

* Designed detailed specs and documentation for ACE, the first stored-programm

computer
* Developed the forerunning for punch cards used in early modern cdmputers

Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

//\/\'\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students



Writing the resume

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address
332 Churchill Rd.
London, England 673442

Mailing Address / Website
674 Humbolt Lane, London, England 652212

http://fen.wikipedia.org/wiki/Alan Turing

Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Education

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience

Researcher, Theoretical Computer Science 1930-1938

* Developed the theoretical foundations for modern-day computers
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"

Scientist, National Physical Laboratory 1944-1947

* Designed detailed specs and documentation for ACE, the first stored-program
computer
* Developed the forerunning for punch cards used in early modern computers

0

omputer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

‘\///\'\ Resume and Cover Letter Workshop

For Computer Science Students

Q: Which experiences should you list?

Experiences lasting 2 or more months
Course-long projects are okay

CSCl 491, 492, 493 projects are
perfect (but describe the project, and
NOT the class)

Any multi-faceted project involving
design, development, testing, etc.

Q: How much detail should you
provide?

Just enough to entice the reader
Leave your essays at home!

A few poignant sentences for each
experience should suffice

Remember : 20 seconds!



Writing the resume

Alan Turing

turing@enigma.com Place here your skills ... but not just any
Cell: 509.963.9983 .
skills ...
Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212
London, England 673442 http://fen.wikipedia.org/wiki/Alan Turing

Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Education

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience

Researcher, Theoretical Computer Science 1930-1938

* Developed the theoretical foundations for modern-day computers
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"

Scientist, National Physical Laboratory 1944-1947

* Designed detailed specs and documentation for ACE, the first stored-program
computer
* Developed the forerunning for punch cards used in early modern computers

Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

Skills

‘\///\\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students

WASHINGTON UNIVERSITY



Writing the resume

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address
332 Churchill Rd.
London, England 673442

Mailing Address / Website
674 Humbolt Lane, London, England 652212

http://fen.wikipedia.org/wiki/Alan Turing

Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Education

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience

Researcher, Theoretical Computer Science 1930-1938

* Developed the theoretical foundations for modern-day computers
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"

Scientist, National Physical Laboratory 1944-1947

* Designed detailed specs and documentation for ACE, the first stored-program

computer
* Developed the forerunning for punch cards used in early modern computers

Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

Skills

//\/\'\ Resume and Cover Letter Workshop

For Computer Science Students

Place here your skills ... but not just any
skills ...

emphasize those skills that you have
and which the employer is looking for

If you are a Perl guru (you are the uber

bestest awesomest Perl programmer in

the world) but the job description does

not require Perl programming, you
probably shouldn't highlight the fact
that you are a Perl genius ... you can
still include that part, but that
shouldn't be the focus ...



Writing the resume

o aan Turing Consider indicating how proficient you
ing@enigma.com
Cell: 509.963.9983 are at each skill ... 1, 2, or 5 years of
Current Address Mailing Address / Website C++ expe rienCE? Orl use WO rdS SUCh aS
332 Churchill Rd. 674 Humbolt Lane, London, England 652212 Y7 . )« ”
London, England 673442 http://en. wikipedia org/wiki/Alan_Turing workin g knowled ge,” "expert,” or
Objective “basic understanding” ...
* Gain an entry-level job; contribute as a member of a low/mid/large scale team
Education
. Bz.ichelor of Arts, Mathematics, first class honors You m ay a ISO CategO ries S ki | |S i nto easy_
Kings College, 1930-1934 )
F.ocus : Cryptography, Mathematics to_rea d SetS . For exa m p | e
Experience
Researcher, Theoretical Computer Science 1930-1938
* Developed the theoretical foundations for modern-day computers H .
* Wrote ground-brcakirtlg thesis, cnttitled, "Systems ofgogic ]ga;cd on Ordinals" I D E : n et bea n S, eCI I pse; JG RAS P
Scientist, National Physical Laboratory 1944-1947

* Designed detailed specs and documentation for ACE, the first stored-program La ngu ages. ) C++’ J _ava ! pyt h 0 n ! C#
computer OS: Mac, Linux, Windows XP

* Developed the forerunning for punch cards used in early modern computers
Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

Skills
Fortran * C+t *« C
* Java * Mathematical * UML Diagrams
Waterfall Design Induction * Turing Machines
Model *  Unit Testing * Reductions
* Complexity Theory * Mathematical Logic

‘\///\'\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students



Writing the resume

Alan Turing
turing@enigma.com

Cell: 509.963.9983 You don’t need to explain further these

Current Address Mailing Address / Website skills. They are usually the run-of-the-mill
332 Churchill Rd. 674 Humbolt Lane, London, England 652212
London, England 673442 http://fen.wikipedia.org/wiki/Alan Turing b u Z ZWO rd S
Objective
* Gain an entry-level job; contribute as a member of a low/mid/large scale team
Education but you MUST include them to showcase
* Bachelor of Arts, Mathematics, first class honors .
Kings College, 1930-1934 your technical prowess
Focus : Cryptography, Mathematics
Experience
. . 4 . 1
Researcher, Theoretical Computer Science 1930-1938 H e re s a good ru Ie Of th u m b : a ny S k| I I
* Developed the theoretical foundations for modern-day computers .
*  Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals" t h at yo u I |St yo us h ou Id be a b I e to C h at
Scientist, National Physical Laboratory 1944-1947 N .
* Designed detailed specs and documentation for ACE, the first stored-program com fo rta b Iy d b O Ut WI t h ou t nee d In g to
computer . .
* Developed the forerunning for punch cards used in early modern computers rEfe re n Ce a bOO k, Ca I I N g BI I I G ate S,
Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

emailing Linus Torvalds, etc.

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

Skills
Fortran * C+t *« C
* Java * Mathematical * UML Diagrams
Waterfall Design Induction * Turing Machines
Model *  Unit Testing * Reductions
* Complexity Theory * Mathematical Logic

‘\///\'\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students



Writing the resume

Alan Turing
turing@enigma.com

Cell: 509.963.9983 ’ H
You don’t have to be an expertin all
Current Address Mailing Address / Website the SkIIIS that YOU IISt, bUt N thls Case,
332 Churchill Rd. 674 Humbolt Lane, London, England 652212 ) .
London, England 673442 http://en.wikipedia.org/wiki/Alan_Turing because you've listed them , T hen ...
Objective
* Gain an entry-level job; contribute as a member of a low/mid/large scale team
Education * You should know what UML stands
* Bachelor of Arts, Mathematics, first class honors fo r
Kings College, 1930-1934
Focus : Cryptography, Mathematics
Experience
Researcher, Theoretical Computer Science 1930-1938 b B e a b I e to d e S C ri b e a est h et | C a N d
* Developed the theoretical foundations for modern-day computers . .
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"
underlying differences between
Scientist, National Physical Laboratory 1944-1947
C++and C
* Designed detailed specs and documentation for ACE, the first stored-program
computer
* Developed the forerunning for punch cards used in early modern computers
Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954 [ ] B e a b I e to d iSC u SS t h e d iffe r‘e n Ce S
* Developed, as part of a team, the Manchester Computer .
* Investigated use of mathematical biology to infer important biological principles b etwe en t h e Wate rfa I I an d ad g| I e
Skills .
design processes
s _Java *  Mathematica * | UML Diagrams
* Waterfall Design Induction * “Turing Machines
Model * Unit Testing * Reductions
* Complexity Theory * Mathematical Logic

//\/\'\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students



Writing the resume

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212
London, England 673442 http://fen.wikipedia.org/wiki/Alan Turing

Objective Q: Is writing a resume that simple?

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Education

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience

Researcher, Theoretical Computer Science 1930-1938

* Developed the theoretical foundations for modern-day computers
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"

Scientist, National Physical Laboratory 1944-1947

* Designed detailed specs and documentation for ACE, the first stored-program

computer
* Developed the forerunning for punch cards used in early modern computers

Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

Skills
* Fortran * CH++ *+ C
* Java *  Mathematical * UML Diagrams
* Waterfall Design Induction * Turing Machines
Model * Unit Testing * Reductions
* Complexity Theory * Mathematical Logic

‘\///\'\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students

WASHINGTON UNIVERSITY



Writing the resume

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212
London, England 673442 http://fen.wikipedia.org/wiki/Alan Turing
Objective Q: Is writing a resume that simple?
* Gain an entry-level job; contribute as a member of a low/mid/large scale team
Education
* Bachelor of Arts, Mathematics, first class honors We I I, yes cee b ut t h e re a re Seve ra I
Kings College, 1930-1934 .
Focus : Cryplography, Mathematics pitfalls that you should be aware of ...
Experience
Researcher, Theoretical Computer Science 1930-1938
* Developed the theoretical foundations for modern-day computers (t h e fol Iowi ng few s I i d es a re
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"
Scientist, National Physical Laboratory 1944-1947 com pllmentS of Tatiana Ha rrlson)
* Designed detailed specs and documentation for ACE, the first stored-program
computer

* Developed the forerunning for punch cards used in early modern computers
Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

Skills
* Fortran * CH++ *+ C
* Java *  Mathematical * UML Diagrams
* Waterfall Design Induction * Turing Machines
Model * Unit Testing * Reductions
* Complexity Theory * Mathematical Logic

//\/\\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students



Writing the resume

Pitfall 1 : Font is too smail

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address Mailing Address / Website

332 Churchill Rd. 674 Humbolt Lane, London, England 652212

London, England 673442 http://fen.wikipedia.org/wiki/Alan Turing

Objective .
* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Education

* Bachelor of Arts, Mathematics, first class honors

Kings College, 1930-1934 A recommended font size is 11 or 12.

Focus : Cryptography, Mathematics

Experience .
Use universal fonts - the ones that open the

Researcher, Theoretical Computer Science 1930-1938

*+ Developed the theoretical foundations for modern-day computers same on PCS an d M acCs Of a | I a ge S.

* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"
Scientist, National Physical Laboratory 1944-1947 -

* Designed detailed specs and documentation for ACE, the first stored-program TI m eS R O m an

computer .

* Developed the forerunning for punch cards used in early modern computers Arl al
Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer C entury

* Investigated use of mathematical biology to infer important biological principles

Sill MS Sans Serif
; Fortan Lo . C L Dingrams Book Antiqua

Java Mathematical
* Waterfall Design Induction * Turing Machines o
Model * Unit Testing + Reductions C en 'I' U ry G O T h IC
* Complexity Theory * Mathematical Logic

Calibri

‘\///\'\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students



Writing the resume

Pitfall 2 : Spelling mistakes

Alan Turing
turing@enigma.com

Cell: 509.963.9983 RESOOME
e
Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212
London, England 673442 http://fen.wikipedia.org/wiki/Alan Turing

Objective

nicoke waring via Getty Images

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Education
* Bachelor of Arts, Mathematics, first class honors N Oth | ng ShOWS a n |nattent|on tO
Kings College, 1930-1934 . . . .
Focus ; Cryptography, Mathematics detail like glaring spelling errors!
Experience
Researcher, Theoretical Computer Science 1930-1938
* Developed the theoretical foundations for modern-day computers -
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals" U S e t h e S p e I I C h e C k to O | ’ b Ut
Scientist, National Physical Laboratory 1944-1947 remember that the best
* Designed detailed specs and documentation for ACE, the first stored-program .
computer proofreader is another set of eyes
* Developed the forerunning for punch cards used in early modern computers
Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954
* Developed, as part of a team, the Manchester Computer :
* Investigated use of mathematical biology to infer important biological principles B e S u re t h at th e re a re n O S p e | I I n g
Skills errors, poor word choice, or misuse
* Fortran * CH++ *+ C
*+ Java * Mathematical * UML Diagrams Of I a n g u a ge see
* Waterfall Design Induction * Turing Machines
Model * Unit Testing * Reductions
* Complexity Theory * Mathematical Logic

‘\///\'\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students



Writing the resume

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212

London, England 673442 http://fen.wikipedia.org/wiki/Alan Turing

Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Education

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience

Researcher, Theoretical Computer Science 1930-1938

* Developed the theoretical foundations for modern-day computers
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"

Scientist, National Physical Laboratory 1944-1947

* Designed detailed specs and documentation for ACE, the first stored-program
computer
* Developed the forerunning for punch cards used in early modern computers

Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

Skills

* Fortran * C++ *+ C

* Java *  Mathematical * UML Diagrams

* Waterfall Design Induction * Turing Machines
Model * Unit Testing * Reductions

* Complexity Theory * Mathematical Logic

Pitfall 3 : Redundancy

Use a variety of action verbs to
prove your transferable and diverse
skills.

Utilize different action verbs to
highlight the wide range of skills and
knowledge that you possess.

‘\///\'\ Resume and Cover Letter Workshop
WESTERN For Computer Science Students

WASHINGTON UNIVERSITY



Writing the resume

Pitfall 4 : Having just one version

Alan Turing

turing@enigma.com
Cell: 509.963.9983

Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212
London, England 673442 http://fen.wikipedia.org/wiki/Alan Turing

. . baaal
Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team
Education

* Bachelor of Arts, Mathematics, first class honors

Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience - }
Researcher, Theoretical Computer Science 1930-1938
* Developed the theoretical foundations for modern-day computers " <
*  Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals" Res umes n eed to be fI u |d
Scientist, National Physical Laboratory 1944-1947
* Designed detailed specs and documentation for ACE, the first stored-program
computer .
* Developed the forerunning for punch cards used in early modern computers YO U m ay h ave Seve ra I d Iffe re nt
Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954 H H H
versions depending on the jobs you
* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles a r-e t a rgetl n g YO u C a n .
Skills
* Fortran * CH++ *+ C
* Java * Mathematical * UML Diagrams ° 1
* Waterfall Design Induction * Turing Machines C h an ge th eo rd er Of t h In gs
Model * Unit Testing * Reductions . . .
* Complexity Theory * Mathematical Logic * E m p h a S | Ze d Iffe re nt t h | n gS

« State different objectives...

‘\///\'\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students



Writing the resume

Pitfall 5: Clutter!

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212
London, England 673442 http://fen.wikipedia.org/wiki/Alan Turing
Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Education

* Bachelor of Arts, Mathematics, first class honors

Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience

Researcher, Theoretical Computer Science 1930-1938

* Developed the theoretical foundations for modern-day computers
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"

Scientist, National Physical Laboratory 1944-1947

Filter out information that might

* Designed detailed specs and documentation for ACE, the first stored-program

. gjgg;:)tsid the forerunning for punch cards used in early modern computers S e e m I r re I eva nt to t h e p OS It I O n . Be
Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954 W i se | nec h Oosi n g ce rta i n fa Cts to be
* Developed, as part of a team, the Manchester Computer . .
+ Investigated use of mathematical biology to infer important biological principles included on your final resume.
Skills
o Fortran o CH++ *+ C .
e * Mathomatiea * UML Diagrams Use fewer but more encompassing
* Waterfall Design lnd].lctmn. * Turing Machmes . . .
. ?Iitfrg;llexity Theory : ;lrtlzsf;rilcgal Logic " Reductions WO rd S. Ke € p It b rl ef an d tot h € po Int.

\//\_/\'—\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students

WASHINGTON UNIVERSITY



Writing the resume

T Pitfall 6: Including Personal Information
an Turing

turing@enigma.com
Cell: 509.963.9983

Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212
London, England 673442 http://fen.wikipedia.org/wiki/Alan Turing
Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Education

* Bachelor of Arts, Mathematics, first class honors

Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience “Whoa—way too much information!"

Researcher, Theoretical Computer Science 1930-1938

* Developed the theoretical foundations for modern-day computers
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"

Scientist, National Physical Laboratory 1944-1947
* Designed detailed specs and documentation for ACE, the first stored-program . . .
computer Personal information, like age, gender,
* Developed the forerunning for punch cards used in early modern computers .
Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954 a n d h e a d S h Ot S h O u Id n Ot b e I n CI u d e d
* Developed, as part of a team, the Manchester Computer (
* Investigated use of mathematical biology to infer important biological principles O n yo u r res u m e u n Iess yo u a re a
Skills performing art student).
* Fortran * CH++ *+ C
* Java *  Mathematical * UML Diagrams
* Waterfall Design Induction * Turing Machines
Model * Unit Testing * Reductions
* Complexity Theory * Mathematical Logic

‘//\/\\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students

INGTON UNIVER



Writing the resume

Alan Taring Pitfall 7 : Using too many abbreviations

turing@enigma.com
Cell: 509.963.9983

Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212
London, England 673442 http://fen.wikipedia.org/wiki/Alan Turing
Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Education

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934

Focus : Cryptography, Mathematics "'l have "ASAP or
Experience a BLT." PBQ?"
Researcher, Theoretical Computer Science 1930-1938

* Developed the theoretical foundations for modern-day computers
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"

Scientist, National Physical Laboratory 1944-1947

Your resume is a formal document ... be

* Designed detailed specs and documentation for ACE, the first stored-program

. ;)0:\3311:;;;1 the forerunning for punch cards used in early modern computers s u re to O m it ESOte rl C a b b reVi at i 0 n S O r
Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954 CO nt r-a Ct i 0 n S i n yo u r- WO rd S O r- Se n te n CES

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

Skills
: Fortrn o . Just because you KNOW what CSCI301
BN A e . puring Machines and CSCI141 are, you cannot assume
* Complexity Theory * Mathematical Logic

that the employer does

‘\///\'\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students



Cover Letters

And is a cover letter required?

‘//\/\\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students



Cover Letters

And is a cover letter required?

* A cover letter gives you the T aping Jo ack- o~

mu covéy letfer as
opportunity to personalize an' interpretive. dance - Fhlie il g g
your application. e, f’_: ;

* Inthe cover letter you may AR @?
want to include things that S 3‘\ ——
cannot be placed into the CREATIVE SEFF‘MARKEﬁNG;
resume. YOW'RE DOINE iT'WRpNG-

The cover letter is often required, and/or often takes the place of an in-person
recruiter meeting. If you haven’t met anybody from the company that you are
applying to, then send a cover letter with your resume.

‘\///\'\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students



Cover Letters

If you’ve had a loooong week, and you remember the bare minimum from
this presentation, then remember these (additional 3 things) about cover
letters :

First Paragraph : Mention the job / position

Second Paragraph : Argue why your skills are a
perfect match

Third Paragraph : Discuss next steps, thank the
recipient

//\/\'\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students



Cover Letters

Looking for qualified applicants to fill two
entry-level full-time computer engineer
positions. Candidates must have the following
qualifications:

Majoring in mathematics and/or
computer science

2+ years experience in Fortran and C++
Experience with IDEs and APIs

Have worked as part of a medium (3-10
person) development team

Candidates should also have the following
preferred qualifications:

Knowledge of computer architecture
Ability to write formal documentations
Experience with punch-card computers

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address
332 Churchill Rd.
London, England 673442

Mailing Address / Website
674 Humbolt Lane, London, England 652212
http://en.wikipedia.org/wiki/Alan_Turing

Objective

* @Gain an entry-level job; contribute as a member of a low/mid/large scale team

Education

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience

Researcher, Theoretical Computer Science 1930-1938

* Developed the theoretical foundations for modern-day computers
*  Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"

Scientist, National Physical Laboratory 1944-1947

* Designed detailed specs and documentation for ACE, the first stored-program

computer
* Developed the forerunning for punch cards used in early modern computers

Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

Skills

* Fortran * CH++ * C

* Java * Mathematical * UML Diagrams

* Waterfall Design Induction * Turing Machines
Model * Unit Testing * Reductions

* Complexity Theory * Mathematical Logic

ZZ\

Resume and Cover Letter Workshop
For Computer Science Students




Cover Letters

The job posting and

already-written resume

Looking for qualified applicants to fill two entry-level full-time
computer engineer positions. Candidates must have the following

qualifications:

Candidates should also have the following preferred qualifications:

Majoring in mathematics and/or computer science
2+ years experience in Fortranand C++
Experience with IDEs and APIs

Have worked as part of a medium (3-10 person)
development team

Knowledge of computer architecture
Ability to write formal documentations
Experience with punch-card computers

Current Address
332 Churchill Rd.
London, England 673442

Objective

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Mailing Address / Website
674 Humbolt Lane, London, England 652212
hitp://en.wikipedia.org/wiki/Alan_Turing

Educati

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Experience

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

Researcher, Theoretical Computer Science 1930-1938

+ Developed the theoretical foundations for moder-day computers
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"

Scientist, National Physical Laboratory 1944-1947
* Designed detailed specs and for ACE, the first stored-progr
computer

+ Developed the forerunning for punch cards used in early modern computers
Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

Complexity Theory

Skills
* Fortran . Crr . C
. Java * Mathematical * UML Diagrams
* Waterfall Design Induction * Turing Machines
Model * Unit Testing * Reductions

* Mathematical Logic

Just as with the resume,
there is no single “best”
cover letter format.

However the cover letter
has a very standard
format, which recruiters
are looking for, so you
SHOULD stick to it.

L2\
WESTERN

WASHINGTON UNIVERSITY

Resume and Cover Letter Workshop
For Computer Science Students




Cover Letters

The job posting and

already-written resume

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Looking for qualified applicants to fill two entry-level full-time
computer engineer positions. Candidates must have the following
qualifications:

Majoring in mathematics and/or computer science
2+ years experience in Fortranand C++
Experience with IDEs and APIs

Have worked as part of a medium (3-10 person)
development team

Candidates should also have the following preferred qualifications:

. Knowledge of computer architecture
. Ability to write formal documentations
. Experience with punch-card computers

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212
London, England 673442 hitp://en.wikipedia.org/wiki/Alan_Turing
Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Educati

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience

Researcher, Theoretical Computer Science 1930-1938
+ Developed the theoretical foundations for moder-day computers
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"
Scientist, National Physical Laboratory 1944-1947

* Designed detailed specs and for ACE, the first progr
computer
* Developed the forerunning for punch cards used in early modern computers

Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

Skills

* Fortran . Crr . C

. Java * Mathematical * UML Diagrams

* Waterfall Design Induction * Turing Machines
Model * Unit Testing * Reductions

* Complexity Theory * Mathematical Logic

Include a letterhead that at a
minimum contains your name, and
contact information.

Whether or not it is centered or left
justified is up to you.

A mailing address is a good idea, too.

‘\///\'\ Resume and Cover Letter Workshop

WESTERN

WASHINGTON UNIVERSITY

For Computer Science Students




Cover Letters

The job posting and

already-written resume

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Looking for qualified applicants to fill two entry-level full-time
computer engineer positions. Candidates must have the following
qualifications:

. Majoring in mathematics and/or computer science
. 2+ years experience in Fortranand C++

. Experience with IDEs and APIs

. Have worked as part of a medium (3-10 person)

development team

Candidates should also have the following preferred qualifications:

. Knowledge of computer architecture
. Ability to write formal documentations
. Experience with punch-card computers

September 24, 1949

Sally Jenkins
Comps-R-US

3242 Umptum| St.
Seattle, WA 98214

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Include the date, along with the
recipient’s name and address.

Current Address
332 Churchill Rd.
London, England 673442

Mailing Address / Website
674 Humbolt Lane, London, England 652212
hitp://en.wikipedia.org/wiki/Alan_Turing

Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Educati

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience

Researcher, Theoretical Computer Science 1930-1938

* Developed the theoretical foundations for modern-day computers
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"

Scientist, National Physical Laboratory 1944-1947
* Designed detailed specs and for ACE, the first stored-progr
computer

+ Developed the forerunning for punch cards used in early modern computers
Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

Complexity Theory

Skills
* Fortran . Crr . C
. Java * Mathematical * UML Diagrams
* Waterfall Design Induction * Turing Machines
Model * Unit Testing * Reductions

* Mathematical Logic

L2\
WESTERN

WASHINGTON UNIVERSITY

Resume and Cover Letter Workshop
For Computer Science Students



Cover Letters

The job posting and

already-written resume

Looking for qualified applicants to fill two entry-level full-time
computer engineer positions. Candidates must have the following
qualifications:

Majoring in mathematics and/or computer science
2+ years experience in Fortranand C++
Experience with IDEs and APIs

Have worked as part of a medium (3-10 person)
development team

Candidates should also have the following preferred qualifications:

. Knowledge of computer architecture
. Ability to write formal documentations
. Experience with punch-card computers

September 24, 1949

Sally Jenking
Comps-R-US
3242 Umptum| St.
Seattle, WA 98214

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Dear Ms. Jenkins :

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212
London, England 673442 hitp://en.wikipedia.org/wiki/Alan_Turing
Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team
Educati

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience

Researcher, Theoretical Computer Science 1930-1938
+ Developed the theoretical foundations for moder-day computers
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"
Scientist, National Physical Laboratory 1944-1947
* Designed detailed specs and for ACE, the first stored-progr

computer
+ Developed the forerunning for punch cards used in early modern computers

Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

Skills

* Fortran . Crr . C

. Java * Mathematical * UML Diagrams

* Waterfall Design Induction * Turing Machines
Model * Unit Testing * Reductions

* Complexity Theory * Mathematical Logic

Address the recipient

If you know the person by name
(you’ve chatted with them, have their
business card, etc.) then include their

name and title.

WESTERN

WASHINGTON UNIVERSITY

‘\///\'\ Resume and Cover Letter Workshop

For Computer Science Students




Cover Letters

The job posting and

already-written resume

Looking for qualified applicants to fill two entry-level full-time
computer engineer positions. Candidates must have the following
qualifications:

Majoring in mathematics and/or computer science
2+ years experience in Fortranand C++
Experience with IDEs and APIs

Have worked as part of a medium (3-10 person)
development team

Candidates should also have the following preferred qualifications:

. Knowledge of computer architecture
. Ability to write formal documentations
. Experience with punch-card computers

Alan Turing
turing@enigma.com
Cell: 509.963.9983

September 24, 1949

Sally Jenking
Comps-R-US
3242 Umptum| St.
Seattle, WA 98214

Dear Ms. Jenkins :

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address Mailing Address / Website

332 Churchill Rd. 674 Humbolt Lane, London, England 652212
London, England 673442 hitp://en.wikipedia.org/wiki/Alan_Turing
Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team
Educati

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience

Researcher, Theoretical Computer Science 1930-1938
+ Developed the theoretical foundations for moder-day computers
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"
Scientist, National Physical Laboratory 1944-1947
* Designed detailed specs and for ACE, the first stored-progr

computer
+ Developed the forerunning for punch cards used in early modern computers

Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

Skills

* Fortran . Crr . C

. Java * Mathematical * UML Diagrams

* Waterfall Design Induction * Turing Machines
Model * Unit Testing * Reductions

* Complexity Theory * Mathematical Logic

If you are not sure who the recipient is,
write (in order of “best” to “worst”)

Dear [insert name] :
Dear Hiring Manager :
Dear Recruiting Team :
Dear Comps-R-US :

WESTERN

WASHINGTON UNIVERSITY

‘\///\'\ Resume and Cover Letter Workshop

For Computer Science Students




Cover Letters

The job posting and

already-written resume

Looking for qualified applicants to fill two entry-level full-time
computer engineer positions. Candidates must have the following
qualifications:

Majoring in mathematics and/or computer science
2+ years experience in Fortranand C++
Experience with IDEs and APIs

Have worked as part of a medium (3-10 person)
development team

Candidates should also have the following preferred qualifications:

. Knowledge of computer architecture
. Ability to write formal documentations
. Experience with punch-card computers

Alan Turing
turing@enigma.com
Cell: 509.963.9983

September 24, 1949

Sally Jenking
Comps-R-US
3242 Umptum| St.
Seattle, WA 98214

Dear Ms. Jenkins :

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212
London, England 673442 hitp://en.wikipedia.org/wiki/Alan_Turing
Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team
Educati

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience

Researcher, Theoretical Computer Science 1930-1938

* Developed the theoretical foundations for modern-day computers
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"

Scientist, National Physical Laboratory 1944-1947
* Designed detailed specs and for ACE, the first stored-progr
computer

+ Developed the forerunning for punch cards used in early modern computers
Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

Skills
* Fortran . Crr . C
. Java * Mathematical * UML Diagrams
* Waterfall Design Induction * Turing Machines
Model * Unit Testing * Reductions
* Complexity Theory * Mathematical Logic

As a last resort write
To Whom it may concern :

as it might come across as a template
letter

‘\///\'\ Resume and Cover Letter Workshop

WESTERN

WASHINGTON UNIVERSITY

For Computer Science Students



Cover Letters

The job posting and

already-written resume

Looking for qualified applicants to fill two entry-level full-time
computer engineer positions. Candidates must have the following
qualifications:

Majoring in mathematics and/or computer science
2+ years experience in Fortranand C++
Experience with IDEs and APIs

Have worked as part of a medium (3-10 person)
development team

Candidates should also have the following preferred qualifications:

. Knowledge of computer architecture
. Ability to write formal documentations
. Experience with punch-card computers

September 24, 1949

Sally Jenking
Comps-R-US
3242 Umptum| St.
Seattle, WA 98214

Dear Ms. Jenkins :

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212
London, England 673442 hitp://en.wikipedia.org/wiki/Alan_Turing
Objective

I am writing as a follow up to our brief discussion at the Western Washington University
career fair this last week. I am interested in the computer engineer full-time position

available at Comps-R-US.

* Gain an entry-level job; contribute as a member of a low/mid/large scale team
Educati

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience

Researcher, Theoretical Computer Science 1930-1938

* Developed the theoretical foundations for modern-day computers
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"

Scientist, National Physical Laboratory 1944-1947
* Designed detailed specs and for ACE, the first stored-progr
computer

+ Developed the forerunning for punch cards used in early modern computers
Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

Skills
* Fortran . Crr . C
. Java * Mathematical * UML Diagrams
* Waterfall Design Induction * Turing Machines
Model * Unit Testing * Reductions
* Complexity Theory * Mathematical Logic

The first paragraph should be short and
sweet. Indicate which position you are

applying for.

L2\
WESTERN

WASHINGTON UNIVERSITY

Resume and Cover Letter Workshop
For Computer Science Students



Cover Letters

The job posting and

already-written resume

Looking for qualified applicants to fill two entry-level full-time
computer engineer positions. Candidates must have the following
qualifications:

Majoring in mathematics and/or computer science
2+ years experience in Fortranand C++
Experience with IDEs and APIs

Have worked as part of a medium (3-10 person)
development team

Candidates should also have the following preferred qualifications:
Knowledge of computer architecture

Ability to write formal documentations
Experience with punch-card computers

September 24, 1949

Sally Jenking
Comps-R-US
3242 Umptum| St.
Seattle, WA 98214

Dear Ms. Jenkins :

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address Mailing Address / Website

332 Churchill Rd. 674 Humbolt Lane, London, England 652212
London, England 673442 hitp://en.wikipedia.org/wiki/Alan_Turing
Objective

I am writing as a follow up to our brief discussion at the Western Washington University
career fair this last week. I am interested in the computer engineer full-time position

available at Comps-R-US.

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Educati

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience

Researcher, Theoretical Computer Science 1930-1938

* Developed the theoretical foundations for modern-day computers
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"

Scientist, National Physical Laboratory 1944-1947
* Designed detailed specs and for ACE, the first stored-progr
computer

+ Developed the forerunning for punch cards used in early modern computers
Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

Skills
* Fortran . Crr . C
. Java * Mathematical * UML Diagrams
* Waterfall Design Induction * Turing Machines
Model * Unit Testing * Reductions
* Complexity Theory * Mathematical Logic

If you’ve met the recipient in-person, or if
an existing employee is referring you to the
job, then be sure to say that.

Networking, Networking, Networking

Take advantage of your connections!

‘\///\'\ Resume and Cover Letter Workshop

For Computer Science Students




Cover Letters

The job posting and

already-written resume

Looking for qualified applicants to fill two entry-level full-time
computer engineer positions. Candidates must have the following
qualifications:

Majoring in mathematics and/or computer science
2+ years experience in Fortranand C++
Experience with IDEs and APIs

Have worked as part of a medium (3-10 person)
development team

Candidates should also have the following preferred qualifications:

. Knowledge of computer architecture
. Ability to write formal documentations
. Experience with punch-card computers

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address
332 Churchill Rd.
London, England 673442

Mailing Address / Website
674 Humbolt Lane, London, England 652212
hitp://en.wikipedia.org/wiki/Alan_Turing

Objective

Alan Turing

turing@enigma.com
Cell: 509.963.9983

September 24, 1949

Sally Jenking
Comps-R-US
3242 Umptum| St.
Seattle, WA 98214

Dear Ms. Jenkins :

I am writing as a follow up to our brief discussion at the Western Washington University
career fair this last week. I am interested in the computer engineer full-time position

available at Comps-R-US.

* Gain an entry-level job; contribute as a member of a low/mid/large scale team
Educati

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience

Researcher, Theoretical Computer Science 1930-1938

* Developed the theoretical foundations for modern-day computers
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"

Scientist, National Physical Laboratory 1944-1947

* Designed detailed specs and for ACE, the first stored-progr
computer
* Developed the forerunning for punch cards used in early modern computers
Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

As a person who has both practical and academic experience in cryptography and
computer architecture, I am eager to contribute my abilities and experiences to Comps-R-
US. In particular my involvement with designing building. and testing the Manchester
Computer using a combination of IDEs, APTs, and UML diagrams I believe can contribute
immensely to the efforts underway at your company. I've worked closely with a number of
scientists in the past, and I look forward to grappling with challenging problems as a

member of a computer design group.

Skills
* Fortran . e . C
. Java * Mathematical * UML Diagrams
* Waterfall Design Induction * Turing Machines
Model * Unit Testing * Reductions

+ Complexity Theory * Mathematical Logic

In the body paragraph (at most two
paragraphs), mention why you are qualified
for the position. Mention work experience.

L2\
WESTERN

WASHINGTON UNIVERSITY

Resume and Cover Letter Workshop
For Computer Science Students



Cover Letters

. . Alan Turing
The job posting and turing@enigma.com

already-written resume Cell: 509.963.9983

September 24, 1949

Looking for qualified applicants to fill two entry-level full-time
computer engineer positions. Candidates must have the following

qualifications: Sa.ll}-' J’enkjns
Meajoring in mathematics and/or computer science [:omps_R_US
2+ years experience in Fortran and C++
Experience with IDEs and APIs 3242 Umptl]IIII St
Have worked as part of a medium (3-10 person)
development team Seatﬂe, WA 98214

Candidates should also have the following preferred qualifications:

Dear Ms. Jenkins :

. Knowledge of computer architecture
. Ability to write formal documentations
. Experience with punch-card computers

I am writing as a follow up to our brief discussion at the Western Washington University
i career fair this last week. I am interested in the computer engineer full-time position
vy available at Comps-R-US.

turing@enigma.com
Cell: 509.963.9983

533Gl g 74 Humbot Lane, London, Engiad 652213
London,England 673442 busen vikipediaorghvikiAlan Toing computer architecture, T am eager to contribute my abilities zmd experiences to Comps-R-

Objective US_Tn particular my mnvolvement with designing, building, and testing the Manchester

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Educat Computer usmg a combmatmn of ]DEs APTs, and UML d.lagrams I behene can contribute

* Bachelor of Arts, Mathematics, first class honors

Kings College, 1930-1934
Focus : Cryptography, Mathematics
Experienee scientists in the past, andI look fom a.rd to grapplmg with challengmg problems asa
Researcher, Theoretical Computer Science 1930-1938 member Ofa computar de Slgll group-
« Developed the theoretical foundations for modern-day computers -

* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"
Scientist, National Physical Laboratory 1944-1947
* Designed detailed specs and for ACE, the first stored-progr

e B e g s sy ot ot Mention w hy you WANT to wor k for this

Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer

- et e s o g g i company, and what you’d contribute

Skills
* Fortran . Crr . C
. Java * Mathematical * UML Diagrams
* Waterfall Design Induction * Turing Machines
Model * Unit Testing * Reductions
* Complexity Theory * Mathematical Logic

‘//\_/\—\ Resume and Cover Letter Workshop
WESTERN  For Computer Science Students

WASHINGTON UNIVERSITY



Cover Letters

The job posting and
already-written resume

qualifications:

Looking for qualified applicants to fill two entry-level full-time
computer engineer positions. Candidates must have the following

development team

Candidates should also have the following preferred qualifications:

Alan Turing
turing@enigma.com
Cell: 509.963.9983

September 24, 1949

Sally Jenking

Meajoring in mathematics and/or computer science [:omps_R_US

2+ years experjenee OFHFaR-a
Experience with IDEs and APIs
2 a ediT

3242 Umptum| St.
Seattle, WA 98214

Knowledge 0 Dear Ms. Jenking -

Ability to write formal documentations
Experience with punch-card computers

Current Address
332 Churchill Rd.
London, England 673442

Objective

I am writing as a follow up to our brief discussion at the Western Washington University
career fair this last week. I am interested in the computer engineer full-time position

Alan Turii -.
uring@enigma.som available at Comps-R-US.

Cell: 509.963.9983

Matlng Address Websie As a person who has both practical and academic experience in cryptography and

674 Humbolt Lane, London, England 652212

http://en.wikipedia.org/wiki/Alan_Turing Cﬂmpmer aICh]‘.tectUre: I am eager to o r ces to Comps_R_

Educati

* Gain an entry-level job; contribute as a member of a low/mid/large scale team

Experience

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

Developed the theoretical foundations for modern-day computers
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"

Scientist, National Physical Laboratory 1944-1947
* Designed detailed specs and for ACE, the first stored-progr
computer

+ Developed the forerunning for punch cards used in early modern computers
Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

US. In particular my involvement with designing:-'building; and testing
Computer using a combination of IDEs, APTs_|and UML diagrams I believe can contribute
immensely to the efforts underway at your company. I've worked closely with a number of

i I look forward to grappling with challenging problems as a
Researcher, Theoretical Computer Science 1930-1938 nlemb er Of a_ {‘Olnpu'ter d Big’l g"oup_

+ Complexity Theory

Skills
* Fortran . Crr . C
. Java * Mathematical * UML Diagrams
* Waterfall Design Induction * Turing Machines
Model * Unit Testing * Reductions

* Mathematical Logic

Focus on the keywords in the job
description and mention experiences
specifically related to those keywords

L2\
WESTERN

WASHINGTON UNIVERSITY

Resume and Cover Letter Workshop
For Computer Science Students




Cover Letters

The job posting and

already-written resume

Looking for qualified applicants to fill two entry-level full-time
computer engineer positions. Candidates must have the following
qualifications:

Majoring in mathematics and/or computer science
2+ years experience in Fortranand C++
Experience with IDEs and APIs

Have worked as part of a medium (3-10 person)
development team

Candidates should also have the following preferred qualifications:

. Knowledge of computer architecture
. Ability to write formal documentations
. Experience with punch-card computers

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212

London, England 673442 hitp://en.wikipedia.org/wiki/Alan_Turing

Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team
Educati

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience

Researcher, Theoretical Computer Science 1930-1938
* Developed the theoretical foundations for modern-day computers
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"
Scientist, National Physical Laboratory 1944-1947
* Designed detailed specs and for ACE, the first stored-progr

computer
+ Developed the forerunning for punch cards used in early modern computers

Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

Skills
* Fortran . Crr . C
. Java * Mathematical * UML Diagrams
* Waterfall Design Induction * Turing Machines
Model * Unit Testing * Reductions
* Complexity Theory * Mathematical Logic

Alan Turing
turing@enigma.com
Cell: 509.963.9983

September 24, 1949

Sally Jenking
Comps-R-US
3242 Umptum| St.
Seattle, WA 98214

Dear Ms. Jenkins :

I am writing as a follow up to our brief discussion at the Western Washington University
career fair this last week. I am interested in the computer engineer full-time position
available at Comps-R-US.

As a person who has both practical and academic experience in cryptography and
computer architecture, I am eager to contribute my abilities and experiences to Comps-R-
US. In particular my involvement with designing, building. and testing the Manchester
Computer using a combination of IDEs, APTs, and UML diagrams I believe can contribute
immensely to the efforts underway at your company. I've worked closely with a number of
scientists in the past, and I look forward to grappling with challenging problems as a
member of a computer design group.

I look forward to discussing with you further my qualifications and can be reached at
turing@enigma.com or by phone 509-963-9983.

Discuss plans (looking forward to hearing from), and if

you intend to follow up in a specific way (visit, phone
call, email, etc.) mention that.

L2\
WESTERN

WASHINGTON UNIVERSITY

Resume and Cover Letter Workshop
For Computer Science Students




Cover Letters

The job posting and

already-written resume

Looking for qualified applicants to fill two entry-level full-time
computer engineer positions. Candidates must have the following
qualifications:

Majoring in mathematics and/or computer science
2+ years experience in Fortranand C++
Experience with IDEs and APIs

Have worked as part of a medium (3-10 person)
development team

Candidates should also have the following preferred qualifications:
Knowledge of computer architecture

Ability to write formal documentations
Experience with punch-card computers

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212

London, England 673442 hitp://en.wikipedia.org/wiki/Alan_Turing

Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team
Educati

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience

Researcher, Theoretical Computer Science 1930-1938

* Developed the theoretical foundations for modern-day computers
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"

Scientist, National Physical Laboratory 1944-1947
* Designed detailed specs and for ACE, the first stored-progr
computer

+ Developed the forerunning for punch cards used in early modern computers
Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

Skills
* Fortran . Crr . C
. Java * Mathematical * UML Diagrams
* Waterfall Design Induction * Turing Machines
Model * Unit Testing * Reductions
* Complexity Theory * Mathematical Logic

September 24, 1949

Sally Jenking
Comps-R-US

3242 Umptum| St.
Seattle, WA 98214

Dear Ms. Jenkins :

I am writing as a follow up to our brief discussion at the Western Washington University
career fair this last week. I am interested in the computer engineer full-time position
available at Comps-R-US.

As a person who has both practical and academic experience in cryptography and
computer architecture, I am eager to contribute my abilities and experiences to Comps-R-
US. In particular my involvement with designing, building. and testing the Manchester
Computer using a combination of IDEs, APTs, and UML diagrams I believe can contribute
immensely to the efforts underway at your company. I've worked closely with a number of
scientists in the past, and I look forward to grappling with challenging problems as a
member of a computer design group.

I look forward to discussing with you further my qualifications and can be reached at
turing@enigma.com or by phone 509-963-9983.

Sincerely,

ﬁ_r‘l, '[L-.M.-I:%

—

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Closely with “Sincerely” and/or thank the
recipient for their time, and provide a signature.
If creating a PDF, “draw” the signature and save

as a PNG, JPEG, etc. and place into the document

‘\///\'\ Resume and Cover Letter Workshop

For Computer Science Students




Cover Letters

The job posting and

already-written resume

Looking for qualified applicants to fill two entry-level full-time
computer engineer positions. Candidates must have the following
qualifications:

Majoring in mathematics and/or computer science
2+ years experience in Fortranand C++
Experience with IDEs and APIs

Have worked as part of a medium (3-10 person)
development team

Candidates should also have the following preferred qualifications:
Knowledge of computer architecture

Ability to write formal documentations
Experience with punch-card computers

Alan Turing
turing@enigma.com
Cell: 509.963.9983

Current Address Mailing Address / Website
332 Churchill Rd. 674 Humbolt Lane, London, England 652212
London, England 673442 hitp://en.wikipedia.org/wiki/Alan_Turing
Objective

* Gain an entry-level job; contribute as a member of a low/mid/large scale team
Educati

* Bachelor of Arts, Mathematics, first class honors
Kings College, 1930-1934
Focus : Cryptography, Mathematics

Experience

Researcher, Theoretical Computer Science 1930-1938

+ Developed the theoretical foundations for moder-day computers
* Wrote ground-breaking thesis, entitled, "Systems of Logic Based on Ordinals"

Scientist, National Physical Laboratory 1944-1947
* Designed detailed specs and for ACE, the first stored-progr
computer

+ Developed the forerunning for punch cards used in early modern computers
Computer Architect, Max Newman Laboratory, Manchester Univ. 1948-1954

* Developed, as part of a team, the Manchester Computer
* Investigated use of mathematical biology to infer important biological principles

Skills
* Fortran . Crr . C
. Java * Mathematical * UML Diagrams
* Waterfall Design Induction * Turing Machines
Model * Unit Testing * Reductions
* Complexity Theory * Mathematical Logic

Alan Turing
turing@enigma.com
Cell: 509.963.9983

September 24, 1949

Sally Jenking
Comps-R-US
3242 Umptum| St.
Seattle, WA 98214

Dear Ms. Jenkins The same rules apply to the cover letter as
I am writing as a follow up to oy to the resume

career fair this last week. I am 1
available at Comps-R-US.

As a person who has both practil o \A/rjte in active voice (you don’t want to

computer architecture. I am eagy

US. In particular my involveme; sound as if good things just

Computer using a combination {

immensely to the efforts undery| 1
e e oot e T miraculously happened to you ... you

member of a computer design gi Make th|ngs happen)-

I look forward to discussing witl
furing@enigma.com or by phon

* Take credit for your accomplishments

Sincerely,

- r‘]_, T-um.-: .
A 3 e Use active verbs

AN

Resume and Cover Letter Workshop
For Computer Science Students
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WESTERN Filip Jagodzinski

WASHINGTON UNIVERSITY

The slides for this presentation, as well as PDF
of the handout, will be available for a brief
while on my faculty webpage



