
Purpose of the Resume or Curriculum Vitae (CV):   Generate enough interest to 
warrant further consideration, usually a phone / skype interview or live 
interview.  (Knowing someone in the company is usually more effective!)

First Impact - Making the Right First Impression 
with a Resume or CV

John Notte, Chief Scientist for Business Development at Carl Zeiss, SMT
“GFIS Technology Evangelist”

What I can Offer:  What follows are a collection of ideas, tips, considerations.  
Some might be suitable for you and the position you seek.  Some will not be.  
The resume/CV is a reflection of you, as such it is full of personal decisions of 
how you want to represent yourself.  You must represent yourself honestly, but 
there can still be a lot of flexibility…. Like the choice of clothes you wear.

Hiring Process: The incoming  resumes/CVs will usually be directed to an 
individual in HR or the chair of a hiring committee who will screen out the 
submissions that they deem not suitable.  Then the remaining pool of resumes 
will be reviewed by a larger committee including the hiring manager.  They often 
meet and vote for candidates, and this usually determines the order of priority 
for the next step (phone interview, calls to references, etc.) . 





• Lingo and Abbreviations:  Spell out any terminology unless it is very basic, or 
is actually introduced in the job description.   The abbreviation can be added 
redundantly in parenthesis.

• Tracking:  Keep a record of the resumes you have created.  Save them all (with 
the date in the filename, for example).  Keep a record of which resume was 
submitted for which job opening and the date, and any other notes. 

• File Format:  If submitting electronically, always use PDF format as opposed to 
a word document.  The PDF conveys finality.  Be sure that the page size is 
appropriate for printing in that region:  8.5” x 11” for North America, 
otherwise A4 size.

• Hyperlinks:  Including links can sometimes be helpful for information that 
needs to be kept perpetually updated (list of publications, email contact 
information).  But you will be responsible for maintaining this information.    
Consider that the printed copy needs to still be fully functional.  QR codes are 
possible, and “short URL” can be attained.

• Confidential: Consider marking the resume “confidential” to let the recipient 
know that it is not common knowledge that you are seeking alternative 
employment.    Also consider a footer, “Provided to Joe Smith on 14May2019.  
Do not redistribute.”



• Size and Scope:  One and two page versions are preferred – especially for a 
resume.   Consider pruning down from a larger “master version” or “omnibus 
version” .  A pruned version contains just the content that is suitable for a 
particular job hunt.  If still important, auxiliary files can be provided, 
“References available upon request”, “A listing of 24 journal publications is 
available upon request”.    

• References:  Talk with each reference before providing their names.  See how 
they feel about serving as a reference.   Are they wildly enthusiastic? Or do 
they scarcely have time to talk to you.  Let them know if this job-search is 
confidential or not.  

• Peer Review:  Have a friend review your resume, preferably  someone with 
experience in hiring.  They might have ideas that you want to adopt, but not 
necessarily.

• Reverse Order:  Don’t apply to your dream job first!  Start with less favored 
job opportunities first, because you are likely to gain experience and get more 
refined after each resume and interview.  

• Impossible Job Descriptions:  Don’t be intimidated by a job description that is 
looking for everything.    They probably didn’t get approval to hire the two 
persons they wanted, so they are casting a wide net in a fishing expedition.



Essential Content: 
• Name and Contact Information:

• phone number, permanent email address (ORCID is increasingly used).
• Avoid novelty emails like “superdude2108@gmail.com”.
• Usually avoid your current employers email address.

• Employment History: 
• Provide range of years, position or title, and company name and location. 
• Go back only as far back as relevant, or as space allows.  
• Highlight significant responsibilities, e.g. “Responsible for development of new 

architecture for scan generator in $1.5M product”, “Oversaw funding renewal 
application for $200,000 program”. 

• Education: 
• List major field of study for undergrad degrees with GPA and any honors,
• For advanced degrees, give major and thesis title.

• Skills:
• Be complete! Provide both technical and soft skills.    
• Don’t rely on abbreviations, but do include them since they are often search terms.
• Some examples:   High voltage design, solving boundary value problems, 

programming in C, python, postscript, Fortran, Microsoft Excel with high proficiency, 
ultra high vacuum (UHV), gas injection systems (GIS), focused ion beams (FIB), 
building group consensus, organized customer workshop, training for technical sales 
personnel, created video based release notes for new software versions.

• Read through recent reviews from students, or management.  

mailto:superdude2108@gmail.com


Other Possible Content: 
• Certifications and Professional Training: 

• e.g. ISO certification, Laser Safety Training, Chemical Safety Training, Seminar on 
graphical presentation of data.

• Publications:
• Choose a format for this (e.g. APA, Chicago), but include title, include all authors, 

underline self.  Be consistent in format.
• If more than 3, give the best 3, and an additional note:  “a full listing of 20 

publications is available upon request”
• Patents:

• If listed, be sure you can say something about them (granted, submitted, published)
• Conference Presentations:

• If more than 3, give the most important 3, and the addendum “a full listing of 12 
conference presentations is available upon request”

• Recognitions and Awards:  
• e.g. Best student paper award - APS Plasma Conference 2012 
• e.g. Received university grant for international travel

• Professional Participation:
• e.g. APS member since 2015, journal referee, contributor to the “IEEE podcast on 

SQL”, Session chair at 2017 SIMS USA Conference. 
• Languages:  

• e.g. basic German, fluent French,  business Japanese.  
• Career Interests, Objectives:  

• Avoid…. or use only if posting online or to a broad unknown audience.  

Avoid:  
• Ethnicity, gender, religion, marital status, work eligibility, age, photo, hobbies, salary required.



Format:   Format is important because it makes information easy to find.  If you organize 
with clear headings, and use indents and bullets, and use them consistently it should 
serve as a quick guide to the reviewers eye.  Don’t mix more than 2 font sizes.  Dividing 
lines are helpful.  Recent trends include:  Multi column format, increased use of color, 
the usage of icons.  



A typical resume of 2 pages:



A typical CV can be more complete:



Some recent trends in resume’s are quite flashy, but less information rich.  
For high level technology, jobs these probably should be avoided. 


