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EDUCATION
· List post-secondary institutions attended – include degree, discipline, school, city, province and dates attended (months & years) 

· Specify current level of study 

· Describe major areas of interest or specialization within discipline 

· Provide details of major projects/thesis completed that are related to area of employment 

· List scholarships/awards received – include $ amounts and reason award was granted. If you have more than 2 awards, create a separate section for this 

· Describe any other major accomplishments (Dean’s Honour List, research endeavours) 

· Optional to include high school information – senior students may leave this out of their resume in favour of listing more recent information and relevant experience 

SKILLS
· Organize all of your skills under separate subheadings – Computer, Languages, Laboratory Experience, Research Skills, Certificates, Licences 

· List all computer skills – be sure to categorize with sub-sections (ie. – Software, Hardware, Operating Systems, Programming Languages) and include level of competence (ie. – Experienced with, Highly Skilled in) 

· Include languages you are fluent in, other than English 

· Describe technical skills relevant to your discipline – equipment used, laboratory skills, research tools, processes utilized 

· List any special certificates obtained from training programs (ie. WHIMIS) 

· Include any licences you have received (ie. – Class D Driver’s Licence, operating special equipment)

  


	 

WORK EXPERIENCE
· List your position title, company, city & province and dates that you worked there 

· Organize jobs chronologically, beginning with the most recent, and be sure to include 3 or 4 jobs 

· Describe your main responsibilities – remember to include numbers to quantify your work, explain the level of responsibility & technical complexity and describe outcomes of your work to demonstrate how you helped the company 

· Utilize strong action verbs to begin each job responsibility 

· Think about the skills you would like to emphasize for each job and write descriptions to accent these special skills (ie. – team work, communication, leadership, interpersonal, supervisory) 

· Don’t include all of your work responsibilities – try to target your job descriptions according to the specific skills the employer requests in the job description and highlight any experience you have gained with similar technologies, products or industry practices 

· If you have worked for the same company for a few years, show your progression and development within the organization 

· Highlight major skills obtained for each job 

· List any accomplishments or special achievements (ie. – employee of the month, products or tools developed, open invitation of return employment) 

· If your paid work experience is limited, you may also include volunteer work (eg. – Sunday School Teacher), extra-curricular activities (eg. – President of Chemical Engineering Society) or class projects (ie. – Senior Thesis Project) under the heading of Experience

EXTRA-CURRICULAR ACTIVITIES
· Describe Engineering related interests (eg. – repair cars in spare time, re-build computers, design websites) 

· List clubs/memberships/associations that you belong to – include your role and activities you have been involved with 

· Community involvement - volunteer position held, when, what you do/did and # of hours per week 

· Describe athletic accomplishments – be sure to include whether group or individual, competitive or casual, how often played, leadership roles, awards received 

· Include high school activities only if they are directly relevant to job you are applying for (eg. – Developed alumni webpage for high school graduating class to remain in touch after graduation) 

· Range of general interests – to demonstrate your well-roundedness as a person
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