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Agenda

 What is a résumé?

 Types of résumés

 Creating your résumé

 Skills

 Cover Letters

 Interview demo

TIP

Your résumé will get you 

the interview,

not the job.



What is a Résumé?

• Your personal marketing tool – telling the 
employer why they should hire you for that 
particular job

• Written description of your skills, abilities, 
experiences, knowledge, and accomplishments 

-- tailor the résumé to the job



Résumé Format and 
Organization

• One or two pages 

• Readable font size and common font style
(i.e. =Times New Roman, size 11)

• White space and margins (2+ cm)

• Highlight the most important points with bold, CAPS, 
underlining



What to leave off…

X  Out of date information

X  Personal information (date of birth, gender,     

religion, nationality, Social Insurance Number)

X  Your picture

X  References



Résumé Tip Sheet (and more)
trentu.ca/careerspace





Résumés: 
The Basic Content

• Contact Information

• Objective 

• Summary

• Education

• Skills

• Experience

• Optional Headings
• Awards, Volunteering, 
• Interests & Activities



A Closer Look at the First Sections



Education

• Important enough to go near the top! 

• Provide detail and expand on relevant courses, 
projects, papers, thesis, etc. 



Experience

• Paid work 

• Placement

• Community-based Research

• Field Course / Internship Course

• Volunteering

• Extra-curricular activities

• Indicate if not paid, e.g. (volunteer)



Describing Experience, 
Knowledge, and Skills

• EXAMPLES
• Compiled and maintained a database of over 200 

volunteers for a community organization

• Planned and coordinated an annual student event --
150 people attended

• Recruited 50 participants for a research study, 
including making connections with community 
organizations 

• Performed statistical analysis of research data using R



Skills Developed Through 
International Experiences

Relationship Skills
• Positive attitude towards change and new environments

• Knowledge of world affairs and cultures

Cross-Cultural Skills
• Ability to thrive in a culturally diverse workplace

• Ability to understand and respect different points of view



Skills Developed Through 
International Experiences

Communication/Self-management Skills
• Proficiency in language skills
• Desire for challenge, able to step beyond comfort zone
• Independent and self-disciplined
• Ability to learn new things quickly and adapt to new environments

• Others: resourceful, adaptable, responsible

• Coralyne’s findings from researching this topic



Example of a 
Experience-based
Résumé

Relevant experiences 
with skills and 

accomplishments 
listed below each 

entry



Example of a 
Skills-Based Résumé

Relevant skills, from all 
experiences, placed in a 
skills section

A listing of work and 
volunteer experiences



“References available” – (optional line)

 Typically will be asked to provide separate references at the 

interview

Who and How

 Employers, placement supervisor, volunteering supervisor, 

organization/club leaders, professors

 Contact them and get their permission!

 Provide info about the position and  remind them of your 

duties, skills, achievements

References



Cover Letters



Why write a cover letter?

• Highlight specific experiences

• Show the match between your abilities and the job 
requirement

• Give the employer a sense of your personality

• Chance to be interesting!

Cover Letter Tip Sheet on the Careerspace website: give 
details of what should be in each paragraph



Layout

• First paragraph – make it an interesting 
opening, mention something about the 
organization that shows that you know who 
they are and what they do

• Body – one or two paragraphs:  demonstrate 
good fit with the position; tell a story

• Last paragraph – next steps, e.g., interested in 
an interview



Showcasing your International Skills 
in a Cover Letter

• Middle paragraphs – stating why you 
are a good fit for the job

• Highlight your international 
experience

• Story demonstrating skill or attitude 
gained from your international 
experience that would be important 
for the job



As an international student, I am able to interact 

effectively and positively across different 

cultures.  Despite cultural and language 

differences, I get along well with all the people I 

work with.  My report writing skills were honed 

by producing a final report that was an analytic 

assessment of the placement.  These skills, as 

well as those outlined in my resume, will enable 

me to successfully complete the duties required 

in the position.



PROOFREAD ALL DOCUMENTS



Showcasing your Skills in an Interview
Interviews

• Answer questions about your skills with examples from 
experiences – evidence, proof, stories

• Prepare ahead of time for anticipated questions – look at job ad

Common Questions:
• Tell me about yourself.

• What are your strengths?

• Why should we hire you?

• All answered with examples of your skills

• Talk about the benefits of your international experience

• Demonstration and feedback



We’re Social 
Follow Us

Trent University Careerspace

@trentucareerspace

@tucareerspace



Questions?
Go to: trentu.ca/sep to book a Video Chat 
or telephone appointment

(because of COVID-19, our services are continuing 
remotely through Video Chats, or by phone)

careers@trentu.ca

trentu.ca/careerspace

(705) 748-1011 x6012

http://www.trentu.ca/sep
mailto:career@trentu.ca
http://www.trentu.ca/careerspace



