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Writing a Resume for a Job in the Biotechnology Industry
 

Your resume is a document that will open doors for you in your career, so it is important for you to take it seriously.   It is a marketing brochure, and you are the one that you are marketing.   While writing your resume, remember that your intention is to summarize the major highlights of your career in a way that will emphasize your professional accomplishments.  Don’t treat it like an outline of every aspect of your work history and all of your past job responsibilities.  Keep reminding your self that the person(s) that will be reading your resume is only interested in what you have to offer them.  As you choose things to include in your resume, ask yourself if it will enhance your chances of attracting the type of job that you want. 

There are many sources of information on how to fine-tune your resume in books and online.   You can find examples of resumes written for jobs in the biotechnology industry at www.bio-link.org, and a www.google.com search can locate some specific tips for writing successful resumes.   

 The following comments focus on some basic necessities for writing a resume, and gives you a checklist to use as a guide for writing your resume.  Use them, along with your creativity, to put together your personal information in an easy-to-read and appealing layout that will paint a picture of what past experiences qualify you for a job, and what your career goals are in the biotechnology industry.

 General Comments
 Your resume will not promote your career unless people can read it quickly (most resumes are scanned for less than one minute by prospective employers!), and they are much more likely to read it carefully if it is inviting to look at and easy to scan rapidly.  Here are some ways for making an easily scanned resume:

1.        Keep it brief.   Only include information that will promote you and give you an edge in getting an interview.  One or two pages should suffice.  

 

2.        Make it easy to rapidly scan for salient information by organizing your thoughts in outline form and bulleting the most important points in lists so that it is easy to find the information.  Don’t use complete sentences!

 3.        Make it appealing for a reader to read.  Use bolding, italics, and different sizes of fonts along with a liberal use of lines to emphasize your groups of lists.  Also important:  leave plenty of white space in your resume.  Use white or off-white paper, and print only on one side of the page with black ink.  Use business type fonts (e.g. Times or Times New Roman).  Keep it simple!

 4.        List your strongest points first, since many readers will only read the beginning of your resume and never entirely read it. This is also true of your bulleted lists:  list the most important things first.   Don’t emphasize responsibilities.  It is more important to emphasize accomplishments.

 5.        If you lack experience and accomplishments, make more of your flexibility and the specific techniques that you have been trained.  

 6.        Use action-oriented verbs.  A strong action-oriented verb in the past tense is more interesting and make a stronger impression.  For instance, use verbs such as “established,” “directed,” “created,” “launched,” “designed.”  Avoid weak verbs like “assisted,” “served,” “completed,” “contributed.”  Also avoid the vague phrases such as “was responsible for.”

 7.        Use numbers, currency amounts, and percentages as much as possible.  Examples of number that impress employers are the size of research grants awarded, number of personnel supervised, and number of publications/patents that you are an author on.  This gives the reader an immediate gauge of the impact of your work.

 8.        Don’t use excessive jargon.   Acronyms and company-specific names for programs, projects, and grants should be avoided.  Use scientific jargon only if you can be quite certain that everyone who will read it will be familiar with the terms.  

9.        Don’t be shy.  It is important for you to tactfully boast about how you have helped organizations, advanced scientific knowledge, and contributed to an important cause. 

 10.     Proofread.  Nothing make a worse impression than typos, misspellings, incorrect spacing, or inconsistencies in the use of bolding, italics, capitalization, and underlining.  Proof your resume/CV and have at least one other person review it.

 

 
Resume Checklist

1.        Make sure that your name and your all relebant contact information is prominently displayed at the very beginning.  Center your full name and degree in all bold letters at the top.  Be sure to use an address, phone number, and email address where you are always available.  If you give a phone number where you can be reached, make sure that it has an answering machine that you check regularly, or include a time when you can best be reached there. 

2.       When to use an objective.   Use either an objective or a summary, but not both.  An objective is appropriate only if you can be very specific about the type of job you are seeking.  Don’t use an objective if you are open to many different types of positions.  Avoid writing a vague objective such as “Recent graduate with major in Biology and Mathematics seeking position with growth potential”.   This is too vague to call attention to yourself and will not serve you well. 

3.       Use a summary if your employment goals are less specific.  It should summarize in just three or four phrases the type of work you do, how long you have been doing it, your major skills, and your personal strengths.  The summary should include information that sets you apart from other applicants.
A prospective employer will naturally wonder what you hope to do with you career in the biotechnology industry.   This is sometimes important to make sure that you find yourself a position that you can be happy with.  If you have ambitious goals, your employer needs to find a position where you will be challenged and given the opportunity for promotions.  If you are just looking for a secure niche in an organization, your employer will need to know this too.
4.        Your educational background.  List where you have attended schools and what degrees you have earned.  If you are currently working on a degree, tell them when you expect this degree to be completed.  If have earned your degrees in a timely manner, you may want to list when you earned your degrees in order to show how well you were able to focus on your career.   If your GPA is good, by all means, include it!

5.        List employers chronologically.  Trace your professional experience back in time.  Each entry should include the organization’s name, the department, dates of employment, and positions held.  If the company is small, a brief description of the company is useful. Emphasize any job experience that relates in any way to the job that you are now interested in, but include any job you have worked at for long periods of time even if they don’t have much to do with the job that you are now applying for.  This will show prospective employers that you are dedicated and reliable enough to have held these jobs over the long haul. 

6.        Emphasize accomplishments.  An accomplishment is any way that you have brought value to your organization.  You can do this in one of three ways:  by helping the organization make money, by helping the organization save money, or by developing something new, innovative, or unique.  Include examples of how you won research grants, initiated research programs, reduced costs, increased efficiency, reduced errors, earned awards/recognition, contributed to a breakthrough in you specialty area or advanced a line of research.

 

 

7.        Use other categories if appropriate.  Any information that shows your strengths or gives a compelling reason for hiring you should be included.  This includes:

¨       Specific job skills and training.   As a student, your job experience in biotechnology may not be as impressive as your training.  If this is the case, emphasize the training that you have received.  Be aware that our biotechnology program makes you highly competitive in the job market due to the extensive training that you have received in the laboratory.  Many students graduating with a B.S. degree in biology from a large university will not be well trained in practical, much less sophisticated, lab skills.  Some may have even graduated without attending a single laboratory course in biology!  This is where your resume will shine, so list all the techniques that you have learned while in the ACC Biotechnology Program.  You can even emphasize the extensive training that you got in BIOL1406 in writing formal lab reports.  Even this is an unusual exercise for university students.

¨       Publications & patents.  If you have more than a few publications and patents, you should consider separating them from your accomplishments section to emphasize them.   Use the same format you would use when listing references in scientific publications.  If you have more than 20, you should consider using a separate page.

¨       Presentations & posters.  Include speeches, seminars, and training programs you have delivered.

8.        Your hobbies and pastimes.  It is important that your personality come out in your resume in order to make an impression on whoever reads it.  If you let them know something about your personal interests, they will be more likely to remember your resume.   It is surprising just how this can open doors for you---sometimes they will put you higher on their list of prospects simply because they share an interest with you!

You want your resume to land you an interview.  It must, therefore, be enticing enough to the reader to make him (her) want to meet you.

