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How many years ¢

How many veterans?

How many seeking full-time work?2 Part-time work?

How many seeking internships?







. Educq’rlon

(f ® Particular skills cnd keywords



v Experlence

® Extracurricular CIC1'IVI1'IeS/ Communl’ry mvolvemen’r
* Awards/Honors



Jordan Technician

Livermore, CA 94551
(510) 123-4567
Jordan Technicianb678@amil.com

® Professional e 3, no nicknames)

® Optional: Linkedln. R —

Luke Skywalker

Sacred Island, Ahchto | (510) 123-4567
Luke.Skywalker@jedimail.com | LinkedIn.com/in/Skywalker




Engineering Technelegy Intern - Mechanical Technician

Jedi Master | Spiritual Director | Levitation Instructor

_-,'our LinkedIn
* Engineering Technician, / C Machinist

® Customer Service, Retail Sales Associate

%



with limited time and resources. Recognized for strong work ethic and leadership skills.

Professional Summary
United States Air Force veteran and Engineering Technology student with experience solving
\l S UMMA RY complex problems, interacting with a diverse team, and the ability to work well under pressure and

®* Summary puts the critical information at the top of the page in a prominent
position

®* Between 3 and 6 sentences, or 20-50 words
® Use some key words from the job posting
® Include accomplishments, strengths, skills

® Does not need to be complete sentences

Professional Summary

An intuitive warrior with experience leading cross-functional teams to fight the forces of evil. Key

strengths in levitation, mind control, and light-sabre wielding. Special abilities in both mentorship

and military strategy. A persistent, loyal, and charismatic person who purposefully leads and trains
fellow warriors.




Summary

A/an (adlechve) (noun with experience in unchoncl knowledge /Industry). Key
functions/ strengths/ responsibilities include (skill), (skill), and (skill). A (adjective) and

(adjective) person who (verb) and (verb).




Highlighted Skills

SolidWorks, LT Spice AutoCAD Troubleshooting
Google Drve, MS Office Soldering, wiring Bilingual {Spanish/English)
Interpersonal Communication Ability to lift 50 lbs. Lathe, mill, CNC machining




Highlighted Skills

SolidWorks, LT Spice AutoCAD Troubleshooting
Google Drve, MS Office Soldering, wiring Bilingual {Spanish/English)
Interpersonal Communication Ability to lift 50 lbs. Lathe, mill, CNC machining




* Are good at put

®* Know how to use Canva
® ® Can use social media for promoting events, goods, or services



Associate of Science in Engineering Technology, May 2020
Las Positas College

3.8 GPA

* Can remove 5 years old

=

® Optional: add relevant cou 'sework it your area o su'dy relates to the job you are
/ applying for. Use course titles and not numbers.
&



Associate of Science in Social Science, in progress, expected June 2021

Las Positas College, Livermore, CA

3.8 GPA

Education/Training

Associate of Science in Engineerning Technology, expected May 2022
Las Positas College
Relevant coursework: MIG and TIG Welding, Machining, Engineering Design Graphics

(Solidworks). Intro to Electrical Systems (L] spice), Descriptive Physics

Expeditionary and Emergency Services Certification, May 2017
US Air Force Institute of Technology




Biology Major, completed 53 credits

University of California, Santa Cruz







* Solar Oven, ay 2020, E ven that kéd 24 chocolate chip cookies

( ®* Robot Project, December 2020 De5|gned a robohc teddy bear that hugs COVID patients




Manager June 2018 — August 2019
Secuntas, Castro Valley, CA

\O Experience
Student Assistant August 2019 — present
Veterans First Program, Las Positas College, Livermore, CA
+ Create flyers in Canva and assist with marketing virtual and on campus events
\) E X P E R I E N C E + Enter data from over 500 surveys into Excel spreadsheets

+ Supervise team of 10 employees, including hinng, onboarding, and employee retention

@) Security Specialist January 2014 — December 2017
US Air Force, Travis Airforce Base, CA
s (Guarded launch facilities, secunty installations and personnel
+ Protected high-valued assets dunng transport
+ Deployed to bases overseas to guard security installations and personnel

Include up to 15 years of experience

List jobs in reverse chronological order (most recent first)

Include jobs, internships, perhaps relevant volunteer work

Fill employment gaps of more than 6 months

Veterans: translate job title into civilian terms

* https://www.careeronestop.org /Toolkit /Jobs/match-veteran-jobs.aspx

® https://www.military.com/veteran-jobs /skills-translator


https://www.careeronestop.org/Toolkit/Jobs/match-veteran-jobs.aspx
https://www.military.com/veteran-jobs/skills-translator

2-7 achievements Accomplishment Statement
No more than 2 lines long

action verb

KEY WORDS

e



Challenge

* Efficiently che CKe rocessed ¢ opayments

Best Bullet:

* Efficiently checked in 100+ patients per day, and processed
copayments




* Mention how you

* Created GoogleForm to survey students about their social media usage
/ ® Used Excel to track students’ grades and course progress
O



rei

® Consider risk of nteer work

Extracurricular Activities

President August 2021 - present
Maker Club at Las Positas College, Livermore, CA
+ Designed and planned events to engage students in product design and implementation

Soccer Team, Las Positas College October 2015 — March 2017

%



Awards
« Medal of Honor, United States Congress, 2017




Projects (opt

Experience

Extracurricular activities/ Community Involvement (optional)

Awards/Honors (optional)




THINGS NOT TO PUT ON A RESUME

®* Your photograph or date of birth

® Your street address — city, state, and zip code is okay

® An objective statement. Use a Headline and Summary instead.
* “References available upon request”

® Fancy borders or fonts




* Use a sans se ont (Times New Roman)

® Font size should never be smaller than 11 point

® 2-column resumes are sometimes hard to read




review it before

* Resume formc . locument (unless otherwise
specified) i

® Use a consistent file name to save resumes:
@ ® Technician_Jordan, LLNL internship resume, 11.15.2022




RESUME qualifications in the job posting

Job Description
O

\.\5 TAILORING YOUR Highlight key words and

We have an opening for an Electronics Technologist for DoDT to fabricate, test, troubleshoot,
evaluate, and maintain experimental, research, and prototype equipment associated with electronic

and control systems for Depariment of Defense Technologies (Do 1) in the National Ignition Facility
and Photon Science Directorate (NIF & PS). This position is in the Laser systems Engineering and
Operations (LSEQ) Division, within the Engineering Directorate.

Qualifications

Ability to obtain and maintain a U.5. DOE Q-level security clearance which requires U.S.
citizenship.
Associate degree in an engineering technology such as electronics, photonics, or equivalent

combination of education and related experience.
Experience in electronic troubleshooting using common diagnostic hardware.
Advanced knowledge of engineering hardware tesiing processes.

Experience with complex electronic assembly; including soldering, wiring, troubleshooting,
installation, and maintenance.




\

O

RESUME USES KEY WORDS FROM JOB
DESCRIPTION

Qualifications

Ability to obtain and maintain a U.5. DOE Q-level security clearance which requires U 5.
citizenship.
Associate degree in an engineering technology such as electronics, photonics, or equivalent

combination of education and related experience.
Experience in electronic troubleshooting using common diagnostic hardware.
Advanced knowledge of engineering hardware testing processes.

Experience with complex electronic assembly; including soldering, wiring, troubleshooting,
installation, and maintenance.

Electronics Technologist - US Citizen

Professional Summary

United States Air Force veteran and Engineering Technology student with 2+ years experience in
electronic troubleshooting and complex electronic assembly. Interact well with a diverse team, work
well under pressure and with limited time and resources. Recognized for strong work ethic and

leadership skills.

Highlighted Skills
SolidWorks, LTSpice AutoCAD Electronic installation
Google Drive, MS Office Soldering, wiring Bilingual (Spanish/English)
Interpersonal Communication Ability to lift 50 Ibs. Engineering hardware testing




Jordan Technician

Livermore, CA 94551
(510) 123-4567
Jordan. Technician567&8@amil.com

Engineering Technology Intern - Mechanical Technician B E FO R E AN D AFT E R
Professional Summary T AI LO R I N G

¢ United States Air Force veteran and Engineering Technology student with experience solving
complete problems, interacting with a diverse team, and the ability to work well under pressure and
with limited time and resources. Recognized for strong work ethic and leadership skills.

Highlighted Skills

SolidWorks, LTSpice AutoCAD Troublesho Jordan Technician
Google Drive, MS Office Soldering, wiring Bilingual (S Livermore. CA 94551
Interpersonal Communication Ability to lift 50 Ibs. Lathe, mill, (510) 123-4567

Jordan. Technician5673@amil.com

Electronics Technologist - US Citizen

Professional Summary

United States Air Force veteran and Engineering Technology student with 2+ years experience. in
electronic troubleshooting and complex electronic assembly. Interact well with a diverse team, work

well under pressure and with limited time and resources. Recognized for strong work ethic and
leadership skills.

Highlighted Skills

SolidWorks, LT Spice AutoCAD Electronic installation
Google Drive, MS Office Soldering, wiring Bilingual (Spanish/English)
Interpersonal Communication Ability to lift 50 lbs. Engineering hardware testing




ta Ie

. Uploqd your resun ositas C 'II_ége Internship and Job
Board. - '

( * Attend more of our workshops (register in Handshake).



http://laspositascollege.edu/careercoach/
https://laspositascollege.joinhandshake.com/login
http://laspositascollege.edu/careercenter/events.php
https://laspositascollege.joinhandshake.com/login



https://icc.ucdavis.edu/materials/resume/samples
https://career.berkeley.edu/Tools/ResumeSamples
http://www.trivalleycareercenter.org



mailto:kvanderhoof@laspositascollege.edu



http://www.kahoot.it/
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