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• Emphasis on what you have 
already achieved 

• Focus on scientific 
credibility  

• Extensive and inclusive 
• Specialist  
• Focus on scientific 

accomplishments  
• Lists publications, 

presentations, conferences  

• Emphasis on how your 
achievements can be 
applied  

• Focus on skills necessary for 
the job you are applying for  

• Short, sharp and to the 
point  

• Generalist  
• Focus on non-scientific 

accomplishments  
• Lists teamwork, 

communication, leadership  

Academia vs. Industry
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Skill Basic Medium Advanced

Python 7 years

Spanish 4 years

Portuguese 1 year

English 3 years

Rèsumè design



Rèsumè 
design



Re: Name of position or Application for ...name of position  
 
Dear Ms Jones, (Avoid Dear Sir/Madam,   
 
First paragraph 
I would like to apply for the above position advertised in ......... on ........ (date) and why you want that 
job (i.e. why that industry and why that company, make sure this highlights how you will meet their 
needs, not exclusively your own.)  
 
Second paragraph 
Outline the skills (technical and social), experience, training and achievements that are relevant to the 
selection criteria or the job description. These skills may have been gained through your education/
course, your work experience and your extra curricular activities.  
 
Third paragraph 
Tell them why you are the best fit for the company and how your skills will meet their needs. (Tip: you 
could summarize the 3 best things about you that make you most competitive for the job and how 
these things will allow you to make an impact/get results in the role.)  
 
Closing 
Thank them for considering your application, tell them that you have attached a copy of your resume, 
and when you would be available for an interview. Provide your contact details (Phone / Fax / Email)  
 
Regards 

Presentation Letter


