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Finding a Career — Where to Start?

A few questions to ask yourself:
What do you like?
What are you passionate about?
What are you good at?
What do your peers/teachers think you are good at?
What motivates you?
What culture do you want to be in?
What location do you want to be in?

Answers to these questions can narrow down your
focus areas as you think about your career
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Outline

= Evaluating transferrable skills
" Goal of your resume and tips
= Cover Letters

= Propel Careers
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The Importance of Transferable Skills

= Working in a lab is not only about the science.
There are many OTHER skills that you have which
are transferrable to non-academic careers.

= Transferrable skills are applicable to many career
opportunities.

" These assets are important to highlight!
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Transferrable Skills — Are you?

= QOrganized

= Detail oriented

= A good communicator

= A networker

= Aleader

= A manager

= Good at keeping track of projects
= A presenter

= Good at writing

= Skilled at programming

= Good at drawing or other artistic activities
= An excel guru

= A negotiator

This list will help to define the types of roles which could be a fit
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What Graduate School Teaches You

= Excellent Scientific Foundation!

= Data analysis skills

= Ability to synthesize information/learn new areas
= Ability to ask questions

= Writing ability — abstracts, papers, grants

= Work ethic and drive

= Work independently and be accountable
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Building a Resume




The Goal of Your Resume

You want individuals reading your resume to easily
and quickly see your background and experiences
and the relevance to the job being applied for.

?&LJ

’T
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FIRST. LAST, Ph.DD,
& ddress

City, State, Z1p Home Phone
Emal: MALMEShotimail com Zell Fhone

Professor: Course for subject area in genetics
+  Course ]
«  Course 2

Research:

apeciahist in research area focusing on nearobiology

Expert in anirnal roodels of disease states

Extensrve kniowledge in research area with =20 peer-reviewed publications

Professional Experience

2010- Present Harvard SchoolofMedicine, Bostorn, vl
Instructor and Course Director for Graduate Classes

2004 2009 Harvard Schoolof Medicine, Boston, ML
Postdoctoral Research Associate at the Department of
HewnBiolozy

199092003 University of Pennsyhrania, Philadelplis P&
Rezearch Fellowr

19051995 University of Pennsylrania, Philadelplos P&
BEesearch bssistant

Education

2003 Fh.D'. m MewroBiglogy, Unrversity of Pennsyhania

1995 B iy Iiolecnlar Biology, UCSD, CA

Awards

2006-2007  Exploratory research grant B2 HXHEE from NIH
2004-2006  Postdoctoral Research Fellowship Boarard



FIBET. LAST. Fh ),
ADLEESS, CITY, STATE, ZIF

Phome , ERIATL: Hare dihuoibirail cogn

SUMMARY OF QUALTFICATIONS
= Erperietwed scievtict mrith fooie onremobiology i signalivg pattmeee orobred inoderelopmert
= Skilled in gathering, amabreing and cpttecizrg data and derelopigtestingg of newr beppotheses
= Ehrcellent writihg, merbal commmication ad preserdation shills
= BEperistced i scheduling, tadzeting and leadivngprojects for rovproft organimtions
= Demorestrated abilicy ioroitig saccessdial grvds, teaching materials and erznmemert proposals

FROTESSIONAT EXFERTENCE
Harvard School of hedicme, Boston, Lo 2010- Precerd
Bstoactor

= Directing Becearch Seminar fooising i Derelopmerdal Hamwobiology

= Deweloping the cordent (lechmes and case shadies )for the conrs emrork

= Twght taro conrees each cemester, 25 graduate shaderds per conmrse

Harvard School of hedicme, Boston, Lo 2004 —2009
Postdactoral Becearch Accociate, Departmetd of Herobiology

Pribliched the first Teport o the frorobremerd of roorelrecephor to heamal derelopmerd and gromth
Thirameled the moleoilar mecharicm watilizing 2 recearch areas

Reported onuhomrel receptor for ite fimuctional mplicatiote for conditional gere Tactiratioz
Demorertrated the forobremert of thic receptor i a specific diceace ctate

Precerted research at the areoial HEF cordereice

Experienced m other recearch areas sich ac 350 200 and B

Universily of Farmsyhvarnia, Fhiladelphia, Pa 19982003
Besearch Fellomr

Forestigated mechaticme of dracelbilar cignaling patbmmers of growth fuctors .

Cotvdacted clonirg wd biochemical characterimtion of proteine Forobred el derelopmert
Performed assays uwhading 200 300 and 20

Ectabliched a mimmalisw'ieect cell-baced transiert and stable cell pyesfor protein ssprescioe,
prrification and protein Tderaction shadies

SCIENTIFIC ACCOMFLISHWENTS
= Demorstrated the role of norel Teceptor el dere lopmesd
= Thoereled the mechanicm b adich the receptor is cordrolled
= Dereloped ar animal model to erabiate sfficacy

FRESENTATIONS
= HEF corderetice, ““Howel Beceptor and 3,5 Inportawce™ 2003
= Eeyctone Becearch Cordererce oral pressrdatioz 2006
EDUCATION
Universily «f Permyivaria, Filaddyphia FA 2003

FhD. i HemoBiology



A Few Points to Consider...

= Resumes tell a story

= Make it easy to read

= Pay attention to formatting

= Put your name in the resume file name

= Two pages are okay, if you have enough experience
= Academic CVs are different from industry resumes

= Align each resume version with the job application

Making Connections that Fuel Innovation! 13
Confidential; Not for Distribution. February 28, 2012




QUALIFICATIONS

* Excellent customer service skills; multi task, fast learnerwith strong secretarial and
administrative support skills, working effectively as part of a team;

* Fluentin Portuguese, English and good conversational Spanish;

* Excellent skills in Microsoft Office (Outlook, PowerPoint, Excel, Word), Internet, Intranet,
Lotus Motes.

EXPERIENCE

Temporary Research Assistant December2011 — January 2012
X COMPANY

* Translation of Documents from Portuguese to English and from Spanish to English;

* Market Research: Phone calls to Companies in Brazil, Venezuela, Mexico and Argentine
compiling information for a final Report.

Research Assistant April 2010 - April 2011
X COMPANY]- Boston — MA

* Organized documents for Preschool and After-S5chool Program;

* Created documents and formulas onthe Spreadsheet;

Too much empty space
The summary of qualifications is good though
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Technological _ _
Competence Computer savvy — SAP (ERP/CRM), M3 Office (Word, Excel, PowerPoint, Outlook)
Communications Administrator (contract) 2011
COMPAMNY .
Providing Social Media services for clients to ensure cost-effective marketing online
» Profile set up (Linkedin, Facebook, Twitter, etc)
« Routine maintenance
» Reputation management
» Content creation and distribution
Relxted Work Executive Assistant to CEO / Office Manager 2005-2010
Experience COMPANY

Executive support for CEO [/ President as well as interaction with the WY C office

Contributed to company's revenue increase by making sure CEQ is being as efficient & productive
as possible, including:

» Calendar management — maintain schedules for CEOQ
Database management
Correspondence
Travel coordination (domestic/international)
Schedule, coordinate & setup offsite conferences
Tracking business expenses and preparing expense reports
Producing presentation materials — collaterals, handouts, etc.
Supply inventory maintenance
Organizing conference rooms
Confidential personal projects

Formatting is off — see bullet points. Attention to detail is lacking
Too much empty space
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OBJECTIVE

A full-time position that will utilize my communication skills, com puter knowledee and management
abilities ina company with opportunities for advancement.

WORK EXPERIENCE

COMPANY College Point, NY
Data Entry/Order Processing {April 2009 - fuiy 2011)
# Generated gquotations and sales orders upon request of sales team.
+#  Entered customer information into company database via JobBoss.
* Managed general Microsoft Outlook account for all internal staff.

COMPANY Brooklyn, NY
File Clerk (Internship) (February 2009 - March 2009)

* Maintained strict organization of extensive paper filing system.
+  Transferred confidential information with internal staff via phone.

COMPANY | Flushing, MY
Accounts Poyabie/Receivabie {fuly 2007 to May 2009)
#  Prepared and created payment invoices on Microsoft Excel.
# Created spreadsheets, charts, and custom documents using MS Word and Excel.
*  Organized and gathered shipment and inventory information to distribute to the proper

department.
L& Enterprise Corporation Brooklyn, NY
Administrative Assistant/Accounts Payabie (Mazy 2006 - fune 2007)

# Created and organized invoices on Microsoft Excel for trucking personnel.
#  Reproduce and disseminated custom documents (e.g. letterheads, spreadsheets)
+ Managed and ordered office supplies for the entire office.

Objective can be restrictive - | like summary of qualifications better
Too much empty space

—

Making Connections that Fuel Innovation!




7/08 - 11/08 Sales Associate, COMPANY, Syracuse, NY
* Assisted customers with fit and style as a fashion consultant
® Maintained store organization and cleanliness

* Assisted sales team with shrink loss prevention by providing excellent
customer service

a/0e - 5/08 Security Desk Attendant, COMPANY, Framingham, MA
* Greeted and kept record log of guests entering/exiting building at all times

Page 1

Page 2

* Was available as a quide to the residents with questions about
policies/campus life they may have

* Kept confidentiality of records and residents' privacy to maintain a safe
environment

If you are going to have 2 pages, have 2 full pages.
Do not have 1 page and % of a page.

Too much empty space

-
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RELEVANT EXPERIENCE:

COMPANY, Proofreader/Office Asst., September 2011- March 2012

- edited thank you correspondences and promotional materials for the leadership team and
made sure they were clear of grammatical or system errors

- aided in moving donations and employee information from their old Rainbow database to an
internet based one (Microsoft CRM)

- processed pledges and donations in the forms of checks, cash and credit card payments as
well as made thank you calls to volunteers and benefactors

COMPANY, Evening/Weekend Manager, January 2011- September 2011

- very independent work environment; with only one person on staff at any given time, it
demands a lot of initiative and quick thinking

- pack and ship up to 100 online book orders a day using UFS Worldship

-maintain the in-store and multiple online inventory databases using Visual Anthology and Elllz
- opening and closing the store, as well as handling day to day activities and various customer
ISsues

COMPANY, Administrative Assistant, May 2010- August 2010

- answered a Iot@ (Ctrl) = calls from parents and other departments, counted and organized
keys, helped In wiyarenn] the housing for several summer programs which included quite a bit
le data entry and updating filing systems

This is hard to read. Use bullets — make it easier for
the reader to see your background

Pay attention to formatting
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Resume — A Picture of You

Will your resume resonate with someone who
doesn’t already know you personally?

Making Connections that Fuel Innovation!
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Sample Resume Format

FirsiMame Last Name

Date - Date

of cotmpany

+  Ligt wout responsibilities.

COMPANY, CITY, STATE Date - Date
One gentence description of company
TITLE

+  Ligt wout responsibilities.

COMPANY, CITY, STATE Date - Date
One gentence description of company
TITLE

« Ligt wout responsibilities.

EDUCATION

CITY SL@E/
DEGREE

List atvy hotwors of awards under the degree

OTHER SKILLS \
Making Conne T“]""“l’l‘“g““g“y

Graduation Date (Month and Vear)




Resume Components for Industry

=  Summary of Qualifications
= Relevant (Work) Experience
= Education

= QOther Skills

= Publications and Presentations as an addendum

.Making Connections that Fuel Innovation!
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Summary of Qualifications

This is a short summary of your skills so
the reader can see quickly what your
strengths are and their relevance to
the job being applied for.




Summary of Qualifications

= What top 3 things do you want people to know

about your qualifications...
Scientific skills
Business skills/interest
Leadership ability, analytical skills, teamwork

= .. and your fit with the company and position

Yo

2
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Summary of Qualification — Example 1

Multidisciplinary scientist with a background in biology,
chemistry, and bioinformatics focused on innovative
research within cell signaling pathways.

.Making Connections that Fuel Innovation! 24
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Summary of Qualification — Example 2

Background in Biophysics which includes training in
Biology, Biochemistry, Chemistry, Physics and
Mathematics. Authored four peer-reviewed articles
and a book chapter. Familiar with many spectroscopic
techniques including NMR, Infra-Red, and HPLC.

Making Connections that Fuel Innovation! o5
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Summary of Qualification — Example 3

Experienced post doctoral fellow with >5 years of
molecular biology research focusing in the area of
oncology and neurobiology. Strong analytical and
presentation skills and interest in commercializing

technologies.

Making Connections that Fuel Innovation! 26
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Resume Components for Industry

= Relevant (Work) Experience

.Making Connections that Fuel Innovation!
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Listing Organization Information

EXPERIENCE

COMPANY, CITY, STATE Date - Date
One sentence description of company
TITLE

+ List ywour responsibilities.

" Provide a one sentence description of the company,
lab, or organization you work(ed) for

= Why? - To provide the reader context into :
The work research/environment you are familiar with
The type of organization that you are familiar with

The industry specific experience you have
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Lab Description Examples

= X, Lab, focuses on novel neurobiology research
in the area of X therapeutic area

= X Lab is focuses on cutting edge bioinformatics
modeling for drug efficacy predictions

= X Lab focuses on evaluating small molecule
oncology therapeutics

Making Connections that Fuel Innovation! 29
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Listing Job Title

EXPERIENCE

COMPANY, CITY, STATE Date - Date
One sentence description of company
TITLE

+ List ywour responsibilities.

= List your job title under the one sentence description

= When listing job title, include department, if relevant.
Research Associate, Cell Biology Department
Research Fellow, Department of Radiology
Scientist Il, Department of Drug Metabolism

Making Connections that Fuel Innovation! 30
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Listing Experience

EXPERIENCE

COMPANY, CITY, STATE Date - Date
One sentence description of company
TITLE

+ List ywour responsibilities.

What was your role?
What scientific research did you do?

Were you responsible for managing any...

People, Budgets, Activities, Relationships
Did you present at public meetings or conferences
on behalf of the lab or company?

Making Connections that Fuel Innovation!
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Listing Scientific Experience

List what you were responsible for scientifically:

Responsible for ELISA assay development for XXX
Responsible for research in a novel therapeutic area

Responsible for setting up the lab and coordinating
research of [ab mates

Responsible for elucidating a novel pathway
Worked with cell culture and cloned genes
Utilized the specific lab techniques of XXX

- - Making Connections that Fuel Innovation! 32
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Resume Components for Industry

=  Summary of Qualifications
= Relevant (Work) Experience
= Education

= Other Skills

= Publications and Presentations as an addendum

.Making Connections that Fuel Innovation!
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Listing Education

EDUCATION

wCHOOL CITY, BTATE Graduation Date (MWMonth and Vear)
DEGREE
List any honors or awards under the degree

= List school with city and state
= List graduation year

= List any honors that you have received

cum laude, beta gamma sigma, etc.
= Thesis title
= |ist most recent education first

Making Connections that Fuel Innovation!
Confidential; Not for Distribution.February 28, 2012




Resume Components for Industry

=  Summary of Qualifications
= Relevant (Work) Experience
= Education

=  Other Skills

= Publications and Presentations as an addendum

.Making Connections that Fuel Innovation!
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Listing Other Skills

Institutions like to see skills that you bring in
addition to your scientific skills

.Making Connections that Fuel Innovation!
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Other Skills to Highlight

= Computer skills

i.e. PowerPoint, MS Project, Excel, WebEx, Photoshop,
Fireworks, FreeHand, Dreamweaver, InDesign, Microsoft
SharePoint, etc?

= Are you multilingual?

This can be a benefit to many companies, especially global ones

= Specific technical skills

lab techniques, engineering skills, computer programming, etc.

j G u‘r .‘Iu;_:‘_' wy
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Networking and Leadership Skills

= Have you taken leadership roles within UMass?

= Are you involved in a local or national chapter of
a networking group?
AWIS, AAPS, ACS, WEST, HBA, etc.?
Do you have a leadership role in one of these above
organizations?

= Community Service

Making Connections that Fuel Innovation!
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Do Lot List Personal Information

" Marital status

" Children

= Age

" Photo’s not typica

= Be careful with hobbies and interests

.Making Connections that Fuel Innovation!
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Cover Letters




Purpose of a Cover Letter

= To show relevancy of your background and the

role
= Describe your interest in the role
= Compliment your resume

= Explain your background

.Making Connections that Fuel Innovation!
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What is the purpose of this cover letter?

Hi Ms. Celano,

My name is . I think that | would be a great fit for this position because of my laboratory
experience and excellent communication skills.

From 2009 to present | have been working at the Antimicrobial Discover Center at Northeastern investigating
the growth factors of unculturable bacteria from the human gut microbiome. At the ADC | have gained the
experience | need to research, design, and execute my own experiments. | am very thankful for my start there
because | have learned how to be comfortable in a research setting, and to effectively balance teamwork and
independence.

| feel that my Co-Op, completed this past July- December at the MIT BioMicro Center, is especially pertinent to
this position. The BMC is a core facility that integrates high throughput genome sequencing with cutting edge
robotics and genomic techniques. | focused mainly on analyzing and interpreting quality control data of DNA
and RNA samples from an Agilent Bioanlalyzer and a Caliper GX system. | also aided in lllumina Hi-seq and GAll
prep by performing QPCR on samples using a Roche Lightcycler 480I1l. One success of my Co-Op was to
integrate automation into sample prep for the Caliper GX system using a Tecan Freedom EVO. This was
especially important in delivering faster and more reliable results to the customers. Through my experience at
MIT | was able to incorporate advanced technologies into my lab practices and fine tune the quality and
efficiency of my work.

Attached is my resume. | would love to have a chance to speak with you and learn more about this position.

Best,
NAME
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This is the job description and details

Job Description: We are looking for individuals to join our team to perform work in the following
areas: General Molecular Biology, Cloning, transfection, and In Vitro RNA transcription.
Individuals who apply should have exceptional time management skills and pay strong attention
to detail. They should have the ability to resolve problems independently with standard
protocols. Previous experience with nucleic acids and, specifically, RNA is preferred.

Primary responsibilities include:
= The preparation and quality control of buffers and reaction reagents

= Cloning and subcloning using standard bacterial expression systems, including experience
with PCR

= Enzymatic synthesis of RNA using established protocols
= Experience with Transfection
= Elisa and western blotting experience

= General laboratory assistance including some laboratory glass washing, lab equipment
troubleshooting and the ordering and receiving of lab supplies

%l Making Connections that Fuel Innovation!




| want relevancy to the job responsibilities

Primary responsibilities include:

The preparation and quality control of buffers and reaction
reagents

Cloning and subcloning using standard bacterial expression
systems, including experience with PCR

Enzymatic synthesis of RNA using established protocols
Experience with Transfection
Elisa and western blotting experience

General laboratory assistance including some laboratory
glass washing, lab equipment troubleshooting and the
ordering and receiving of lab supplies
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Building an Online Presence

:

LinkedIn

Facebook Twitter Blogs

Making Connections that Fuel Innovation!
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Overseeing Your Online Presence

® Your online avatar meets the
hiring manager before you do

® Online material lives forever

" Privacy rights vs. due diligence

Sus=— U Making Connections that Fuel Innovation!
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Using Linkedin m

= >30% of jobs are filled using LinkedIn

= |f you are serious about your career, you will
be on LinkedIn

= Add details about your research/background
= Build out your profile
= Join LinkedIn groups to keep informed

= Strive for quality of people, not quantity of
names

Making Connections that Fuel Innovation!
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Propel Careers Overview

Propel Careers is a life science search and career
development firm focused on connecting
innovative, entrepreneurial companies with
like-minded professionals.

Propel fuels innovation in the life science sector
by advancing companies and individuals
through career placement and professional
development programs.
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Propel Careers Focus

Placement

- Full time
- Part time
- Internships

- Project based

! ! !

Mentorship Career
Guidance

- Coaching

Networking
Events

- Industry Topic Events

- Career pathways

- Personal and
Professional - Resume Review
Development

- Career Matchmaking
Events

- Career Development

Making Connections that Fuel Innovation!
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Contact Details

Lauren Celano
Founder and CEO

Propel Careers
222 Berkeley St, Suite 1960, Boston MA 02116

work: 617-896-5224, cell: 215-370-2285

email: Lauren@propelcareers.com

Blog: http://www.propelcareers.com/blog/ Twitter: http://twitter.com/Propel Careers
Facebook: Propel Careers Linked in: Propel Careers

Fueling Innovation. Fostering Leaders.

| www.propelcareers.com
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