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Seven Steps to a Better Resume by Adam Turner
This guide is intended for students who want to work for a foreign company or obtain an internship position abroad. Professors and graduate student looking for academic or research positions should follow the CV format, which is different. See http://hanyangwriting.tripod.com/typesofdocuments/resume.html
A letter of self-introduction is not common for North American companies. It is more common for Korean companies who ask for English resumes.
1. LOOK PROFESSIONAL
Email style
Pay attention to formal email style if you are sending an email as a cover letter. Do not write casual emails to send resumes. For more details see http://hanyangwriting.tripod.com/email/
Don’t use cute email ID names for your job email.
cutiegirl@hanmail.net or starcraftking@ihanyang.ac.kr  is not impressive.
Remove AVATARS from your signature file. Also don’t include personal websites unless they are related to the job or very well done. For an interesting discussion of this problem: http://www.foxnews.com/story/0,2933,120809,00.html
2. MAKE IT EASY FOR THEM TO HIRE YOU
One page is enough
Send a one page resume if you are an undergraduate student applying for your first job or internship position. The only purpose of a resume is to get you an interview—nothing else. Research has shown that employers make their initial decision about your resume in less than ten SECONDS. Jobs in Education or for academic positions have different standards. http://hanyangwriting.tripod.com/typesofdocuments/resume.html
Think international
Write the INTERNATIONAL telephone number: +82-2-2290-1612
Consider listing your parent’s telephone number if you only have a cell phone.

Use ENGLISH filenames if you are sending attachments by email.
Never send a Hangul (.hwp) file. Korean Hangul filenames look like corrupt files on English hardrives that don’t have Korean fonts loaded:  Label files clearly with your name_resume  or yourname_coverletter. Not “my resume.” Make it easy to find. What would you do if you got a file from an unknown email address with an attachment that looked like this in your junkmail folder?
This is what the resume file for your dream job could look like:   +Ç+Ä-¦-«-¦+¡+â+æ

Don’t use hanmail.net to send resumes abroad.  It is very unreliable. I often get error messages from it. Do you want to risk your job just because of your email account?
Spell Korean names in English consistently (Romanization). I live in Gangnam and I was a volunteer English guide at  Kyoungbok Palace is not consistent. Consider G/K P/B T/D J/CH in the English Spelling of Korean words.
Your name is important
Put your name larger and separate from your address so the employer can easily find your name if they want to look at your resume for the interview stage. It should be VERY easy to see.

NOT 

Ran-ji Oh
17 Haengdang-dong, Sungdong-gu

Seoul, Korea 133-791

BUT

Ran-ji Oh

17 Haengdang-dong, Sungdong-gu
Seoul, Korea 133-791
3. UNDERSTAND CULTURAL DIFFERENCES
Names are Important
Put your name in the English word order: Nam-il Kim; Not “Kim, Nam-il” or “Ha Ha Na.”

Imagine that someone not familiar with Korean names is reading your resume. How confusing do you think a name like Ha Ha Na would look? I suggest following the format that the Korea Herald uses. It is the easiest to understand for those not familiar with Korean names: Nam-il Kim.
This format shows clearly which is the first name and which is the family name. Although most people are familiar with these common names, Kim and Lee can also be first names in English! Kim Park would be a possible name for an American man or women. Look on the Internet to see for yourself. If you have any problems understanding first name, given name, last name etc. Play this quiz:
http://hanyangwriting.tripod.com/quiz/firstlastname.htm
Not even writing the date is simple
Writing the date is different in Korean, American English, and in Europe! To eliminate any confusion always spell the month, and write the year in full: June 3, 2004
Put the date when you expect to graduate not the date you entered university. In western countries the date you enter is not important, only the date you graduate.
Standards are different
Don’t put your age, height, weight, picture, marital status , health information, high school information or religion on your resume. Many of these are actually illegal to put on a resume in North America. In western countries some of the personal information demanded on Korean resumes is illegal to ask for such as medical information and age. A well-known University in Korea recently advertised for an English professor under 40. This would be age discrimination in North America and illegal. Show that you are aware of different standards when applying for foreign jobs.
The European CV is Different from the American Resume. There are many differences in CV or resume style depending on the country you are applying to http://www.jobera.com/international_resume/country_cv.htm Generally speaking, the “resume” format is more commonly used in North America (except for Professional, research or Academic jobs) while the CV format is more common in Europe.
4. LEARN ABOUT FORMAT AND LAYOUT 
Think professional 
Some students view discussion of format, spelling etc. as not being important. However, the issue is not really about the format. The real question in the employer’s mind is this. If you are so careless about how your resume looks, then what kind of attitude will you have towards your work?

Here are some useful tips
Batang, the default font for English in Korea, is an ugly font for resumes and not common in the US. If you do careful formatting with a font someone doesn’t have loaded on your computer your formatting might not look the same.  Design with standard fonts unless you are applying for a graphic designer or artistic position. You only have a few seconds to make a good impression.

Writing the address in the cover letter
17 Haengdang-dong

Sungdong-gu

Seoul, 133-791

Rep. of Korea

June 3, 2004
Mr. John Winters
Program Coordinator 
ADD Corporation 
74 First Avenue 
New York, New York  10091
The cover letter address follows business letter style. It is different from the resume. Notice that your address is first, then the date and then the company or organization’s address. There is a space between the date and their address. I recommend formatting both on the left side of the page. Other formats are possible see:  http://mit.placementmanual.com/resume/resume-11.html
Your address is never centered on the page and your name is not first like a resume. There are no commas at the end of each line. Your name is not included, but the name of the person you want to contact is. You should include your contact information in the last paragraph of the cover letter not in the address although including your email is fine. It should also already be on your resume. Don’t put the country or the telephone number of the employer in the address line.
The Objective line and the “References available on request line” are not necessary. You can use them if you need to fill space on your resume.

Reverse Chronological order is correct. Put your most recent Education and job experiences first.
GPA Make sure you indicate that your GPA is out of  4.5. This is not a standard number. Most American GPA systems are out of 4.00 or 5.00. 
5. WATCH YOUR GRAMMAR
Be active
VERBS should be active for North American job resumes. 
http://purdue.placementmanual.com/resume/resume-02.html
For example, performed persuaded pioneered planned
Don’t use ING forms to describe skills in your resume.
“Improving relationships with Foreign Students” ->

· Improved a club for foreign students by recruiting 30 new members
Resumes should also use parallel structure. All –ed forms or similar types of grammatical words in lists of skills: http://owl.english.purdue.edu/handouts/grammar/g_parallel.html
CHALLENGE: Can you find the parallel form mistakes in this MIT Resume?
http://mit.placementmanual.com/resume/resume-05.html
6. BE EXACT
Get the name right
Don’t assume the person you address your letter to is a man. Don’t write “To whom it may concern” or “Dear Sir or Madam:” Find the correct name or use a title such as “Dear Personnel Director:”
It is OK to phone or email the secretary to find this information.
Tell them EXACTLY what position you are applying for in exactly which department. A human resources manager in a big company may be seeing thousands of resumes for hundreds of positions.
Tell them what you did exactly. “Presented many times and did many projects in my major.” -> what presentations? What projects?

Don’t say too much about how wonderful the company is. Mention specific products or policies you admire. “I have wanted to work for SUN Microsystems since I was five years old.” -> nobody believes this! Simply copying something from the company website is not enough. Tell them how that information relates to your interests or the skills you have.
7. AVOID COMMON ERRORS
Check your work
Check your spelling and grammar using the computer and proofread your final version on paper. You cannot trust spell check. Run spell check on this sentence and see how many mistakes the computer can find: “I want two sea there web sight to see if its’ a good won.”
Resumes with these mistakes would probably go in the garbage (based on real examples):

· LANGAGE SKILL- Fluent in English, and Chinnese

· Objective: summer position at Samsung electontics

· Cause (because) and gonna are not acceptable for job documents.

· Hanyang is one word. 
Include your signature
Don’t forget to sign a cover letter in pen for paper applications. Leave four lines of space for your signature, not one return key of space. Always write your name at the end of the cover letter. This is a common example I often receive. It does not have enough space for the signature and there is no typed name.
Sincerely,

Enclosure: Resume
Think through the process
If you are applying for an internship abroad, don’t tell them that you look forward to meeting them soon when you will not go to America for an interview! Make it clear that you will be having a telephone interview in your cover letter.
Don’t forget Canada, Australia, New Zealand, Europe or other countries when looking for internships and exchange programs. Don’t ignore foreign or Korean companies in other parts of the world who need Korean speakers. Korean students may miss opportunities if they are too focused on the US.
Punctuation
Here are a number of common errors:
A tilde ~  does not express a simple range. Use a hyphen.
 1998~1999  -> 1998-1999 
There is no space before a colon

Dear Mr. Turner_:  -> Dear Mr. Turner:

There is a space after a parenthesis on both sides for non-mathematical words:

Hanyang University(HYU) -> Hanyang University (HYU) 
Don’t abbreviate excessively or incorrectly. Does “Jul.” really save much space? -> July
It is not necessary to put periods at the end of the line for a bulleted list if it is not a complete sentence.
· Updated stock market data (no period)
Word choice problems
“Expect” means you demand not you hope! It is actually very demanding.
· Professor to student-> I expect your assignment on my desk at 5 pm (acceptable).
· Very demanding: -> “I expect to meet you soon” (rude for a cover letter).
Chief alone is not a written job title. It is always part of a longer title such as Chief Executive Officer. We don’t say he is the “chief” in a normal corporate organization: Chief of something such as chief of police etc.
Try to avoid the word “mind.” It is almost always wrong when used by Korean students. Use thinking, outlook, attitude, perspective, view etc.

Wrong-> “Globalized mind”, “service mind.”

Mobile phone is more British English. Cell phone is more American or Canadian English.
Don’t use the word “foreigners.” For example, “I had a chance to work with many foreigners” -> I had a chance to meet with many people from different countries. It usually has a negative meaning in English. Using it as an adjective such as “foreign company” or “foreign teacher” is acceptable.
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