International Resumes Are Different

International resumes are different from domestic resumes because international
employers place much more emphasis on assessing your personality. Employers
want to know that you will be effective in an international work environment. You
should, therefore, build a resume that reveals your personality and matches the
employer's ideal profile. Ensure that the resume emphasizes cross-culfural skills.
Review the “Other Details’ section below which characterizes the uniqueness of an

international resume.
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7 Show Your Personality
' Sell Your Cross-cultural Skills

OPTIONS FOR ORGANIZING YOUR INTERNATIONAL RESUME

Objective: Lets employers know
what youwant! This helps
classifyyou in their database

Personal Traits &
Professional Skills:
Tell employers who you are
andwhat you are good at.
Then back it up inyour job
descriptions!

Personal Data: nternational
employers need more of this data
and in greater detail to assess all
aspects of vour international
employment.

Skills Summary: Avery powerful
tool to describe yourself This
requires top writing skills and
self-analysis. Make sureyou
highlight a few international
skills.

@emaf ional Experience:
Group all this experience
together! nclude Education,
Work, Volunteer, Language,
and Travel. This is a powerful
tactic for thase just starting an
international career and
wanting to increase the impact
af their various international

@p&rfences.
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Sample Resume
with Fundamentals

Education: University students: list this firsi since
it is your top selling point. Show your personality

by including "Areas of Interest” after the degree.

Mame
Objective

.. Personal Traits
Professional Skills
Education

Professional Work Experience
Other Work Experience
Volunteer Experience & Awards
Personal Data

" Languages

Travel

Mobility

Marital Status

Spouse's Employment

Two Contact Addresses
Other items

"'““"“::‘—\‘R_f
Oth

sr Work Experience: Kesp thessjob
descriptions short, and consider only

listing something important that vou
\i‘eamed orsuccesdedat.

Voluntesr: Consider sunpnarizing yvour
achievements ina short introductory paragraph
or group your volunieer experience to support

\fjdersfand vou betier.

/p ‘rofessional Work Experience:
Group together jobs that support

vourcareer objective, and write
these up in greater detail. This
analysis helps employers

Sample Resume
with Skills Summary

Professional Work Section.

vourcarserobjective. Don 't forget dates and
titles. Move subsiantial voluntesr positions to the

Name
Objective __..:5:’———”:
Personal Traits
Skill Summary
Administrative Skills
Writing and Research Skills
Cross-cultural Skills
Sectors
Education
Professional Work Experience <
Other Work Experience

Volunteer Experience
Personal Data

__I—.P_m'so nal Traits: Optional in this resume style!

Professional Work Experience:
Audit each task to make sure
vou have an equivaleniskill in
the Skills Summary, then
reverse the audit, ensuring that
gach item in the Skills Surrmary

is backed up within the job
wscripfiam.

Sample Resume
that Groups International
Experience Together

Mame

Objective

Personal Traits & Skills
=International Experience

Non-International Experience

Personal Statement

Personal Data

T

Page 1 of 5

Non-International Experience: Possible examples.
“Business Organizational Experience " or
“Enginsering & Prajsct Managemesnt Experisnce”
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Show Your Personality

ORGANIZE YOUR RESUME TO MATCH THE EMPLOYER'S IDEAL PROFILE: International employers are focused on understanding
your personality. There are numerous ways to let a potential employer get to know your professional personality, from the Skills
Summary, to stating your achievements in a job description. Grouping your experience to match the employer's ideal profile is also very
powerful. If you do the analytical work for the employer, nothing is left to chance and employers will see you the way you want them to.

Career Objective: A career objective is a fundamental statement about your personality. It states what
you want to do and what you like to do, and therefore what you will most likely excel at. Everything that Wmusffora;;resumsj
follows is written to support the objective. A Career Objective helps international employers match you to

their ideal profile: the type of job, areas of expertise. level of entry, region (local or international posting),
permanent or contract work, your main skills, and your personality.

Personal & Professional Traits: IT you are new to the job market, you may not have enough material or
experience to write a full one-page Skills Summary. This breakdown is helpful to let international
employers know who you are and why you are good at your work. Make sure each trait is backed up with
concrete examples in your job descriptions.

Skills Summary: This grouping is the most powerful tool you have. It gives you full control to tell
employers who you are. It is used mostly by those who already have some professional job experience. It
takes lots of self-analysis. Work hard on choosing good subtitles. Write as efficiently as possiblel

Education: If you are just graduating and have little professional work experience, your education is your

top selling point and it should, therefore, be listed before your work experience. For each university Grouping Professional I
degree always list Areas of Interest. This is a sure-fire way of telling employers who you are. Imagine the Jobs together makss your
W

Powerful Tools fo get
emplayers thinking

about vou the way you
wani themio!

Areas af Interesi:
simple and efffective.

difference between three commerce students, one lists marketing areas, another lists management areas, hole resume cleaner and

and the other lists finance - it's the same degree, but these students are clearly different personality types. maore focused on
supporting vour objective.

Professional Work Experience: Group professional work experiences together and describe them in
greater detail than other jobs. Employers appreciate this analysis; it helps them understand you better.
You get to highlight jobs that support your objective. Write at least one third of a page on each of these
important jobs. Add some zip with an adjective subtitle directly under “Professional Work Experience”, for
example: for a research position, write “Detail-oriented, methodical, responsible”.

Tips on How to Write a Job Description: Attach a major skill to a few points in your job descriptions,
“Due to _., this position required flexibility and versatility.” For important jobs, consider grouping the job
description into functional areas. Example: Marketing, Administration, and Writing. For each job, always
list at least one item that states why you were successful or what you were known for. This tells the

employer about who you are and what makes you tick. And, of course, write efficiently. Make every word o

Functional breakdown
ofajob description
helps employerswith
their analysis, and lets
vou guide this analysis.

count. These tactics delefe

Other Work Experience: Don't waste valuable space describing your responsibilities for these non- ;‘f:rfjxfg;;’:f;;}’;f
career-related jobs, rather, highlight one key learning experience for each. This tells employers who you thosejobs unrelatedto
are. It puts focus on your personality rather than the work (which in any case, may not directly support Voureareer.

your objective). .
Personal 5tatement of Your Field of Work: This is a bold tactic designed to show your personality type. —
Itis especially useful if you are short on professional international experience, but have volunteer or travel

experience. This paragraph outlines your personal beliefs about how to operate in your field of work while Only for the brava!
abroad. It is generally inserted just before Personal Data, toward the end of the resume.

Other Sections: Show your personality in other sections of your resume. Examples: For “awards based

on merit,” state why the award was given; for “volunteer experience,” state what you accomplished; for
“travel,” give some detail such as “enjoyed challenges of cross-cultural interaction while visiting ..."

Order Within Sections: There are many lists within your resume (examples: details in the Job —
Description, listing Educational Experience, sub-titles in your Skills Summary or the detail within). Always

sort these lists by order of importance in how they support your career objectives, with the most
supportive item at the top. Thus in the details of your job description, do not make the mistake of first
listing the last task assigned or even the largest task, list rather the task that best supports your objective.
Group International Experience Together: For those of you just starting an international career, a sure- >
fire way to demonstrate that you have a high international 1Q is to assemble all your international
experience under one heading. Example: under the subtitle International Expertise and Understanding list
international education (a degree or a block of courses), international work, internships, volunteer work,
other cross-cultural and international experiences in your home country or abroad, language abilities, and

Stay organized
and focused on
supporting vour
objective.

Writing nust be

international travel. By grouping your international experience under one section, you are increasing its =~/ Sﬁ'ineﬂf: )
impact and minimizing the chances that some of your international experience will be missed. Include info anly if
it SUpporis your

Length of Resume: An international resume can be longer since it includes more information about your
personality, as well as more analysis and sub-headings to help employers understand who you are._ It is
therefore OK to have a three- to four-page resume. But don't forget - every word must count (no
gobbledygook! Efficient, clear writing onlyl), and everything must be formatted to allow for speed-reading
(subtitle your Skills Summary, use functional job titles, long jobs should be broken down into categories).

careerobjective.
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Integrate Cross-cultural Skills

Employers are looking for people who have had cross-cultural experiences. These are especially important if you are just starting
out in your international career, since they demonstrate that you can survive and be successful abroad. Tell employers where and
how you acquired your international experience in your home country and abroad. Let the employer know that you are aware of
what international skills are required and that you enjoy the international experience. Include this information in at least three or four
different sections of your resume. Don't overdo it; choose only those places in which they will have the greatest impact.

Your Objective: Make sure that there is an international component in your resume. Example: “International Program
Administrator”

Personal Traits and Skills Summary: This should definitely have a cross-cultural or international component. “Enjoys cross-
cultural work environments. Adept with and attracted fo multi-culfural environments, both socially and professionally.” (See below
for more examples.)

Job descriptions: You need to point out some cross-cultural aspects about your past jobs that demonstrate your understanding of
international work and living (see below for examples). Even domestic jobs and volunteer positions provide opportunities to point
out cross-cultural experience. For example, you may have worked a summer job with new immigrants in a fast food restaurant or
warehouse. This can be translated to: “Gained valuable experience working in a multi-cuffural environment with new immigrants”

Education & Volunteer Experience: Perhaps a school research team that you were a part of was multi-cultural: “Successfully
completed projects within a multi-ethnic student feam.” If your high school education had a cross-cultural component, note it:
“Aftended school in multi-cuffural urban area.” Note that you studied French immersion or completed high school in another country.
If you studied abroad, note that you: “Lived with a local family and successfully adapted to cultural changes.” Also, show your
interest in multicufturalism through volunteer work.

Language: Increase the cross-cultural component when stating your language abilities with a phrase such as “Enjoys cultural
Interaction when learning a new language.” or “Ability to learn languages quickly while traveling.”
Cross-cultural Travel: Add a few descriptive words on the cross-cultural aspect of your travels and experiences abroad. “Enjoyed

the intense cross-culfural experience, became adept at building refationships and remaining street wise under difficult political and
socio-economic conditions”.

EXAMPLES OF CROSS-CULTURAL SKILLS
Build three of four examples of these skills into the Skills Summary, Job Descriptions, and Volunteer sections of your resume.

Cross-cultural Relations Organizational Effectiveness

and Communications in a Cross-cultural Environment

= Pgsitive attitude to change and new environments = Has diplomatic skills and sensitivity to different management styles
= Recognizes and respects diversity and individual differences = Has an understanding of work within the culture ofthe group,
= Enjoys working with diverse populations including multi-cultural work groups

= Comfortable working with people from different cultures Sensitive to the dynamics of a cross-cultural work place

= Ability to relate well to people of varying backgrounds Able to pursue goals when difficulties arise

Outgoing individual, very personable, able to develop close
relationships quickly
= Adeptin new environments and at understanding the

Good listening, clarifying, questioning, and responding skills
Remains focused on obtaining results when facing delays
Tolerant, curious, and appreciative of different work patterns,

mativations of others while remaining committed to deadlines
= Seeks the opinions of others when making decisions = Thinks critically and acts logically to evaluate situations, solve
= Ability to relate to and interact with people of different problems, and make decisions

personalities and backgrounds
= Ability to learn quickly and notice details that others
might normally miss
Sensitive to economic considerations and human needs
Adbility to cope with constant change
Broad background and knowledge of world affairs and cultures
Physical stamina, excellent and robust health
Ability to adjust to and fit into different situations
Maintains composure under close public scrutiny and criticism

Ability to respond quickly to changing circumstances

Maintains composure in stressful situations orwhen under pressure
Sensitive and aware of how actions may affect others

Open to different viewpoints, techniques, and methods of operations
Ability to work in a sensitive manner with people from other cultures

Likes a challenge; enjoys tasks that require a special or extra effort

Poised, does not lose composure or sense of purpose easily.

Examples of Cross-cultural Skills for an International Internship

Gained valuable knowledge and experience performing tasks in a multi-cultural work environment

Enjoyed communicating and managing processes in an environment very different than my home country work place
Enjoyed the subtleties and mannerisms of the British work style

Was adept at making contacts with a wide range of players, from laborers to managers, in and outside my organization
Was known for my abilities to integrate into the local population and make friends quickly

Often acted as a bridge between field staff and senior managers

As the only North American on a Norwegian business team, it was important to be sensitive to their way of working
Keen observer of the various management styles emanating from this pan-European milieu

Working in New York gave me a clearer understanding of the regional differences found inthe US
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International Resumes Are Different
Other Details

+ Name: What is your gender - MR or ms? International employers want to know how to address you in correspondence
{Examples: In China they do not know that “Louise” is female. In North America an employer will not necessarily know that
‘Shyam’” is male ) At the top of your resume, indicate your gender with “(Mg)" or “(ms)" immediately after your name. By
writing this salutation in small caps and including the parentheses, you indicate that the salutation is provided for
information purposes only.

+ Objective: Because of the project-funding nature of international business, international employers rely heavily on
creating databases of candidates. Y our objective will help employers classify your application in the database.

+ Volunteer Experience and Awards: Describe important volunteer positions elsewhere as jobs (but be sure to identify
them as volunteer). This section includes a list of your volunteer activities.

+ Languages: Describe in detail your speaking, writing, and comprehension abilities. Say what you can do, not what you
can't.

+ Travel: Consider listing countries and or regions under Cross-cultural Travel. Include a very short description about what
you learned or why you traveled.

+ Hobbies: Only list these if they support your objective, or if they indicate balance and character.

+ Mobility: State that you are willing and able to travel or relocate on short notice.

+ Marital Status and Dependents: If you are single and mobile, place this on your resume. Being single is an advantage
for international postings, especially for entry-level positions. If you have no dependents, say so- “Single, no dependents”

+ Spouse’s Employment: International employers are interested to know if your spouse will be employable. List this,
especially if your spouse has a mobile career such as writing, teaching, nursing, and consulting.

+ Current and Permanent Address: Always include two addresses, since international employers often contact
candidates a year or more after resumes are submitted, and you will most likely be on the move from school or during job
searching. Your parents' address may be a good choice for the permanent address.

+* Permanent e-mail Address: As a student, you should make sure that you have a permanent e-mail address which won't
change for two or more years after you apply for international jobs.

PAGES ONE and TWO of a SAMPLE RESUME

(M5) Robin Millar FROFESSIONAL ASSIGNMENTS

Firzt Secretary & Head of CTDA Operation=, Tmmzania Canadisn High Commizzion, Canadisn

Intemational Devalopment Agsncy (CIDA), Diar op Sdlasm, Taneandia {1004 - presant)

# Mlsnaser Nanarad T4 development programs in Tanzania

Project Planner: Fesponsibls for reviewing the project implementstion and manssement

activities relatad to bilatersl institutional go-pparatiog, snd parmership program activities in

Tanzania.

Aress of Fesponeibility: hanasad complex bilaters] program coneisting of four sub-programs

and 20 projects; sactors indudad health. social policy, genderand devalopment, and
PROFESSIONAL SKILLS imstitutions] development.

Policy: * Repors/Studiss: Reportad to beadguarter on social, aconomic and political factors influsncing

OBJECTIVE: Senior proeram officer or consultant for an imtemationsl oresnization

bazad in Genava

EEY QUALITIES:  Team leador exporienced in and sffective at intreducing new policies,
adept at long-term institutional planming snd program design, visionary,
compatant admindstrator, paronabls good commundicator, prasmatist,
fluent in thees languazss.

» Policy and stratagic planning at the global, regionsl and country Level.

» Astutein distilling key componsants of policy and steering tesms of exparts towards solutions.
» Avwars of ethical and culturs] izswes as thay devalop over time and impact on policy.

= Densitive to public attitedss and how they affact govemment policy.

» 3ix yesrs of community development programming.

« Ablato balance muzmeatch_ applisd fisld resasrch and capacity-building.

Program Management:
# Thirt=en years exparisnce in intsmationsl devsl it projact

it {Tanzanis Sudan

Camadal

» Familisrwith davaloping and monitering all phases of projacts from neads apalysiz, program
dazigne, implemantation plans, mondteding and evalustions.

& IMNumsrons oversas: fisld missions in dirsct collsbosstion with locsl populations and
commumities.

Adminiztration:

® Worked in the fisld and at headquertars, and in all facets of project administration.

» (ganized intemstions] mestings, official visits, fisld mizsions, and devalopment studies.
MJomitosad the implementation of numsrons prosrame and related poojects.

# Compstent oreamizer, sffactiva writsr, exparisnced trainer and supsrvizor of ztaff adapt in
finsncisl and office systems: mamazsmant.

SECTORS OF EXPERIENCE

program delivery: sealitiss of hyperinflation and intredwction of corrency reforms and
price‘wagza fresses; outbeesk of HIV/ATDS and socic-aconomic dizparitias.

» CoordinatorPlanmer: Assumed overs]] responeibility for multi-dizcipinary tasms to plan Thisd
Phazaof CIIA S bilaters] prosram in Tanzania

= Masptistor: Developed snd nagotiated, on behalfof CIDA, femewodd for a new bilateral
tachnicsl co-operstion program valued at 310 million, with Taneeanian suthoritiss in Wy 1906,

# Prosrsm EvslustorMloniter: Monitorsd CIDA-sponzored nongovemmental and institutionsl oo-
oparation activities and analyzed new project propozals.

Sudan Eilateral Development Officer, F.agional Program Africs Branch, (CIDA) Headguarters,

OttawaHell, Canada (1989 - 1904)

# Stratagic Planmer: Participatad in drafting the Fagions]l Program Feview, afive-vasr policy
framework for (T4 activitiss in Sodan.

» DProssm Beviow: Evaluated community devalopment and adwcationsl programs. Davalopad
project implementation framevodk of 3 vocationsl treining project. Seoured co-oparstion and
zupport of anior manamement in Department of Employment sand Immigration Canada

# Mamptistor: Az Tasm eader, developed hemorandum of Undentanding for $10 million goods
and sarvices line of cradit for Sudan.

» Projoct Manamar: hisnasad day-to-day activities of thres bilateral projects: Functionsl Litsracy,
Primary Health Cara and Humsn Fesowrce Development.

» Advizor Anslyzed, within headquartsrs and in fiald, esmergency balance-of payment ophm
sn.dmsmunenmapauﬁcm Sudan’s devalopment nesds and praparad draft papers for ssnior
manarsment which outlined social, economic and political considerstions of policy options.
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