How to Write a Resume for a Science Internship

A resume is a brief, but complete snapshot of you as a person.  It is your first introduction to a prospective mentor.  First impressions are important, so you need to take great care in developing your resume.  Mentors in the scientific fields do not expect you to have a great deal of experience “in the field”, however, they do look for activities listed on your resume that indicate your desire to learn and your willingness to work hard. 

Work in all fields at all levels can be boring and repetitive.  Your work as an intern may often be boring and repetitive, particularly if you are entering the workplace with few skills and little content background.  You need to demonstrate to prospective mentors that you are able to accept work for what it is, maintain a positive attitude, and look for opportunities to make more of the job.  Mentors like interns who ask questions and show an interest in the work.  Remember- this is your mentor’s life’s work.  Whether you agree or not, s/he finds it very exciting!  A productive internship can win you the respect of your mentor who can be a valuable resource in your future.

Your resume should reflect your skills and talents, and their descriptions should be phrased to demonstrate workplace applications. Once you have identified the following items, use the Word resume wizard to help you format the document.  You can access it through “File”, “New”, “General Templates”.  One of the tabs will include the resume wizard.  The resume should include the following:  

· Personal information:  Name, e-mail, birth date, grade, home phone, address. Many mentors use e-mail.  You must have an active e-mail account and check your e-mail daily.  Make sure your e-mail address includes a signature line with your name, address and phone number.  You must have an appropriate user name and e-mail address.  Silly names and odd spellings or symbols are aggravating to professionals who don’t have time to “surf” and “chat” electronically. You must also have an answering machine.  Please make sure your answering machine greets callers appropriately.  

· Advanced Level Science/Math/Computer Courses and Grades; indicate honors level, Advanced Placement.  Include GPA – weighted or unweighted, just indicate which. If you have not taken any advanced level courses yet, indicate courses you have taken and the grades received

· Science Projects, Summer Courses & Internships: Make sure you have included the following: The proper titles of all projects, awards, etc.  The dates the award was received.  The mentor’s name, title, location of work and brief description of the work.  Any class projects/ activities that influenced you and why.

· Jobs List any jobs you have held and describe the nature of the work.  Remember to emphasize indications of your willingness to work hard, to learn new things, to make the most of an opportunity and stick with it even if the work is boring.

· School, Volunteer and Community Activities (Science and others): include offices held, roles & duties you performed. Don’t forget summer activities and courses.

· Awards, Competitions, Honors: include the proper titles of the awards and the awarding institutions

Sometimes it is advisable to send a cover letter with the resume.  The cover letter is a brief introduction to you as a person.  You should tailor the cover letter for the particular position for which you are applying.  You might want to include the following in your cover letter.  

· Interesting Experiences and Future Goals: Include class experiences, personal experiences that demonstrate willingness to work hard, eagerness to learn, inquisitiveness, etc…

· Your Strongest Points & factors you would like highlighted.  

Most word processing programs include a resume wizard.  They often contain hidden editing functions that make them difficult to alter. But they can give you an idea of what your resume should look like. Here are a few more suggestions to make your resume readable and visually pleasing:  

· Make sure all type-face is legible and appropriate size.  This font is “Times New Roman”.  Although this is 11 point, 12 point is the minimum size for any written item on your resume.  
· Prepare your resume and cover letter in Word.  It is an industry standard and is easiest to send electronically. 

· Be concise, yet complete.  Explain abbreviations.  

· Don’t make “cute” resumes.  Be professional.

· Check out sample resumes on the Word resume wizard.

Any student requesting coordinator assistance finding a mentor will need to demonstrate proof that s/he has already used resources such as these before the coordinator will assist finding placement.  For assistance writing resumes and finding mentors: 

Montgomery Youth Works (http://www.MontgomeryYouthWorks.com) holds classes in resume writing, interviewing strategies and locating a mentor. 

The career center has access to an online program called “Bridges” that includes a resume writing section.

For on-line assistance see www.Damngood.com.   For $5.00 you can download a resume workbook specifically designed for high school students.

Remember- this resume is a snapshot of you- Make a good impression.  

Refer to first page for specific information to be included in the resume.

Keep it Short – One page


Your Name 


Your address 


Phone number


E mail  





Career Objective: a concise, meaningful statement about why you are interested in science and a science internship. See the information to be included in a cover letter on the previous page.  No more than 3 sentences.  This statement will tell a prospective mentor about you and your writing ability, so you must use simple, declarative phrasing.  





Education: Include your school name, year you will graduate, GPA and any relevant coursework: advanced science, math, and computer courses.





Experience: Include job title, employer, dates employed.  List full time employment, part time employment, volunteer activities, and relevant (science oriented) extracurricular activities where you performed a “job like” role.  Describe your roles in simple declarative phrases that use action verbs.  





Service Learning, Extracurricular Activities, Special Programs: If not included with experience.  Set up similarly to experience.  





Awards & Honors:  Make sure you highlight science, math, and computer awards.  Highlight actual titles of science projects with boldface, italics, underline.  You want a prospective mentor to see it.





Skills: Computer, languages





References: List one.  It doesn’t have to be a staff member, just someone who can attest to your desire to learn and willingness to work hard.








