
1



herc jobs.org
2

Forward

Congratulat ions!

By downloading this ebook, you're on your way to a fulfilling career in higher educat ion. 

Maybe you're looking for a mentor and opportunit ies to advance your career. Perhaps you're 
searching for a work environment that offers great benefits, work-life balance, and a 
collaborat ive culture. Maybe you'd like to influence and inspire the next generat ion of leaders. 

Whatever your reason for transit ioning into higher educat ion, HERC is here to help!

Please visit  our website, hercjobs.org, for addit ional resources to advance your career.  
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The average person will have 12 jobs in his or her lifet im e? and, in 

m any cases, a t least a  few of those posit ions const itute true 

career changes. In fac t, 75 percent of Genera t ion Xers say they?ll 

likely return to school a t som e point in their careers? with their 

sights set on chang ing roles? and 80 percent of workers in their 

20s want to change careers.

But, while a  career change puts you in good com pany, posit ioning  

yourself and your prior experience can be cha lleng ing. The m ore 

com petit ive the m arket, the tougher it  m ay be to cut through the 

c lutter and ensure your resum e is not iced? espec ia lly in a  stack of 

CVs or resum es tha t seem  to be 100 percent in- step  with the 

spec ific  role and responsib ilit ies.

The sim plest and m ost effec t ive solut ion is to unpack your soft  

skills and other transferab le skills? profic ienc ies tha t easily 

transla te from  industry to industry and are just as highly sought in 

your new potent ia l field . By telling  your professiona l story and 

organica lly weaving in these c rit ica l t ra its and experiences, you?ll 

c rea te instant relevance in a  hiring  m anager?s m ind and better 

posit ion yourself to get an interview? and possib ly the job .

Draft ing a Career-Change Resume

HOW TO APPLY FOR HIGHER EDUCATION JOBS
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Som e Great  Steps for  Get t ing  Sta rted

First , Research .   Every industry is d ifferent. Even if you?re shift ing  

niches within the sam e genera l a rea, be sure to do your hom ework 

regard ing  the required  skills, t ra ining , cert ifica t ions, and 

in- dem and experiences. A quick search on HERC Jobs or a  spec ific  

inst itut ion?s job  board  should  g ive you a  cursory sense. Jot down 

the key points and requirem ents? you?ll need to have those 

on- hand as you start  d ra ft ing  your resum e.

Second, Com pare and Cont rast .   Arm ed with your list  of industry 

m ust- haves, the next step  is to determ ine how your background 

com pares and contrasts. For exam ple, an ana lyst m ay be 

well- versed in d ist illing  com plex research find ings into sim ple, 

ac t ionab le trends, and tha t?s a lso an im portant skill for a  teacher 

or som eone in a  sa les or m arket ing  role to have.

As you work through your list  of required  skills and experiences, 

chances are tha t you?ll spot m ore than a  few tha t connec t your 

current career pa th to your new tra jec tory. Make note of 

each? these will be centra l to your updated resum e and, m ore 

spec ifica lly, used to fill in the SKILLS/STRENGTHS sec t ion of your 

resum e.

Third , Determ ine Your Ob ject ive.   A solid  career- change resum e 

starts w ith a  c lear- cut ob jec t ive: a  short  sta tem ent a t the top  of 

your resum e tha t definit ively sta tes why you?re app lying  for the job . 

HOW TO APPLY FOR HIGHER EDUCATION JOBS
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Som e exam ples inc lude:

- To transit ion into an execut ive- level posit ion in graduate 

adm issions tha t, spec ifica lly, leverages m y experience in 

d iversity init ia t ives and sta ff t ra ining .

- To bring  m y decade- p lus of experience working  with students, 

educators, and high- level donors and a lum ni/ae to a  

student- a ffa irs role.

- To shift  from  a  research- focused posit ion to a  

c lassroom - based teaching role, enab ling  m e to bring  m y 

experience, insights, and unique presenta t ion approach to 

graduate students.

Each of these sta tem ents weaves in why the cand idate is right for 

the posit ion, w ithout overt ly saying  it , and hints a t his or her skills 

and qua lifica t ions. Done right, a  strong ob jec t ive should  drive 

hiring  m anagers to lean in and read on? exac t ly what you want.

Fourth , Dra ft  Your Resum e.  Many peop le who are m aking career 

changes opt to use a  func t iona l resum e. While m ost resum es are 

chronolog ica l? list ing  your m ost current experiences first  and 

cont inuing  backward? a func t iona l resum e brings your skills and 

experiences to the forefront. By pulling  your best skills forward  as 

they rela te to the job  for which you?re app lying , you can better 

highlight why you m ake sense for the role.

For exam ple, a  func t iona l resum e m ight showcase your research 

HOW TO APPLY FOR HIGHER EDUCATION JOBS
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and presenta t ion skills from  a ll p revious roles as well as your 

tra ining , academ ic  work, and support ing  pursuits.

For a  func t iona l resum e, the form at would  be:

OBJECTIVE

SKILLS/STRENGTHS (Include relevant skills and experiences as 

they relate to the role.)

PROFESSIONAL EXPERIENCES (Break down critica l experiences 

and skills into a  few relevant buckets. Under each header, bullet 

out related experiences from  previous roles. See exam ples 

below.)

Educationa l Work Rela ted Experience

Projec t Managem ent Rela ted Experience

Manageria l Experience Rela ted Experience

Technology & Adm inistra t ive Support Rela ted Experience

WORK HISTORY (List the positions in which you acquired the 

bulleted experiences above. Because you?ve a lready expla ined 

your experiences above, there?s no need to elaborate here.)

Assoc ia te Professor, University of San Jose, San Jose, CA 

HOW TO APPLY FOR HIGHER EDUCATION JOBS
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(2011- 2017)

Assistant Professor, Colorado College of Eng ineering , Boulder, CO 

(2003- 2011)

Graduate Assistant, University of Grand Rap ids, Grand Rap ids, MI 

(2000- 2003)

EDUCATION & TRAINING (Conclude with your education and any 

relevant tra ining or certifications.)

Fina lly , Send With  Confidence. The fina l step  is to send your 

resum e? with confidence? to prospec t ive em ployers. Many hiring  

m anagers and hum an resource (HR) leaders are searching  for 

cand idates who are good cultura l fits for an organiza t ion or 

inst itut ion. Beyond tha t, they want engaged, ac t ive doers who are 

ready to d ive in and learn. Often, a  cand idate who?s m aking a  

career change can check those boxes.

Add it iona lly, cand idates from  other backgrounds and industries 

m ay be posit ive forces for change by bring ing  unique perspec t ives 

to the departm ents or d ivisions. It?s easy to becom e caught up  in 

the sta tus quo when you?re surrounded by like- m inded 

professiona ls. An outside hire can shake things up for the better, 

pushing everyone to consider new perspec t ives and think 

d ifferent ly? often, b ring ing  about exc it ing  innovat ions and new 

ways of looking  a t old  prob lem s. Be tha t person, and you?ll be 

in- dem and? no m atter what your desired  next step .

HOW TO APPLY FOR HIGHER EDUCATION JOBS
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If you are app lying  for a  job  w ith a  college or university, you m ight 

be hearing  a  lot  about the curriculum  vitae (CV). Most faculty 

posit ions a t these inst itut ions require a  CV. If you are app lying  for 

sta ff posit ions, you will likely be asked to subm it a  resum e. 

However, som e sta ff posit ions a lso require a  CV.

If a  sta ff posit ion is in your future, c reate a  full CV (a  com pend ium  

of a ll your experiences and accom plishm ents) to use as your 

?m aster resum e.? Then, when app lying  for spec ific  jobs, you will 

have everything  you need in one docum ent. Previous art ic les offer 

t ips for writ ing  your resum e, while other a rt ic les focus on the CV. 

The m ajor d ifferences, however, a re in academ ic  orienta t ion and 

page length.

Academ ic  Or ien ta t ion  and  Page Length

If you p lan to work in in a  faculty posit ion in higher educat ion, you 

will need a  CV. Curriculum  vitae is La t in for ?course of life,? and tha t 

is an apt descrip t ion of what is inc luded. A CV em phasizes 

educat iona l and academ ic  accom plishm ents and grows over the 

course of an academ ic?s life. There is no rea l page lim it , a lthough it  

is expec ted tha t a  junior faculty m em ber w ill have a  shorter CV 

than a  well- pub lished professor em eritus/a . In som e fields, it  is not 

Curriculum Vitae or Resume: 
What are the Dif ferences?
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uncom m on to see a  CV upwards of 20 pages long.

Very few other occupations use CVs, even within higher educat ion. 

For exam ple, m ost sta ff posit ions in higher educat ion and m any 

com m unity colleges use a  resum e, which is shorter than a  CV yet 

long enough to show a  com m unity college instruc tor?s teaching 

experience. A resum e will usua lly not conta in an exhaust ive list  of a  

person?s working  life. Resum e is French for "sum m ary", and it  is just 

tha t? a sum m ary of qua lifica t ions and skills geared toward  a  

spec ific  occupation. Even with years of experience, your resum e 

should  be no longer than two pages.

Which One Shou ld  I Subm it?

Of course, there are m any sim ila rit ies between a  CV and a  resum e. 

Both provide a  review of qua lifica t ions and both sum m arize 

educat ion. Both a lso should  be c reated with a ttent ion to deta il, as 

they serve as the ca lling  card  you will need to achieve the career 

of your dream s.

Most job  descrip t ions w ill spec ifica lly ask for either a  resum e or a  

CV. If you are app lying  for a  posit ion a t a  la rge research university 

and the post ing  does not spec ify which to send, it  is perfec t ly 

acceptab le to ask. If you are app lying  a t any other type of 

inst itut ion w ithin the U.S., it  is likely tha t you will be send ing a  

resum e, but aga in, ask if you are unsure.

HOW TO APPLY FOR HIGHER EDUCATION JOBSHOW TO APPLY FOR HIGHER EDUCATION JOBS
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I read a  survey recent ly tha t conc luded tha t em ployers can dec ide 

in under ten seconds whether to put a  resum e in the d ism iss or 

save p ile. Adm irab le! Clearly ten seconds isn?t suffic ient t im e to 

adequately assess whether a  cand idate can ac tua lly perform  the 

job  advert ised. However, em ployers are looking  for spec ific  t icket 

item s, and if your resum e does not address these item s, your 

resum e just m ay land in the d ism iss p ile. Here are five resum e t ips 

to help  you succeed.

1. Keep it  Short ; Keep it  Sw eet

In m ore than five years as a  career counselor, I have seen 

hundreds of resum es. Most college student resum es I?ve seen are 

m ult ip le pages. That is because students tend to trea t the resum e 

like it  is another college app lica t ion in which they m ust tell their 

ent ire life story. Far from  it , the resum e is sim ply an opportunity to 

m ake the case for your hiring  in a  succ inc t m anner tha t highlights 

relevant skills, not everything  you have ever done. An em ployer is 

sim ply not going  to spend the t im e read ing m ore than one page 

from  a  college student.

Can Your Resume Pass the 
10-Second Test?
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2. Relevancy  is Key

The trad it iona l resum e is writ ten in reverse chronolog ica l order. 

Trad it ion is good, but in the case of a  college resum e, it  is 

im portant tha t you m ake the job  of the recruiter easy by putt ing  

the m ost relevant experiences where recruiters can quickly find  

them : a t the top  of the resum e. After educat ion, inc lude 

them atized or func t iona l head ings tha t dem onstra te your key skills 

such as em ploym ent, leadership  and m entoring . Relevancy a lso 

inc ludes a  d iscussion of your experience tha t spec ifica lly 

highlights key accom plishm ents. That is, avoid  a  laundry list  of 

things you have done and rea lly hone in on your ab ility to m eet 

p rojec t dead lines and deliver results consistent ly.

3. Make it  Pret t y

Spend ing t im e on how your resum e looks w ill pay off in la rge 

d ividends in the end. Em ployers have a  m ix of sub jec t ive and 

ob jec t ive requirem ents. Therefore, in add it ion to the ob jec t ive 

relevant skills, the resum e needs to be p leasing  to the eye. 

Typ ica lly, this m eans one- inch m arg ins a ll a round, a  nice ba lance 

of white space, a  12- inch type (depend ing on font) and consistent 

bullets or m arkers throughout.

HOW TO APPLY FOR HIGHER EDUCATION JOBS
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4. Do You Speak Resum e?

Stick w ith short , bursts of ac t ion verbs tha t strong ly and succ inc t ly 

describe your key accom plishm ents. Avoid  using  pronouns and 

avoid  verbs tha t refer to you in the third  person. For exam ple, don?t 

say ?conduc ts research? or ?organizes bake sa les.? It  sounds weird  

to the reader?s ear and should  to yours as well!

5. Ob ject ive or  Sum m ary  Sta tem ents

If you're a  college student, you can rec la im  space on your resum e 

by om itt ing  this sta tem ent.  Unt il you have ga ined substant ive 

experience a fter g raduation, you can cont inue to om it this 

sta tem ent.

So, while ten seconds isn?t a  long t im e, it?s certa inly long enough for 

an em ployer to dec ide whether you have t icked off these five (5) 

things on your resum e. Pull out your resum e and g ive it  to a  friend. 

See how quickly he or she can spot what you are rea lly good a t!

HOW TO APPLY FOR HIGHER EDUCATION JOBS
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10 Second Resum e Test

HOW TO APPLY FOR HIGHER EDUCATION JOBS

Points 

1. Is your resum e m ore than two (2) pages? Yes = 1 No =0

2. Is your resum e in reverse chronolog ica l order? Yes =1 No =0

3. Are the m arg ins on your resum e less than 1"? Yes=1 No=0

4. Are you using  a  font size less than 12pt? Yes=1 No=0

5. Does your resum e use bulleted  lists? Yes=1 No=0

6. Does your resum e have any third  person 

pronouns?
Yes=1 No=0

Tota l Points

6 poin t s

Your resum e m ay  not  pass t he 10 second test . Have a  friend review it  for exac t ly 
10 seconds . They should  be ab le to tell what you excel a t in a  few words.

4- 5 poin t s

You m ay  need to redra ft .  If you are using  12pt font, consider reword ing  and 
ed it ing . Rem em ber to only inc lude relevant experience.

2 -  3 poin t s 

You 're on  t he r igh t  t rack. Go back through your resum e and see where you can 
sum m arize in fewer words, inc rease m arg ins, ut ilize white space and keep it  to 
one page.

0- 1 poin t  

10 second sta r !  It  looks like your resum e passes the 10 second test and follows 
our guidelines for app lying  for higher educat ion careers!
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JANE SMITH
(123) 456- 7890

OBJECTIVE

SKILLS/STRENGTHS (Include relevant skills and experiences as 
they relate to the role.)

PROFESSIONAL EXPERIENCES (Break down critica l experiences 
and skills into a  few relevant buckets. Under each header, 
bullet out related experiences from  previous roles. See 
exam ples below.)

Educationa l Work Rela ted Experience

Projec t Managem ent Rela ted Experience

Manageria l Experience Rela ted Experience

Technology & Adm inistra t ive Support Rela ted Experience

WORK HISTORY (List the positions in which you acquired the 
bulleted experiences above. Because you?ve a lready 
expla ined your experiences above, there?s no need to 
elaborate here.)

Assoc ia te Professor, University of San Jose, San Jose, CA 
(2011- 2017)
Assistant Professor, Colorado College of Eng ineering , Boulder, 
CO (2003- 2011)
Graduate Assistant, University of Grand Rap ids, Grand Rap ids, 
MI (2000- 2003)

EDUCATION & TRAINING (Conclude with your education and 
any relevant tra ining or certifications.)
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About  HERC

The Higher Educat ion Recruitm ent Consort ium  (HERC) is a  

non- profit  coa lit ion of over 700 colleges, universit ies, hosp ita ls, 

research labs, governm ent agenc ies, and rela ted  non-  and 

for- profit  organiza t ions, com m itted  to d iversifying  the p ipeline 

of faculty, sta ff, and execut ives in academ ia . HERC supports 

our m em ber inst itut ions in recruit ing  and reta ining  

outstand ing and d iverse em ployees.

ht tps:/ /herc jobs.org


