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Case 1:

ABC Inc. is a firm that helps clients find professional engineers to perform
system testing services. ABC Inc. takes an order from a client for a testing job,
and passes the order to a professional engineer who does the job.

You are a professional engineer with the expertise in testing electrical devices
and systems. ABC contacted you for such a job. You took the job. You
performed the work, prepared the report, and submitted the report with an
invoice to ABC. You charged ABC half of what you would normally charge a
client for the same services if you get the job directly from the client.

You later learned that 1) ABC modified the report without consulting you,
and 2) ABC invoiced the client at twice the amount charged by you to ABC.

Questions

1. Is ABC wrong in altering the report?

2. Is ABC wrong in charging the client twice the amount they paid you?
3. What should you do after what has happened?



Case 2

You are a professional civil engineer employed in an engineering consulting
firm. The city wants to convert a former dump site into a wetland for recla-
mation. The city also intends to build a children park, a picnic area, and a
bike/jogging trail near the reclaimed area. The city opened for proposals for
the research and analysis of the idea. The city made it known in the bid an-
nouncement that there could be hazardous and toxic waste in the dump.

You were put in charge by your firm and submitted a proposal. Your proposal
won the contract. You were told that you must sign a confidentiality agreement
at the outset. The confidentiality agreement precludes you from disclosing any
information concerning the project without the city’s written permission. You
accept the contract including signing the confidentiality agreement.

The preliminary tests which you conducted show that there is a very high
level of hazardous and toxic contaminants in the soil. Though you are not
entirely certain, you think it is possible that the contaminants could over time,
become exposed at the surface and wash into a river that flows near the site.

Upon receiving the initial data from you, the city terminates the contract.
You were told about the City’s reasons for not continuing, which included the
political fallout of revealing the findings and the cost of having to clean up the
property.

You told the City administrators of the contract that the city has a respon-
sibility to the public to proceed to remediation. The city refused and reminded
you of the confidentiality agreement and the legal consequences of going public
with the confidential information.

Questions

1. Were you wrong in signing the confidential agreement?

2. Is the City in the wrong in their actions after receiving the initial data
from you? '

3. What should you do after your contract was terminated?
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THE SECTIONS OF A RESUME

Ve
AESUME HEADINGS

he top of your resume should highlight your name, email and phone number. Unlike the remainder of your

resume, no heading is required for your contact information. All sections that follow should have headings that

accurately describe their content. This guide will review the basic headings that you may include in your initial

resume. You must evaluate the most important items from your background and determine the most

appropriate order for the sections of your resume. Your career consultant can assist you in this process.

CONTACT INFORMATION

You should begin your resume with this information at the top. Be sure that the phone number you list will be
answered by YOU and has a professional outgoing voicemail message. You should also list one email
address (same rule applies, use one that you check often) and your customized LinkedIn URL in this section. It
is optional to include a personal website or online portfolio.

For example:

Firstname M. Lastname
xxx1234@andrew.cmu.edu ¢ (412) 555-5555 ¢ www.linkedin.com/firstlast

You SHOULD NOT include:

o Personal information: birth date, marital status, height, weight, personal identity information (social
security number, passport info), etc.

e Any pictures.

e References: It is not necessary to indicate references are available upon request. You should have
contact information for your references, on a separate document, as some companies may require
them. You should request permission from references (to serve as a reference) prior to sharing their
information.

EDUCATION

Education should appear as the first section of a graduate resume. Start with your most recent educational
experience: Carnegie Mellon University. Bold university names and spell them out completely. List your
Degree (Complete and Proper Degree Name as it appears on your records) and Graduation Date.

Must include:

Name of Institution and location Month & Year of graduation OR anticipated graduation date
Major and Minors/Field of study Degree awarded or to be awarded

Optional to Include:

GPA Foreign Study and Exchange Programs

Selected Coursework Name and brief descricption of thesis topic (if applicable)

elow is an example of the education section:

EDUCATION
Carnegie Mellon University Pittsburgh, PA
Master of Science in Electrical and Computer Engineering May 2021
GPA: 3.71/4.00
Indian Institute of Technology Mumbai, India
Bachelor of Science in Electrical and Computer Engineering June 2019

¢ GPA: 9.0/10.0

e GPA: If you include your GPA, make sure you include the scale (ex. 3.3/4.0 or 8.7/10.0). See your
Career Consultant to discuss if you have questions.



COURSEWORK

F—\ny relevant coursework that you include is recommended to be listed under a separate heading or
subheading (within Education), as “Relevant Coursework” or “Selected Coursework.” Do NOT simply list every
sourse you've taken. Only highlight those courses that are most relevant to the positions/field that you plan to
hoursue. If listing both undergraduate and graduate courses, labels should be included.

For Example:

GRADUATE COURSEWORK

Energy (Conversion and Utilization) Energy (Policy and Economics)
Combustion and Air Pollution Energy System Modeling
Advanced Thermodynamics Industrial Ecology

It is sometimes of greater value to, instead, include the skills you learned in the courses in a more
robust “Skills” section and/or projects from the courses in your “Academic Projects” section.

The location of the “coursework” section varies depending upon the contents of your other sections. Contact
your career consultant for advice on the order of your resume content.

EXPERIENCE

As you gain
experience you may have more narrowly focused sections such as “Academic Research Experience,”
“Professional Experience,” etc. “Experience” as a standalone title implies employment. If the information you
have included in an “Experience” section is not in fact employment, then you should rename that section to

rore accurately reflect the nature of the entry and/or move the entry to a more appropriately titled section.
=
A header for each employment experience entry should include:
Job/Position Title
Organization name
Location (city and state or equivalent) — if remote, include the city, state for the location to which you
reported remote or virtual (ex: City, State- Virtual)
Dates (month and year format, or term and year for academic year related experiences)

Bold the most important piece of information which is typically your job title or the company.

For Example:
EXPERIENCE
Best Engineering Company Palo Alto, CA
Hardware Engineering Intern June-August 2020

e Led a four-week project evaluating the design of a product in development identifying a cost reduction of 10%

o Developed factory test requirements and participated in factory site visits to oversee successful testing

e Presented project proposal and findings to senior leadership, resulting in favorable feedback and
recommendation for inclusion in the new product’s design

After the header, describe your experience and results using action-oriented statements. Start each statement
with an action verb. You should use consistent punctuation for your bullets (remember, these bullet points do
1ot require periods, semi-colons, etc.).

Try to write one key idea per bullet point, with no more than two lines per bullet point when possible. Use
bullets to seperate / organize information (see above). Review the Action Verbs List (page 6) for assistance
in selecting a variety of strong verbs for your resume.




PROJECTS

We also suggest that you select a number of academic and/or research projects to highlight on your resume.
This serves to further provide examples of your experience and to illustrate practical applications of your
Killset.

\§

For Example:

ACADEMIC PROJECTS

Robot Design and Build Fall 2020

Carnegie Mellon University Pittsburgh, PA

¢ Designed and constructed circuits using a protoboard to power a beeper, LED, clock, memory chip, and two
motors

¢ Combined circuits to create a mini programmable robot and successfully programmed the robot to complete a
test course with zero failures or errors

WRITING STRONG BULLET POINTS - FOCUS ON RESULTS

Resumes are assessed to determine if candidates have the appropriate proven results and experience for the
given organization/position. List your key achievements and add details which show your demonstrated
results.

Begin sentences with action verbs (past tense unless it's a current activity/project) and be specific when
detailing your results and the value you added to each experience.

Use this formula to get started:
Action Verb + Context (tell the what and the how) + Result (Metrics, Outcome, and/or Impact)
Review the following samples:
e Developed Ul feature enhancements with C++ to extract user inputs, transfer data to simulation engine,
and visualize results in 2D and 3D plots
e Created MEP 3D model using Revit and collaborated with cross-functional team to integrate models in
Solibri; performed clash detection to overcome discrepancies in design and model
e Formulated traditional machine learning and neural network models using pytorch library to predict
multi-pedestrian behavior and evaluate AV-pedestrian interaction scenarios
e Developed a proprietary algorithm that automated the post-operation assessment of drilling data and
identified costs of $100,000+ per well pad were mitigatable through identified best practices
¢ Researched and analyzed the data of various fuel cells to determine the optimal experimental
parameters and to understand the diameter-dependent lithium storage performance
o Led agile sprints, feature prioritization, and roadmap development to ensure timely delivery of new
fintech software product

When constructing the detail of this section, as a graduate student, your resume should encompass the most
relevant experience from your undergraduate work to present day. The more current/recent and relevant (to
your job/internship search) an experience is, the more detail you should provide.

SKILLS
[_ist any relevant skills specific to your field including technical, lab, and knowledge-based skills you can apply J
(

to your field. Sub-categorize your skills whenever possible. List/label skills and foreign language proficiencies
if your proficiency levels vary). Do not include soft skills such as “teamwork” or “leadership” in this section.

For example:

SKILLS

Application Software: Advanced - MATLAB, SolidWorks

Programming Languages: Advanced-C/C++; Intermediate - Java, Python
Languages: English (Fluent), French (Conversational), Hindi (Native Speaker)




ACTIVITIES, HONORS, PUBLICATIONS, CONFERENCES & PATENTS

Activities
“t ist memberships in campus and professional organizations or other activities that show involvement in your )
\mademic community or profession. Especially include those in which you had a leadership position.

J

Honors

Honors, Scholarships, Fellowships, and Awards should be listed, if received. Depending on the type of honor,
these honors may be embedded within other sections or experiences OR if robust/varied enough, included as
a standalone section. Select only those awards or honors that represent your strengths and are timely (i.e. you

~

will not include high school honors). i)
Publications
[ Publications can be listed in a separate section if multiple, or under the relevant research/work experience. ]

Conference Presentations
Conference presentations can be listed in a separate section if multiple, or under the relevant research/work
experience section to which they apply.

~

J

For example:
LEADERSHIP
Department Representative, Graduate Student Association- CMU Fall 2019-Spring 2020
Chapter President, Society of Women Engineers- CMU Fall 2018-Spring 2019
OBJECTIVE/SUMMARY

(h

If you decide to include an objective or summary, describe the career path that you are pursuing, and your
skills/experiences that will enable you to add value to an organization. If your objective/summary isn’t adding
clarity and advancing your purpose and resume, remove it.

e use of an objective/summary is optional.

WHY INCLUDE A CAREER OBJECTIVE OR SUMMARY ON YOUR RESUME? If you have a diverse or
varied background, it may help to focus your resume and provide clarity to an employer on your career goals,
your related skills and the value you can add to the prospective organization.

Consider the following when writing an objective/summary:
¢ Focus on what skills, experiences and abilities that you possess that would bring value to the
employer and position to which you intend to apply.
Avoid broad/generalized statements such as, “To pursue the computer engineering field.”
e Avoid listing several fields or positions.
e |tis acceptable to have two resumes with two different objectives or summaries and to tailor
resumes to different job searches.



accomplished
achieved
Adapted
addressed
administered
administrated
Advised
Aided
allocated
Altered
analyzed
Applied
appraised
approved
approximated
arbitrated
arranged
ascertained
assembled
assessed
assigned
Assisted
Attained
Attended
Audited
augmented
authored
automated

balanced
Boosted
Briefed
broadened
budgeted
Built

calculated
Captured
catalogued
centralized
Chaired
Charted
Clarified
classified
Coached
collaborated

collected
communicated
compared
compiled
completed
composed
compromised
computed
conceptualized
concluded
conducted
confronted
consolidated
constructed
consulted
contacted
contributed
converted
convinced
cooperated
coordinated
counseled
created
critiqued
customized

debugged
deciphered
decreased
delegated
delivered
demonstrated
designed
determined
developed
devised
diagnosed
directed
disassembled
discovered
dissuaded
distributed
documented
drafted
educated
elaborated

Strong Verbs List

elevated
eliminated
empathized
empowered
enabled
encouraged
enforced
engineered
enhanced
enlisted
ensured
established
estimated
evaluated
examined
exceeded
excelled
executed
expanded
expedited
explained
extended
extracted

fabricated
facilitated
finalized
forecasted
formalized
formed
formulated
fostered
founded
fulfilled

gained
gathered
generated

grew
guided

helped

identified
illustrated
implemented

increased
inferred
influenced
informed
initiated
innovated
inspected
inspired
installed
instilled
instituted
instructed
integrated
interpreted
interviewed
introduced
invented
investigated

justified
launched
Lectured

Led
Listened

maintained
managed
Marketed
Mastered
Measured
Mediated
Mentored
Minimized
Modeled
Moderated
Modernized
monitored
motivated

negotiated

operated
orchestrated

organized
overhauled
oversaw

performed
persuaded
pioneered
pioneered
planned
prepared
presented
prioritized
processed
procured
produced
programmed
projected
promoted
provided
publicized
published
purchased

rated
recommended
reconciled
recorded
recruited
reduced
referred
refined
reflected
reformed
remedied
remodeled
reorganized
repaired
reported
represented
researched
resolved
responded
restored
retrieved
revamped
reviewed
revolutionized

salvaged
saved
schedule

screened
searched
secured
selected
served
shaped

sold

solicited
solved
spearheaded
specified
spoke
sponsored
started
stimulated
strengthened
suggested
summarized
supervised
supplemented
supported
surveyed
synthesized
systematized

taught
tested
traced
trained
transformed
translated
troubleshot
tutored

uncovered
updated
upgraded
utilized

validated
verified

wrote
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The Engineering Interview: 15 Tips for
Engineer Candidates ‘indeed

Updated February 3, 2023 - Author Indeed Editorial Team - Article from Indeed.

When applying to engineering jobs, you need to show employers you're the right fit for
their company. Your job interview may vary based on where you're applying and for
what engineering role, whether that be electrical, computer, civil, mechanical or
another kind of engineering. Regardless, though, what's important for engineering
interviews is you have the ability to showcase your skills and relevant experiences.

In this article, we'll discuss what engineering candidates should do before, during and
after their engineering job interview. |

Preparing for engineering interviews

Like any other interview, it's important to prepare for engineering interviews because
employers may take notice of your confidence and level of preparation. An engineer is
someone who always needs to be on top of their tasks, which is why many employers are
looking for a candidate who is both skilled and intelligent.

Since engineers often work on a team, your interview is also an opportunity to show that
you can effectively communicate with others. By preparing for your engineering
interview, you can be a more personable candidate. Anticipating what kind of questions
an employer may ask you can help you come up with better responses.

https://careerlaunch.unlv.edu/resources/the-engineering-interview-15-tips-for-engineer-candidates/ 3/12/2024, 09:02
Page 10of 6



Tips for the engineering interview

While your app]ication\materials may prove you are the perfect fit for the job, your
interview is the final step in securing your job offer. You need to prove that you are going
to be a good person to work with. Follow these tips to show you are the top candidate for
an engineering position:

Before the interview

Here are some tips for what to do before your engineering interview:

1. Reflect on your skills
I i N P e = — _—

' Q;imeers need to be intelligent, techmcaliy savvy, curious, attentive to detall and clear‘

municators. Before your Interview, think about what specific skills you want to
highlight during your interview. Read through the job description to learn what kind of
candidate the employer is looking for. You should tailor your responses to this particular
position.

2. Research the company

Learn what kind of engineering work this company does. Get to know all about the
products and services it offers. Get to know who its clients are and past projects the
team has done. If you want even more talking points, you should see who its top
competltors are.

common tﬁterwew questroyee if the
on your(ar;swers Findjng'Someone wjo is in a sj

if any of your engine nngeerswou 'b/wnlln to give yotradvice or insights.

4. Prepare for common engineering interview questions

Employers looking to hire an engineer tend to ask similar questions. When looking up
interview questions, search for your specific type of engineering. The questions will likely
vary based on your field. Here are some general engineering questions to prepare for:

https://careerlaunch.unlv.edu/resources/the-engineering-interview-15-tips-for-engineer-candidates/ 3/12/2024, 09:02
Page 2 of 6



o What is the most challenging engineering project you have worked on?

o Tell me about a time you had to present a project to a client. O m

e How would you describe your working style? € wa '
e How would you adapt to a limited budget when working on a project? Vi

e What is your thought process when troubleshooting a problem? J) 8: { (

Related: 8 Common Interview Questions for Engineering Jobs

5. Dress for success

While the dress code can vary by engineering companies, you should always look your
very best during an engineering job interview. You should wear formal business attire,
even if you suspect you'll look more dressed up than your interviewer.

Dressing nicely and grooming yourself shows that you know how to act in professional
settings. Having a clean appearance shows employers that you're taking this opportunity
seriously. It also indicates that you have the ability to dress up for important meetings or
clients if you were to get the job.

6. Bring your resume

An employer may want you to guide them through your resume. Bringing a copy for
yourself and the employer makes this process much easier for you. It also shows your
interviewer that you are prepared. When describing your resume to them, elaborate on
your experiences that are directly related to the role you're applying to.

Related: 12 Essential Engineering Skills for Your Resume

During the interview

Here are some tips for what to do during your engineering interview:

1. Show your social skills

While engineers need to be smart, they also need to be sociable. This is especially true if
you're working with a team or have a client-facing position. Prove you can make positive
connections with others with your demeanor and nonverbal communication. Walk into
the interview looking confident and eager to meet your interviewer.

https:/fcareerlaunch.unlv.edu/rescurces/the-engineering-interview-15-tips-for-engineer-candidates/ 3/12/2024, 09:02
Page 3 of 6
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Throughout the meeting, remain attentive. While you should answer all of your
interviewer's questions, you should also show you're a good listener by giving them a
chance to speak.

Related: 12 Essential Engineering Skills for Your Resume

2. Bring up previous projects

When an employer asks you about previous accomplishments, try to highlight your
project work. Explain what role you had when working with a team. Talk about some
challenges you needed to overcome along the way and point out your major successes.
Employers want to hear about the actual work you have done that is relevant to their job
opening.

3. Leave your electronics behind

Either leave your phone in the car or completely turn it off and put it away during your
interview. Along with it being a common courtesy, many engineering firms ban the use of
personal devices due to security concerns.

4. Be thoughtful about your response

If an employer asks you a challenging question, take a moment to gather your main
ideas. Rather than rushing into your answer, show employers that you are a
conscientious and thoughtful person. Engineers need to be considerate of what they do
and say, which is why having clear and concise answers is so important.

Related: How To Get Experience in Engineering (With Tips)

5. Show your thought process

Employers might ask you a brain teaser to see if you're a quick thinker. When answering
such questions, feel free to talk through your thinking process. This can show employers
how you come to your conclusions.

6. Ask the right questions

Show your employer you care about the role by asking thoughtful questions at the end
of the interview. Here are a few quality questions engineering candidates can ask:

https:/fcareerlaunch.unlv.edufresources/the-engineering-interview-15-tips-for-engineer-candidates/ 3/12/2024, 09:02
: Page 4 of 6



e On what kind of projects will | be working?
e What is the work environment here?

e Who would | be working with? 4’/
e Which clients would | be working for? O M W i
e /s this a client-facing position?

° What programs does your team use?

Related: 40 Engineering Interview Questions (Plus Sample Answers)

After the interview

Here are some tips for what to do after your engineering interview:

1. Send a thank-you note

You can either send this letter by hand or via email. In your note, highlight some parts of
the interview. Reiterate why you are a qualified engineer and what value you can add to
their team. Thank the employer for their time and for meeting with you.

2. Reflect on how it went

If you are actively searching for engineering jobs, think of each interview as your chance
to further develop your interviewing skills. Think about what went well and what you
could improve upon. Taking a moment to review how your engineering interview went
can help you do even better on your next one.

Related: What To Do After an Interview: 9 Tips to Help You Succeed

3. Research salaries

When you are waiting to hear back from the employer, start to look into how much you
might make in this engineering role. You can use Indeed'’s salary search to find out. This
way, you are prepared to negotiate your salary if you happen to get a job offer.
Remember, the pay range for engineers can vary quite a bit by discipline, so make sure
you type in your particular job title.

View Resource »

https://careerlaunch.unlv.edufresources/the-engineering-interview-15-tips-for-engineer-candidates/ 3/12j2024, 09:02
Page 5 of 6



oSN wiea} inoA seop sweiso.d jeym
cuoinsod supej-jusip e siyj sy

¢40) SUIIOM 3Q | pjnom SIuaifd Y1y
SYImM SUDBLIOM 8q | pjnom oym

2948y JUSLIUOIIAUD YJ0M 33 SI 12UM
J8uniom aq | [jim sidafoud jo purny jeym up



