Career Success 
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If you're not going to hire me, can |
at least get my resume back to use over?




1. Research the Company

2. Brainstorm Your Skills 
Start by completing the brainstorming worksheets provided

3.  Create Outcome Statements

4.  Put the Resume Together

5. Is it a “Work of Art”?

6. Check and recheck for typos

7. Create a Custom Cover Letter

8. Prepare for the Interview

First Step, Researching the Company 


A good resume is always custom fit to the job description. Collect this information before you begin crafting your document.  Employers report that they can detect a “generic” resume a mile away and tend to reject those right away. 
1.  What is the name of the company?
2.  What is the exact job description?

3. Research the company and write a description of the company.  What does it do?  What are its unique characteristics? 
4. What is the company mission statement and values?

5.  Based on what you found out about the company, what are 3 characteristics that you possess that they will be looking for?

Include these characteristics in your resume, your cover letter, and plan on highlighting them in your interview. 

Consider crafting questions that you might ask in the interview that are directly related to the company, its culture, its expectations, or its values?  These questions should “show off” that you know information about the company and should not be generic questions about hours, pay, etc. 
Brainstorm


It’s easy to overlook some of your skills. Go through this list of words and circle each one that describes an experience you have had on the job or in a club. At this point don’t leave anything out. It’s always best to have too much information and then go and narrow it down later. 
Make a list of all the jobs and skills related experiences that you have held.  
 Include summer jobs, internships, and even unpaid work experiences. 

Employers are looking for experience more than they are looking for jobs. 
	Job
	Date
	Title
	Major Duties (Use ACTION  words)

	Sample
Hastings

	1/2005-1/2006
	Sales clerk
	Utilized cash register
Handled customer complaints

Stocked merchandise
Inventoried stock



	
	
	
	


	
	
	
	

	
	
	
	

	
	
	
	


	Make a list of club affiliations and volunteer experiences



	Clubs
What did you do?
Skills you used

Offices you held
	Volunteer Experience

What did you do?

Skills you demonstrates

	Example

Student Council
Organized prom

Managed $500 budget

Coordinated activities with principal


	Example

Habitat for Humanity
Worked in a team

Organized fundraising


	Make a list of office machines /computer skills / certifications/ special equipment

	Example
Microsoft Office: Word, Excel, Power Point
Copy machine
Fork lift

CPR Certified




	Make a List of Awards 
Explain the award in 1 sentence


	Employee of the Month, May 2008, for excelling the monthly sales quota of 150,000
Teaching Excellence Award, June 2009, nominated by students for excellence in teaching




	Make a List of Relevant Activities 

That May Help in The Position 

	Golf

International Traveler

Fluent in Spanish




Every year employers are interviewed about what skills they are looking for in all employees regardless of specializations. Communication, teamwork, leadership, flexibility and motivation are characteristics that employers tell us they are looking for. It is important to try to highlight as many of these characteristics on your resume as possible. Go through the list and write down how you may have demonstrated each of these skills. 

	Communication

Example:  Handled customer service disputes



	Teamwork



	Leadership



	Initiative/Motivation

Recommended changes in the distribution of parts in warehouse C. Changes led to a 5% reduction in waste



	Flexibility


	Creativity/Ability to think outside the box
Designed a new layout for the website



Outcome Statements:

What it Takes to Make a Good Resume Great
Let’s face it, a lot of resumes sound like fluff. Anyone could make the stuff up.  Employers have major BS detectors and they aren’t just looking for good generic statements, they are looking for something that hints that you actually did something and did it well  and you can prove it. This is where outcome statements come in. 

Outcome statements say what the outcome was of your actions--the more specific the better. 

Examples
· Transformed a disorganized, inefficient warehouse into a smooth-running operation by totally redesigning the layout; this saved the company $250,000 in recovered stock 
· Headed a phone-a-thon for the Fayetteville Public Education Foundation, which raised over 2000 dollars.

Outcome statements can be hard to write but they are worth the effort.  They will set your resume apart.  You should have AT LEAST 3 of these on a so-so resume and 5 on a good one.  

	Outcome Statements

	Write 5-7 Outcome statements

Be very specific about what you did and the outcome. 

How much money?

 % increase? 
Benefits to the company?




Designing your Resume in Skills Format

· Heading: Name,  Address, email, phone (No cutesy emails) 
· Objective: Create an objective Statement: Begin the statement with “to” and mention both skills you have and things they are looking for. 
· Education:  College major, high school, GPA if 3.2 and up 
· If education is impressive or necessary for the job put it early on in your resume, if not, put it at the end
· Skills Statements: 3 - 5 skills you will be highlighting
· Should mention skills that are in the job description in some way or important skills that they are looking for

· Leadership Skills

· Communication Skills

· Management Skills

· Action Statements: 
· Under each of the skills statements, list 3-5 statements
· Start each statement with an action word
o Edited promotional materials for publication and distribution.

o Projected advertising budgets and maintained financial records.

o Conducted marketing research analysis for national rental car company.

· Outcome Statements: 3 -5 statements that say the action that you did and the outcome that resulted 

· Headed a phone-a-thon for the Fayetteville Public Education Foundation, which raised over 2000 dollars.

· Activities and Honors, Certifications, or Computer Skills (optional)

· Work History

· Chronological list of where you worked, job titles, and when you worked

· Put most recent jobs first

Sperry Willson

9344 S. Pleasant Avenue

Panama City Beach, FL 32407

 904-555-8559

 sperry@ucf.edu
________________________________________________________

Objective:
To use my marketing and leadership experience

as member of a team in a leading marketing firm

Education

Bachelor of Business Administration in Marketing

University of Central Florida, Orlando, FL. December 2002.

Minor: Spanish • GPA: 3.61

Professional Skills and Accomplishments

Marketing Experience:

o Wrote, organized, and distributed press packets and news releases.

o Edited promotional materials for publication and distribution.

o Projected advertising budgets and maintained financial records.

o Conducted marketing research analysis for national rental car company.

o Solicited advertisements from local businesses to support non-profit organizations.

Organizational Experience:   SKILL STATEMENT
o Selected and collaborated with professional convention planners and caterers for 

       events.  ACTION STATMENT
o Coordinated decorations, food/beverage, and entertainment for formal events with 

     500 guests.

o Organized fundraising dinners for charitable causes on a limited budget.

o Wrote, designed, and published newsletters, advertisements, and playbills for

                  2,000 recipients.

Leadership Experience: SKILL STATEMENT
o Served as Chairperson of special-events committee that planned annual 

     fundraisers, formal dinners/dances, and theatrical productions.

o Appointed to Board of Directors that coordinates activities for more than 2,000 

     students. ACTION STATMENT
o Represented 2,500 students on committee involving university policies and 

     procedures.

Activities and Honors

o Won Creative Sales Award for excellent sales presentation.

o Inducted into Beta Gamma Sigma, Business School Honor Society.

o Achieved Student Government Association Award for “Best Leader on Campus.”

o Served as Director of Fellowships and Leadership Council for campus ministry.

Work History

Public Relations Intern, May 2001 to Present.

 

Harvey, Peeples, Rinaldi Communications, Orlando, FL

Production Assistant, Editor, Box Office Coordinator, 1996-2002



St. Johns River Players, Maitland, FL, 

Assistant for Database Entry, July 2001-2

 Community Arts Council of Central Florida, Orlando, FL
Elizabeth Charlston

Pomfret FYE Hall # 688

31 So. Pond Dr.

Fayetteville, AR 72703

 479.263.3333

 student@gmail.com
Objective:

To use my leadership, creative qualities, and previous experience in event managing and assisting to help organize, coordinate, run, and work at social functions put on by a leading personal event coordinating company. 

Education:

· Pursuing a degree in Small Business Management/Entrepreneurship at the University of Arkansas

· Student in Sam Walton College of Business Honors Program

· Relevant Courses: Honors Communication, Honors Freshman Business Connections, Business Law, Computer Competency

· Fayetteville High School Graduate, GPA: 3.9

Professional Skills and Accomplishments:

Organizational Skills:  SKILLS STATEMENT
· Organized, raised funds, planned, instructed volunteers, designed t-shirts, and decorated Fayetteville High School’s 2004-2005 Prom

· Structured a food and school supply drive for CEO and Projects for Victims of 
 Family Violence organization for my 15th and 16th birthdays in which over 300 items were collected 
· Arranged and organized over 50 social gatherings and birthday parties for friends and classmates during the 2005-2006 school year ACTION STATEMENT
· Headed a phone-a-thon for the Fayetteville Public Education Foundation, which raised over 2000 dollars  OUTCOME STATEMENT
· Directed meetings and decisions of 26 Club; Fayetteville High School’s school dance coordinating club

Leadership/Interpersonal Skills:

· Promoted meetings, events, and service projects as publicist of National Honors Society 

· Met with Fayetteville Public School Board and coordinated student workers, hosts/hostesses, waiters/waitresses for the Annual Fayetteville Public Education Foundation Hall of Honor Induction Banquet

· Carried out teacher/student relationships, blood drives, homeless vigil organization, and other planning as a member of Student Council

· Lead on leadership teams for two high school on-campus ministries for peers

· Conducted a weekly study for 18+ 8th grade girls which includes teaching, mentoring, and encouraging girls as they go through Junior High

· Choreographed regional and state level award winning routines for local Jr. High dance 
teams

· Served as Junior Class and Senior Class Vice President

Elizabeth Charlston

Creative Skills:

· Designed every aspect and decorated for the 2004-2005 Prom

· Headed the Decoration committee that prepared for each school dance

· Designed, made, and sold custom purses

· Designed 3 years’ t-shirts for the high school’s team for the Juvenile Diabetes “Walk to Cure Diabetes” Fundraiser Walk

· Drew t-shirt designs for 10+ Jr. High and High School activities, functions, teams, and games

· Painted over 100 custom designed sorority buckets, coolers, canvases, and small furniture items for a local gift shop

· Worked with ‘Banner Committee’ for the Kappa Kappa Gamma sorority

Activities and Honors

· Spoke at Fayetteville High School’s 2006 Graduation Ceremony, after submitting a speech and trying out in front of a panel of teachers

· Chosen as keynote speaker and 1 of 3 speakers for a local church’s annual youth-
run service

· Elected Head of Decorations Committee for the dance coordinating club 

· Selected by peers as 1 of 5 seniors to be on Homecoming Court

· Picked to be a member of the Kappa Kappa Gamma sorority based on academic achievement, leadership qualities, community service, school involvement, and recommendations 

Work History
· Party Coordinator and Lifeguard, 2006-present. 

Arkansas Athletic Outreach, Fayetteville, AR

· Jr. High Internship, Summer 2006.

Fellowship Bible Church, Lowell, AR

· Lifeguard, Summer 2005.

Paradise Valley Golf Club, Fayetteville, AR

· Gift Wrap, Christmas 2004, 2005.

Town and Country Dress Shop, Fayetteville, AR

· Custom Gift Painter, Summer 2005.

Party House Gifts, Fayetteville, AR

· Student Instructor, 2003-2006.

Northwest Arkansas Junior Cotillion, Fayetteville, AR

· Babysitter, 2000-present.

Cover Letter 


Cover letters should be one full page. In rare circumstances they may be more but it is best to keep them to one page. 
A cover letter should always be addressed to a specific person not generic “to whom it may concern”
The specific position you are applying for should be mentioned

Generic cover letters end up in the file never to be seen again. 

Always use proper heading and salutation

First paragraph

Interesting first line that catches the reader’s attention

How you heard about the position

What position you are applying for
Second paragraph

Highlights your specific skills that are needed for the position

Refers to items on your resume

Connects items they are looking for to skills that you possess

Tells then what you can do for them

Third paragraph

Demonstrates interest in the company

Tells how you can be contacted

Ask for the interview

Closing


Always sign the cover letter


Mention resume enclosure

SAMPLE COVER LETTER –This is a student sample, not necessarily a perfect letter
Leslie Moore
Yocum Hall Box #2222
155 No. Main
Fayetteville, AR 72701
September 17, 2006
George Jones
Sam’s Club

72 West Hills
Bentonville, AR 72712

Dear Mr. Jones:

I am interested in joining the human resources staff at Sam’s Club. I came across the job advertisement online and was immediately interested. This job is just what I am looking for to gain experience for my academic studies in communication and marketing management at the University of Arkansas. Analyzing workflow and maintaining consistency in any establishment is critical to its success, and I have skills and experience that would make me an asset to your company.

To be a successful employee in this position one must be able to manage, analyze, and communicate. I possess all of these skills. I have been a critical part of many volunteer organizations, school/class projects and clubs, and as the co-captain of my high school forensics squad as well. Also, I have demonstrated critical thinking skills for many projects, experiments, and in the work place. Progress and the process of achieving that are always incorporated into the way that I think. Another skill that I have that is valuable to your company is my strong communication skills. Competitive acting for four years and being a restaurant hostess for over a year have opened up my communication boundaries to an endless capacity. Not only do I have skills making me vital for this position, but I am also open-minded, dedicated, and dependable. Supporting the workflow process and merchandising support for this company would be a priority to me that I have the ability to fulfill.  

My resume is enclosed. I am eager to meet with you in person if you have any further interest. Thank you for your time and consideration, you can reach me at (479) 111-1111 for an interview. I am available anytime. I look forward for an opportunity to meet with you and possibly be an active part of Sam’s Club.

Sincerely,

Leslie Moores

Enclosure

SAMPLE COVER LETTER –This is a student sample, not necessarily a perfect letter
Bob Jones

328 North Ozark St.

Fayetteville, Arkansas 77094

713-228-9769

myname@uark.edu
September 19, 2005


Mr. Hannibal George

Assistant Manager

Party City

19149 Red Robin Road

Philadelphia, PA 77097

Dear Mr. George,

I am responding to the advertisement online relating to the job opening for retail/wholesale management. After researching your company online, I am confident that this is the right job for me. As a responsible hardworking student, I am confident that I will make the most of this management opportunity and I feel that I have many skills that will benefit your company. 
I am currently a student at the University of Arkansas, majoring in Business Management and this opportunity would allow me to pursue my goal in the business field. My experience in the sales market included working for Tommy Hilfiger where I sold an exceptional amount of watches and demonstrated great communication skills. I also managed my own landscaping company which demonstrates my strong sense of responsibility. I pride myself in keeping my customers satisfied. Leadership is another important skill that I have which would be very important in retail and wholesale management.  I am a self motivated, responsible, team oriented individual with fantastic leadership and communication skills. Retail and wholesale management is an import task and I think I have the ability to serve.

Attached is my resume that may answer any questions you may have. Thank you for your consideration, I am available at anytime for interviews, you can reach me at 

713-228-9769. I look forward to hearing from you and am excited at the opportunity to be a part of Party City.

Sincerely,


Bob Jones

Enclosure


	Eric Webb
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1200 W Cleveland St.( Fayetteville, Arkansas 72701( Phone: 222-222-2222
E-Mail: ericwebb@uark.edu

September 14, 2008

Ron Stovall

Tyson Foods, Inc
2210 West Oaklawn Drive
Springdale, AR 72764-6999

Dear Mr. Stovall,

I am interested in joining Tyson Foods, Inc. as an intern. I came across the job advertisement online, and it struck me instantly as a perfect opportunity. This job is exactly what I am looking for to start gaining experience for my major in financial management and investment at the University of Arkansas. As a hardworking and high-achieving student with the right skills and attitude for this job, I feel confident that I will rise above your expectations in becoming a definite asset for Tyson Foods, Inc.

To be a successful employee in this position, I must have the ability to analyze data, communicate well with others, and have the right attitude and computer skills. I possess all of these attributes. I have been highly involved in school clubs, community service, and athletics in which I have demonstrated a positive and determined attitude while communicating well with others. In my former jobs as a server and a soccer referee, I exhibited all the qualities needed to succeed with customer service. I learned to deal with all kinds of people of every age group and mood with ease. Through honor level classes offered at the University of Arkansas and my high school, I learned to analyze data and report that data neatly into any Microsoft Office application and others. As captain of my varsity lacrosse team, I gained the ability to be optimistic about all outcomes and work with them to lead others and myself to get any job done. I have the skills to be valuable in this position and will only gain more through my continuing education in financial management and investment within the Honors Business Program at the University of Arkansas.

If you have any questions about my qualifications, my resume is enclosed. Thank you for your time and consideration, I am available anytime for an interview, you can reach me at 817-222-2222 or erikwebb@aol.com. I look forward to hearing from you soon to speak with you in person about an opportunity to cooperate with the Tyson Foods, Inc. business team.

Sincerely,

Erik Webb

Enclosure

Kelsy Little
Reid Hall Box 200
1300 West Cleveland Avenue

Fayetteville, Arkansas 72701

September 14, 2008

John Seals

Special Olympics Oklahoma State Office
6835 S. Canton Avenue
Tulsa, OK 74136
Dear Mr. Seals:

I am interested in becoming a member of the Green Country Area Management Team. I noticed the job opening when I was a regular volunteer in the Special Olympics State Office last summer. This job is exactly what I'm looking for to gain experience in non-profit organizations, communications, and event planning. Organization, flexibility, and teamwork are necessities in running a successful business, and I have the experience in all of the areas which would make me a benefit to the team.

I have volunteered many hours for Special Olympics at both the Summer Games and at the State Office. This opportunity to become an official member of the team would allow me to pursue my goal in working the non-profit business field. To be a member of a management team, one must possess organization, flexibility, teamwork and creativity and I have all of these skills. Since fundraisers are an important part of the job, I feel I have the skills needed to organize a productive one because I have coordinated over 24 Window Washes for Union Varsity Cheerleading which raised more than $35,000. I would be great in the office aspect of the job because I  also have had experience filing records of expenses, encouraged activity participation by making posters and flyers, and provided assistance in any area needed allowing our Student Council to run smoother than ever before. I aided my youth group providing food and games for less-fortunate kids in the Greater Tulsa Area so they could enjoy their childhood for a night; this helped the John 3:16 mission reach anywhere from 100-300 kids each Friday night. When I traveled to Japan, I also had to adapt to a new environment/foods while in a foreign country with few other English speaking people: I feel this has made me a more flexible person by helping me to be able to get things accomplished regardless how stressful they may become. Not only do I have the skills needed to be successful for the job, I am also a responsible, dedicated hard-worker. My love for volunteer work and doing things for the benefit of others would make this job a very high priority for me that I would be happy to devote my time to.

My resume is enclosed that may answer any further questions you have.  If you have any further interest, you can reach me anytime at (918) 777-7777 for an interview. Thank you for your time and consideration. I look forward to meeting you and I am excited for the opportunity to become a part of the team.

Sincerely,

Kelsy Litttle

Enclosure
Surviving the Interview

This is a list of possible questions you will here in most interviews. 

Standard
These are asked in most all interviews

· Tell me about yourself.
· Why should we employ you?

· What are your greatest strengths?
· How would a colleague describe you? 
· What are your greatest weaknesses? 

· What would a friend/co-worker say are your greatest weaknesses?
· Where do you see yourself five years from now? 

· Why should I hire you over someone with equal qualifications?

The most important things to remember…

1. Keep it positive

2. Be direct –avoid rambling

3. Answer the question that is asked 

4. Be yourself (Ok, be yourself on your best behavior) 

The new trend is to ask behavioral questions. The idea is that the best predictor of future behavior is to look at past behavior. To answer these, always be direct and give specific examples. 

Behavioral Interview Questions Samples
· Describe a time when you were faced with problems or stresses that tested your coping skills.

· Tell me of a time that you had to go above and beyond the call of duty in order to get a job done.

· Sometimes it is easy to get in over your head. Describe a situation where you had to request help or assistance on a project or assignment.

· Give me an example of an important goal which you had set in the past and tell me about your success in reaching it.

· Give an example of how you applied knowledge from previous coursework to a project in another class

· Tell me of a time when you had to work with someone that you didn’t like and how you worked it out. 

 Most Asked Interview Questions

For your reference and reading pleasure
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Taken from 4 major companies, from the University of Arkansas’ most asked questions list, and from Academic sources that report the most frequently asked questions.
Interview Questions

· Describe a time when you were faced with problems or stresses that tested your coping skills.

· Tell me of a time that you had to go above and beyond the call of duty in order to get a job done.

· Sometimes it is easy to get in over your head. Describe a situation where you had to request help or assistance on a project or assignment.

· Give me an example of an important goal which you had set in the past and tell me about your success in reaching it.

· Give an example of how you applied knowledge from previous coursework to a project in another class

· Tell me of a time when you had to work with someone that you didn’t like and how you worked it out. 

· What have you done in the last year to grow professionally?
· What kinds of things cause you stress and upset you on the job?
· Where do you see yourself 5 years from now?
· Why did you leave your last job?
· What do you think of your old boss?
· What was a major obstacle you have overcome? 

· Describe a situation in which you were able to use persuasion to successfully convince someone to see things your way. 

· Describe a time when you were faced with a stressful situation that demonstrated your coping skills. What led you to choose your field of study?
· Do you think that your grades a good indication of your academic achievements?
· Tell me about your most recent accomplishment.
· Describe your best boss.
· What is the most useful job related criticism you’ve ever received?
· What level of pressure are you willing to tolerate on the job?
· Tell me about any experience you’ve had in turning a stagnant or failing operation into a success.
· What do you believe is the proper balance between employee freedom and supervisor control?
· Tell me about a difficult problem you were able to solve.
· What area of your work do you think needs improvements or what skills do you feel you still need to develop?
· If I had three of your colleagues here, how would they describe you?
· In what type work environment do you feel you are most productive?
· Regular work schedules are often upset by unforeseen circumstances.  Can you tell me about a disruption recently?  How did you handle it?
· What pressures do you feel in your job?  How did you handle it?
· Why do you think you’re a better worker than most?
· Why should I hire you instead of other candidates who have similar credentials?
· If I called your current supervisor for a reference on you, what would he say about you?
· If you could design your own job, what would your major responsibilities entail?
· List three characteristics of a good supervisor.
· What kind of boss don’t you like?  What kind of boss do you like?  Which is better?
· How do your co-workers see you and what would they say is your strongest personal characteristic?
· Tell me about a time when you had an adversarial relationship and how the differences were resolved.
· If you could write your own job description for this position, what would it say?
· Tell me about a risk you have taken, what was the outcome and how did you deal with it?
· Describe an experience where your employer/company was criticized internally or externally.  What was your involvement in that situation?  How did you respond?  What was the nature of the criticism?  What was the final outcome?  How did you feel about it?
· Describe your personal philosophy about business-like appearance and grooming for the work place.
· Describe the most significant change you have had to adjust to in your previous employment.  What was the change?  Why did the change occur?  What adjustments did you have to make in performing your duties?  Was the change justified?  Was the change successful?  What were the results for you, your co-workers and the company?
· Share with me the most successful experience you have had in completing a project or assignment.  What direction and guidance did you have?  How did you prepare the follow through?  Did you have to depend on others?  What was the result?  Were you recognized for your efforts?
· Relate to me a time when your initiative positively affected the outcome or results of a situation in the work place.  What was the problem or situation?  What responsibility did you have to the company?  Why did you think it was appropriate or necessary for you to get involved?  How did others perceive your initiative?  Did you make a difference in the outcome?  Why do you think you did the right thing?  What would you do differently next time?
· Give me an actual example of when others were wasting time and you were affected in getting your work done.  How did you react to this?  What did you think about being involved in this situation?  How did you feel about those co-workers who were wasting time?  What resulted from the problem?
· Give me an actual example of a time when you feel you contributed to a positive work environment.  What did you do, in your opinion, which contributed to good employee relation?  What do you think the perception of your manager would be in this regard?  Were your efforts at employee relations consistent with the goals and philosophy of the company?  What levels of staff were you relating to at the time?
· Tell me about the greatest accomplishment you have experienced as a member of a team.  How did you feel about the success of the team?  What recognition or reward was their individually or collectively?  Who really deserved the credit for the team’s success?  What made the team so successful?
· Share with me a situation in your work experience where you believe your communicating effectively helped to avoid or solve a problem.  Who did you communicate with?  How complicated was the problem?  In what kind of setting did most of the communication take place?  What course of action was taken to avoid or solve the problem?  How do you think others perceived your communication in that situation?
· Describe a situation where it was important for you to communicate with someone you did not particularly like.  How did you approach the situation?  What barriers did you have to overcome?  How did the other person respond?  What were the results?
· Tell me about your most gratifying experience while involved in community activities.  What did you gain from it personally?  How did others benefit from the activity?  What business benefit was there from your involvement?  How did it contribute to the quality of life in your community?
· How long would you stay with us?  (Tip:  Be positive.  Say something such as "I look at this opportunity as the beginning of a permanent relationship").
Starts with “to”


Highlights your strengths and hints at the company where you are applying 





If degree is finished or close, put up here, if not, put at the bottom.  Only mention GPA if  it is 3.2 or above.  May use the phrase “pursing a degree in.”  List relevant classes if related to the job.





Use 3 or 4 labels that emphasize your skills and experience. 


Use words you want them to remember about you and words from  the job description








Don’t mention everything, just what might relate to the job 





List jobs, titles, dates, and locations.  Put title OR company first depending on which is most prestigious. Just keep them all in the same format.





Start with action words.  Put most impressive item first in the list. When possible, use outcome statements with specific details—“500 guests”





Refer to your resume. Say when you are available and how to reach you. Express interest in the company. 





Don’t forget to sign your letter





Highlight your strengths.  Make sure you tap into the things that the job listing mentioned are important. Good to drop some words that show that you know about the company. 





How did you hear of the job? Mention the job to which you are applying. Notice the enthusiasm!





Find out who will be doing the hiring and address them directly





Is it a visual work of art?





� HYPERLINK "http://owl.english.purdue.edu/handouts/pw/p_basicbusletter.html" ��http://owl.english.purdue.edu/handouts/pw/p_basicbusletter.html�


Go to this website for tips on formatting a business letter





Before an employer reads your resume, he looks at it for general impressions. Hold your resume up against a wall and step back. Is it a visual “work of art?” Is it balanced with sufficient white space and nice headings?  





On average, employers look 3-5 second and decide to read it or not.  Does your resume look like something they will want to read?











This is an excellent student example. Notice how she incorporates school activities





List college first and high school last. 





Mention GPA if 3.2 or above 





Notice how she gives outcomes “3ooo items collected” and “raised 2000 dollars” 





See how each line starts with an action word—“led”, “served”, “conducted”. 





Work history starts with the most recent job and moves backwards.  Be sure to include dates. 





Notice she tells of the position and how she heard about it. She does a nice job highlighting her skills and connecting to the company’s needs





First line could be more engaging. 





Paragraph 3 should refer to your resume and you should ask for an interview. Think about the tone you set with the last sentence. 





Notice how she highlights key features of her skills that connect to the job. Paragraph 2 is where you show off what you can do and make the reader want to read your resume for more information.  Look at the job description for which skills to highlight.





Don’t forget to sign it!





Bob may have worked on the churches computers for two years and set up the sound system and ran the video equipment---that’s a lot of experience but not a job.  An employer would want to know about that kind of great experience. 














