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	(Purpose of the Resume & Cover Letter:

To obtain an interview (not a job) by communicating your unique knowledge, skills and values required for a targeted job.


	You want to stand out above the competition and get the employer interested in you.  

REALITIES:

· TAILOR, TAILOR, TAILOR!!

· Resumes and cover letters are marketing tools; they should be handled in the same manner an advertiser determines how to create ads that attract a specific population

· Viewing resumes is a subjective process.

· Employers may only take a 10-20- second look at your resume

· Reader stops reading if doesn’t see something valuable in the top 1/3 of the resume 

· Marketing materials are not just a laundry list of all your past experiences; should be tailored toward each employer

· Think of how you treat junk mail:  you usually read the mail that is addressed specifically to you, not “dear valued customer;” a resume reader is the same way    

· What is a good resume/cover letter worth to you? An effective resume/cover letter could be worth 30k+ if it leads to a satisfying job offer.  You need to put the necessary time and effort into it.  Good resumes don’t come easy!

· These are only guidelines.  You are the ultimate judge on what’s appropriate.  Your name is on the resume, no one else’s! 

· Never have another person write your resume or letters and take responsibility to follow up with employers.

· Always address the letter to a specific person and make sure that the person’s title and name are correct.

· Be honest; always back up claims with evidence and examples.

	
	
	

	
	(Important preliminary steps 

1. Self-Assess: What are your skills, interests, values?

2. Identify specific career fields of interest:  Which are a good fit for you?

3. Research the career fields

· Identify the specific language of the fields

· Identify the skills of the fields: Job specific skills and transferable /adaptive skills


	Step 1. It’s important to know who you are and what you can contribute to an employer before you apply for a job.

· Career Services can help you assess your skills and interests.

Step 2.  The employer needs to know what you’re looking for and what you’re qualified for.  

· Career Services has many resources to help you identify career fields that you may enjoy.

· Research what is out there that matches your unique skills and interests

· Career Services has dozens of career related books and resources.

· Good resources to learn about companies are www.hoovers.com, Occupational Outlook Handbook (website), The Riley Guide (website)

Step 3a. Often an employer and/or a computer scanner “reads” resume first to decide to keep or toss by looking for key words (that’s why industry specific “buzz” words are crucial).

Step 3b. 3 different types of skills:  

· Job specific - ex/ drawing blood if you’re a nurse, knowing JAVA if you’re a web designer.  

· Transferable skills –can be converted from one job to the next. Ex/ communication, teamwork, teaching/training.

· Adaptive skills - personal self-management traits like dependability, professionalism, attitude, etc.  



	
	
	

	
	(Picking a resume style which best presents your qualifications

· Chronological:  Represents your experience in a date order with the most recent/relevant experience first.

· Functional:  Emphasizes qualifications according to categories using job-related skills.  Work experience is placed under different skill categories, not under specific positions.

· Combination:  Mixes both Chronological and Functional.
	Styles vary and are important to effective marketing.

· Chronological – Most commonly used.  Works best when a person has moved up the ranks within their discipline; for example, started as a support person, moved to supervisor and then to director.

· Functional – Arranges experience according to functional headings, such as Managerial, Purchasing or Administrative.  Works best when changing careers or when person has a variety of work experience.

· Combination - Mixes the two styles to highlight progressively complex duties under a functional heading.



	
	
	

	
	(Chronological sample
	Notice that the dates are in reverse chronological order.  All formats are consistent (i.e., headings are in all CAPS and bold, same font size, bulleted descriptions).

	
	
	

	
	(Functional sample
	Look at the Skills section and notice the skills required of the position are highlighted.

	
	
	

	
	(Combination sample
	Note how the skills section (like a functional resume) and the study abroad/internship sections (like the chronological) work together to give employer well-rounded view of the individual’s qualifications.

	
	
	

	
	(Providing the employer with adequate contact information

· Minimal information

· Full Name

· Address

· Home Phone Number

· E-mail address

· Optional information

· Mobile Phone

· Work Phone

· URL Address
	· Make sure it is very clear to the employer where he/she can contact you.  

· Be sure to have a professional message on your voice mail or answering machine

· Make sure your roommates know you’re looking for a job, and that they will answer the phone professionally and take good messages.



	
	
	

	
	(Using an objective to communicate the position you are seeking

An employer uses your objective to determine where you might fit within her/his department or organization

· Position based objective =Financial Analyst Position

· Industry based objective = A position in a biological research department within a pharmaceutical firm.
	Objective - Should be clear and concise and should focus on what you want to do within the organization.

FAQs:

What if I don’t want to put an objective?  

· Employers want to know what you want.  

· Be as specific as you can.  

· If not comfortable putting an objective down, at least focus resume toward the skills you want to use at that organization.

What if I don’t know what I’m looking for?

· Need to do more self-assessment and research on occupations and employers.  

· If you don’t know what you are looking for, an employer won’t either and he/she will not take the time to guess.  

	
	
	

	
	(Using Accomplishment Statements

Before accomplishment statements = Duty oriented

Bartender, XYZ Bar, Tempe, AZ

March 1999-present

· Mix drinks

· Stock bar

· Order supplies

· Close bar
	This is a common resume entry that Career Services sees all the time

Suggested Question for Students:

In this example, a student has listed job responsibilities/tasks.  How can we tailor this resume entry toward a more professional position, for instance, a managerial position?



	
	
	

	
	(Using Accomplishment Statements

After accomplishment statements = Achievement oriented
LEAD BARTENDER, August 2000-present

BARTENDER, March 1999-present

XYZ Bar, Tempe, AZ

· Assist up to 300 customers during a four hour time period in a fast paced, stressful environment

· Troubleshoot bar inventory issues, ordering supplies proactively to maintain appropriate  inventory levels crucial for effective customer service

· Problem solve and negotiate a diversity of customer service issues

· Hire, train, and supervise bar staff of 6 in accordance with company customer service policies, procedures, and health/safety regulations
	· Accomplishment statements help ensure complete information in the example

· Quantify examples with numbers – volumes, dollars saved, earned

· Take a good look at the job description for job you’re applying for and match your transferable skills to those requested in job ad.  

· In this example, customer service, people skills and leadership skills were of high importance.  See how the resume entry shifts the focus less on the fact that you served drinks and more on the transferable skills that are more relevant?

Suggested Question for Students:

What other skills can an employer glean from these accomplishment statements?   (communication, multi-tasking ability, efficiency, initiative, supervisory, problem-solving, training, recruiting)

	
	
	

	
	(Proving your effectiveness

1. Describe what you actually DID, not just what was on the original job description

2. Express HOW you did it

3. Include what IMPACT/ CONTRIBUTION your actions provided (the results)

4. Provide details

Supervised WHO and HOW MANY?

Analyzed WHAT? HOW?

Improved quality, efficiency, productivity HOW?


	FAQ:  Won’t writing my resume this way make it longer than 2 pages? I thought you could only have one.

· The extra details are worth the space…details give the employer a stronger perspective of your skills and abilities.  

· By using relevant, strong action verbs and choosing your words wisely, you can keep it succinct but complete.  

Example:  “Flipped burgers” isn’t important (unless you’re applying for a cook position) but “Worked on a team of 10 to efficiently serve up to 100 customers an hour” is much more relevant and significant to the employer. 

· Use #, %, $ figures to show proof of your accomplishments and how you made a difference.

	
	
	

	
	(Using strong action verbs

· Avoid starting phrases with “Handle…”, “Work with…”, “Duties included…”, “Responsible for…”

· Start each bulleted statement with a descriptive action-oriented verb and combine with accomplishment statement

· (Before) Handled incoming telephone calls

· (After) Directed up to 40 customer calls per hour to appropriate service departments throughout company
	· Be direct, clear and to the point and avoid jargon, slang and complex sentence structures.

· Be positive and project confidence; use action verbs.

· Don’t minimize your past jobs and experiences because you either didn’t get paid for it or didn’t like it.

· Experience brings added skills that can be transferred to a different position.   

· AGAIN-tailor to the employer’s needs, not yours. “Here’s how my skills match your needs”

· Vary sentence structure; don’t begin every sentence with “I”.

Suggested Activity:

1.  Have students think of action verbs that relate to their background


2.  Write words on flip chart 


3.  Discuss objects of verbs


     a. Supervised who? 


     b. Created what?


     c. Quantify

Example:  Many students come from retail and/or food service backgrounds.  Some action verbs they may come up with:  multi-tasked, solved problems, communicated, negotiated, trained, recruited, up-sold.  Refer to Action Verb handout for more examples. 

	
	
	

	
	(Organize information efficiently for reader with descriptive headings

Suggestions for headings:

· Education

· Internships

· Academic Projects/Coursework

· Computer skills

· Relevant Experience

· Language skills

· Leadership Experiences

· Activities
	· Typical headings/sections of a resume - The order of the headings is dependent upon what you have to offer.

· Employers like to see “Projects” in the resume because it demonstrates skills you’ve gained from your coursework that are applicable to a position.

· You can have a more specific heading here to grab your reader’s attention, i.e., “Marketing Experience”

FAQ:  Do I need to put my GPA on my resume?

· Most employers look for it.  If they don’t see it, they wonder why? (too low?)

· If your GPA in your major is higher, you could just list that one, but label it as “Major GPA: 3.5/4.0”

· Overall GPA includes courses transferring from another school to ASU.

Possible Exceptions:

· Graduate students

· If you received your degree more than 5 years ago

These are only guidelines; you must feel comfortable with whatever you decide to do.  



	
	
	

	
	(Organize information efficiently for reader with descriptive headings

Suggestions for headings (continued):

· Professional Affiliations

· Skill Summary

· Licenses and Certifications

· Military experience

· Technical skills

· Community Service

· Laboratory skills

· Avoid: “References available upon request” statement
	List in order of the relevance to the position (AGAIN, look at the job description whenever possible)

	
	
	

	
	(Increasing the effectiveness of your resume and cover letter

· Maintain 100% error free

· Tailor both resume and cover letter to each position and employer

· Lead with most relevant information first

· Avoid items that might promote negative bias

· Use abbreviations only if standard and well-known

· Keep to one page
	Have many other people proofread for typos or awkward sentence structures before you submit to employers.

Items that MAY cause unfair bias: 

· Church membership

· Political affiliations

· Student organizations (ex/ gay/lesbian students organizations, racial specific, Young Democrats, etc.)

· Sorority/Fraternity

You need to weigh the potential consequences.  

If you gained RELEVANT skills from being a member of these groups and you want to put them on, focus on the SKILLS you gained and your contributions and accomplishments.  However, you should know that even though it is illegal to discriminate against someone for their affiliations, it happens.  You also need to consider that if the employer discriminates because of this, you might not want to work for them.

FAQ:  How do I list this experience without disclosing the organization?

Have a heading called “LEADERSHIP EXPERIENCE” and express the skills it took to be an organization president without listing organization. 

For example:

LEADERSHIP EXPERIENCE

· Presided over 20 member organization 

· Coordinated fundraising activities, raising $5000 toward a social cause with an increased donation rate of 10%.

· An interviewer may ask about your involvement so be prepared to disclose or explain this experience.  

FAQ:  What if my information runs onto two pages?

Employers prefer one-page resumes. You can go to two pages if you have a lot of experience that is relevant.  Just make sure that if the employer loses the second page, s/he still has enough information to make a decision whether to interview you. 

It’s ok to cut out some of your past experience if the skills you gained are not very relevant to the position.

Some individuals choose the Functional style resume to summarize their information to keep it to one page.     

	
	
	

	
	(Chronological resume sample
	Look for corresponding red numbers on sample resume slides.

Objective:  Broadcasting internship

1.  This shows a high level of responsibility and how well you can multi-task keep things organized. It also may help to have it if GPA is low. 

2. Here is a way you can write about church mission focusing on skills and not on your religious background.

3. Note the different categories of technical skills.  Other categories include Databases, Operating Systems, Programming Languages, etc.  If you just have basic computer skills which aren’t listed in the job description, you may choose to put them at the bottom of resume. 

4. This may give you other opportunities within the organization and helps you stand above the competition. 

5. &   6.  Remember to show results when you can.  They can be quantitative or qualitative.  



	
	
	

	
	(Functional resume sample
	Objective:  Position with non-profit agency

1. Always put highest degree first and do not list high school, unless you feel that your accomplishments in high school contribute to your resume. 

2. Skills were chosen from job description.  Note that skills are listed without mentioning location where skills were developed.  This helps employers focus on the transferable skills necessary for the position, not the organization.  

3. Most people forget about their educational experiences when talking about skills. Here the student has decided what academic projects to showcase as related to job description. 



	
	
	

	
	(Combination resume sample
	Objective:  Photojournalist position

1. It is fine to put your Associate’s Degree, especially if it relates to the job.  If not related, you do not have to put it on.  Most employers are just concerned about 4-year degrees and above.  

2. Study Abroad experiences show you have been able to adapt well to different cultures.  With the globalization of many businesses, diversity experiences are important.  

3. Instead of calling this Internship Experience, you might consider saying Photography Experience and move it closer to the top.  Choose which is most appropriate for the position. 



	
	
	

	
	(Cover Letters

Purpose

· Express your intent, interest, and enthusiasm in position

· Compliment and emphasize highlights of your resume

· Demonstrate your personality and writing ability
	· Your letters are marketing tools that should address the needs of the employer and evoke a desire to learn more about you.

· You want the cover letter to act like a preview to a great movie.  The preview makes you want to go see the movie; the cover letter will make the employer want to read the resume and call you for the interview.

· The application letter is generally used when applying for positions that have been publicly advertised.

FAQ: Do I always need a cover letter?

Cover letters should always accompany a resume.  However, situations where it is appropriate not to have one with you are job fairs and on-campus interviews. When attaching your resume through email, use the body of the email as your cover letter instead of attaching a cover letter file.

· Plan and organize your letter based on the priorities of the job. Make sure it flows well. 

· Keep letters personal and professional yet in business style format.

· Design letters to be work-centered and employer-centered not self-centered. 

	
	
	

	
	( Cover Letter Opening Paragraph

· State which position you are applying for, and how you found out about the organization and/or position

· Express what is attracting you to work for this organization and in this position

· Arouse the reader’s interest in reading more about your qualifications
	Keep this very brief (approx. 3 sentences)



	
	
	

	
	( Cover Letter Middle Paragraph(s)

· Give detailed information about how your qualifications fit with the position’s responsibilities

· Use key words from the job description to make the connection between the employer’s needs and your skills

· Include information about academics, job experience, or personal attributes as pertaining to the position
	· 1-2 paragraphs

· Be direct, clear and to the point and avoid unprofessional jargon, slang and complex sentence structures.

· Be positive and project confidence; use action verbs.

· Vary sentence structure; don’t begin every sentence with “I”.

	
	
	

	
	( Cover Letter Closing Paragraph

· Summarize your qualifications

· Refer the reader to your enclosed resume

· Mention your interest in an interview

· State when and how you will contact them

· Note: Follow up exactly when you say you will follow up!
	· Approx 3 sentences 

· Facilitate follow up and request a personal interview

· Follow up is very important because it shows your continued interest and enthusiasm for the position.

FAQ: What do I say when I follow up?

Something like—“Hi, my name is _____, I’m calling about the ______ position I applied for last week.  I’m just following up to see if you’ve received my resume and how far along you are in the selection process.” 

	
	
	

	
	
	

	
	
	

	
	(Sample Cover Letter
	

	
	
	

	
	(Sample Cover Letter with Bullets 
	

	
	( Cover Letters 

Other important letters

· Thank-you

· Networking

· Prospecting

· Acceptance

· Non-acceptance


	The following five slides are examples of different types of employment letters in addition to application letters.

	
	(Sample Thank You Letter
	· This is another very important tool used in your job search.  

· It is used to establish good-will, express appreciation, and strengthens your candidacy. 

· The general rule with thank you letters is anyone who helps you in any way gets one.  

· When used to follow-up on informational or employment interviews, thank you letters should be sent within 24 hours to everyone who interviewed you.

· First state your sincere gratitude and appreciation and then mention the specific event or situation that related to your gratitude.  Make them remember you!

· Be certain to ask for their business cards while at the interview so that you may address your letter to them personally and so that you will spell their names properly.

· You may use the thank-you letter to re-emphasize or demonstrate skills that were not discussed in the interview.

· It can also be used to redeem yourself if you felt you didn’t handle a question well in the interview.

FAQ:  Can I email a thank-you    letter?  

· When you are leaving the interview, ask how you can follow-up.  If preferred method is email, then it’s ok.  Take the employer’s lead.  If unsure, take the traditional route of mailing a typed letter.  Cards are not appropriate or professional. 

	
	
	

	
	(Sample Prospecting Letter 
	· A prospecting letter is used when approaching an organization that is not actively advertising for an open position, but for which you would like to work.

· Career Services encourages you to prospect into the unadvertised or “hidden” job market.  It is estimated that only 15% of the total job market is ever advertised, yet 90% of the job applicants apply for that small number.



	
	
	

	
	(Sample Networking Letter 
	What is the definition of networking?

The networking letter is used to introduce you to someone who can give you practical information about a career field, an organization or a particular position.  

ASU students and alumni have the privilege to use the Career Information Network on Career Services web site (under Networking) to make connections with ASU alumni. Alumni can provide general information about industries and organizations that could be helpful in your career search.  In your letter, let them know where you got their name (a friend, faculty, etc.).  

	
	
	

	
	(Sample Acceptance Letter 
	· The acceptance letter is used to accept a job offer.

· Confirms and clarifies terms of your employment: i.e., salary, starting date, benefits, drug testing, training, etc.  

· Usually follows a telephone conversation which will detail the terms of the offer.

· It is a good idea to ask the employer to send you an “offer letter” stating the terms and conditions of your employment. WHY?  Occasionally, but rarely, employers will withdraw offers of employment.  The “offer letter” provides hard proof of their intent to hire you, which might be useful.

· If you are currently employed, you may orally accept the position with the new employer but are urged not to give notice to your current employer until you have received this offer of employment in writing.  

	
	
	

	
	(Sample Non-Acceptance Letter 
	· This letter formally informs employers of your rejection of their offer of employment.  The letter should follow a telephone call expressing your appreciation for the employer’s interest and offer. This is an important step because you never want to burn bridges.

	
	
	

	
	(Maximizing Your Marketing Power

Style/Format

· Font size = 10-11-12

· Font style = Times New Roman, Helvetica, Arial

· Well-organized, attractive & easy to read

· Consistent formatting
	· Never crowd information onto the page

· The easier it is to read, the better.

	
	
	

	
	(Maximizing Your Marketing Power

Style/Format continued

· Understated paper color = white, ivory, light gray

· 20-24 lb. Paper

· Strong use of white space including even margins

· Unfolded and mailed in a large flat envelope
	FAQ:  What size margins do I use?

1 inch all the way around is ideal but if you need a little more space so as not to go onto 2 pages, don’t go lower than .5  inch



	
	
	

	
	(Technology and Your Resume/Cover Letter 

Scanner friendly

DO use:

· Industry specific ‘key’ words

Do NOT use:

· Italics, bold, fancy scripts, underlining

· Graphics or shading

· Complex layouts and columns

· Design or tool lines of any kind
	

	
	
	

	
	(Next Steps

· Create a draft of your resume

     --Look at Resume/Cover Letter writing          books in Career Services

     --Use many samples as guidelines

     --Pick up S.T.E.P.S. Career Guide

     --Attend an Effective Resume/Cover   Letter workshop

· Get resume critiqued

--Go to a scheduled “Resume Blitz” (Group critique session held by Career Services-see web site for dates).
	· In writing job-related correspondence, strive to allow your own individuality to be expressed in your letters.  

· Don’t copy other people’s work or the samples you may find in books.  Use them as guides only.

· Do you need to attend other Career Services presentations?  Workshops include Effective Job Search Strategies, Interviewing, Behavioral Interviewing or Resume Writing- they are posted under ‘Upcoming Events’ on the web site (www.asu.edu/career)

· Remember to tell students about the dates for the critique sessions and various workshops.  

	
	
	

	
	(THANK YOU!
	


