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Cover Letters

It is very important to research the employer before writing your cover letter.  Review their website, catch up on any recent news regarding the organization (if there is any), and research about others who have worked there.  Learn as much information as possible and then relate what you can offer to the position.

An effective cover letter motivates the employer to review your résumé and invite you for an interview.  It should be specific and personalized for the organization which you are sending it to.    The cover letter focuses on either job availability (letter of inquiry) or initiating candidacy for a position (letter of application).  

Cover Letter Writing Tips

· Address your letter to the person with hiring authority, using his/her name, title, organization, and mailing address.
· Indicate why you are interested in the position and the organization by telling them what you can do for them, not what you want them to do for you.
· Keep it short; a one page cover letter is most powerful
· Focus on the employer’s needs, not your own—what are their goals? What are the abilities, training, and experience you possess that would help them achieve their goals as an organization? 
· Do not use form or photocopied letters—individualize your letter for the employer and print it individually.
· Don’t simply quote your résumé. Use examples that demonstrate and sell your skills and experience.
· Be sure to check spelling, grammar, punctuation, and sentence structure 

· Limit the use of ‘I’ and ‘My’ in your sentences.
· Customize; make sure the letter is written for that position and employer; not so general it could be sent to any organization.
· Before sending your résumé and cover letter, confirm the application procedure for that organization through their website or a call to Human Resources.
Cover Letter Sample Format

Date

Name of Contact Person, Title

Name of Organization

Address of Organization

City, State, Zip

Dear Mr. (Contact Person):

FIRST PARAGRAPH.  State the reason for the letter, the specific position or type of work you are applying for, and how you learned of the opening, such as through a professional in the organization, Career Services, news media, friend, website, or employment service.  If you were referred, remember to mention the individual who referred you.
SECOND PARAGRAPH.  Include information that shows you have researched the organization and demonstrates your ability to help them achieve their goals.  Indicate why you are interested in the position, the organization, and its products or services.  If you are a recent graduate, explain how your academic background makes you a qualified candidate.  If you have some practical work experience, point out specific achievements or unique qualifications.  Give two or three examples of your accomplishments or abilities.  Be specific and brief.  Do not just repeat information that can be found on your résumé.  

FINAL PARAGRAPH.  Restate your interest and indicate your availability for a personal interview.  Close your letter with a confident statement which will encourage a positive response.  Indicate you will contact the person at a specific time to ask for an interview. 

Sincerely, 

Your type written name
Résumé

The Purpose of the Résumé
The key focus of your U.S. résumé should be to persuade the employer to invite you for an interview. Therefore your résumé is a marketing tool, which should be adapted to the market in which you intend to use it.   
A well constructed résumé should be a clear and comprehensive summary of your qualifications, skills and abilities.  It is advisable to write a short profile of yourself, using short and effective sentences filled with action verbs and power words.   The information must be organized in a way that catches their attention and encourages them to read on.  

Résumé Writing Warm-Up Worksheet
It will be much easier to create a résumé if you start by reading through the categories listed below to help “jog your memory” regarding the things you’ve done that will demonstrate your skills, abilities, education, and experience.  Make a list of everything you can think of for each of the following categories.  Do not leave out anything for now, even things you think are unimportant. 
1. Education
2. Certifications, Validations, Licenses
3. Related Professional Experience- Internships, Cues, Field Experience, Clinicals
4. Work History-Full-time, Part-time, Summer
5. Related Coursework – Projects, Papers, Reports
6. Awards, Honors, and Activities
7. Activities and Volunteer Work
Review the things you have listed and place a check mark next to the ones that:

· Directly relate to your intended career 

· Demonstrate characteristics valued by employers

Use this information to start your résumé.  Don’t be concerned about the length of your first draft.  It can be edited later.  (See attached résumé samples)  
Using a template or online résumé formatter to create a résumé may make it difficult to edit and modify your résumé as you move forward in your career.  You will be further ahead working with a standard word processing software such as Microsoft Word and creating your own.  

The Office of Career Services can help you with this process.

Components of a Résumé
Effective résumés are easily read and understood.  Information is organized into categories or sections that can be quickly viewed by employers.  Your unique background and experience should guide the categories (and category titles) to best suit your needs. Listed below are some possible headings for your résumé and information that should be included in each of them.  

1. Identification/Contact Information

· First and last name in larger, bold print, typically as a heading at the top of the page, either in the center or on the left.  Do not use the word ‘Résumé’ as a heading.
· Complete addresses, including telephone numbers (students might include both present and permanent addresses to provide alternatives routes for an employer to reach you; a cellular phone number, and if you are currently employed and feel comfortable, a work number may be included)
· A professional email address, preferably one with your name included
· Always put your name and contact information in the body of the résumé.  Do not put them in the header.
2. Career Objective/ Position Objective
The key to writing a high-impact career objective is to have a focused, clearly defined employment goal.  Instead of utilizing elaborate language that is too broad, your objective should be focused on the type of position you are seeking and one or two strengths that you would bring to the position.  A well-written objective is what will set you apart when compared to those that are vague or indecisive.  Hiring managers do not have time to figure out your career goal.  If you are not specific and direct, they will move on to the next résumé.  You can include one or more of these components:  Job function (position) desired, organization type, and knowledge, experience, or skills offered.  Do not center your objective on what you want from the employer.

Objective Don’t:  


A satisfying and rewarding career that will utilize my abilities and provide opportunities for advancement.
Why is this a ‘don’t’?

· It is vague—no skills or qualifications

· It focuses on what the candidate wants, not on what they will achieve for the employer

· There is no mention of the specific type of work or organization
Objective ‘Do’s’:

A manager trainee position in the hospitality industry for a high energy, team-oriented new professional committed to top quality customer satisfaction.


A health and safety management position that requires experience in safety analysis and training design.


Dedicated Animal Science graduate with laboratory experience and strong problem solving skills seeking a Laboratory Animal Technician position  


Seeking a job as a Barn Manager, in a highly creditable equine establishment, utilizing my education and experience

Why are these do’s?

· Industry specific
· Skills oriented
· Performance oriented
· Clear job goal
*Summary of Qualifications*
 Many job seekers choose to incorporate a Summary of Qualifications.  Adding a summary of qualifications may be the best way to highlight your skills and accomplishments.  An effective summary grabs the reader’s attention and encourages them to read on.  Think about your most marketable credentials and career achievements. Also be sure to include key words related to your career field in your summary. Qualifications summaries are especially helpful if the experience and skills you have for a job came from a variety of different jobs, activities, internships, and field experiences.
The summary usually includes a list of three to seven verb-based phrases focusing on your skills and strengths that relate to the responsibilities or qualifications for the job.
3. Education

As a current student or recent graduate of The University of Findlay, you will want to highlight your education by placing this section near the top of your résumé.  
· Name(s) of degree granting institution(s), listing first the most recent degree earned

· Degree received and major

· Graduation date or projected graduation date, or dates of attendance if no degree was completed

· Any minors, specialization or focus area

· Overseas academic experiences

· Include your GPA if it is 3.0 or above.  If you did better in your major than other classes, you may include your overall or cumulative GPA and the GPA in your major.  If you changed majors and did better on your grades, you might include your overall or cumulative GPA and your Junior/Senior GPA.
· Research or honors project title and offer a brief description.  This may also be listed in its own section.
· Unless you are a freshman or sophomore, high school is not generally listed. Exceptions do exist: if you received an award especially relevant to your job objective, if you attended an extremely noteworthy high school, or if you are applying for a job in the geographic region of your high school.  If you have completed college-level courses that counted toward your high school diploma, you must include your high school information with that college information.
4. Experience

When describing your experiences, include:

· Name of organization and your job title 
· Dates of employment
· If you worked there several times, there are ways to shorten the date information.
· Don’t
May-August 2009

May-August 2010

May-August 2011

· Do

May-August, 2009-2011
· Description of responsibilities in a bulleted list, beginning with action verbs (Avoid phrases such as “Duties included…”) 
· Quadrupled leads and sales in the first quarter
· Led a team of over twenty in the marketing division; including public relations, advertising and promotions 
· Prepared a comprehensive booklet explaining our services to clients
· Planned and supervised daily activities for over 100 campuses aged 8-12, including crafts and outdoor activities.
· Conducted hourly quality control testing for plastics finishing line.
· Mention believable, verifiable accomplishments
· Suggestions for describing your experiences:

· Describe your experiences in terms of accomplishments including the variety of tasks performed and progressive increases in responsibility
· Use professional terminology that conveys key skills or knowledge areas—what you did and how you did it.
· Keep personal pronouns out of your descriptions (e.g., I & My)
· Quantify your experience whenever possible to demonstrate the scope of your responsibilities.  For example, “planned and managed a budget of $10,000” or “supervised a crew of 4.”
· Review all of your paid jobs, internships, volunteer community service, extracurricular projects involving leadership or teamwork, and special academic research or honors projects, to decide which categories are best for showcasing your qualifications and experience.
· You may use a variety of categories in your résumé, whichever ones best fit your experience:  Related Experience, Additional Work History, Internships, Work  History, Clinical Experience, Volunteer Experience
· If all of your employment has been related to your objective, they might all be listed in one category.  If you have had related and unrelated employment, you might still list all of them in a Work History section but then include more details about the related experiences and less about the others.
5. Activities and Leadership Roles

Extracurricular involvement highlights your community service experience, leadership roles, interpersonal skills, and energy level.  You should list activities that support your professional objective by pointing out your organizational, project management and leadership skills.  
· If you have been involved in many activities, select the ones in which you were most active, list offices held, and describe briefly your achievements.  
· If you have been in only a few activities but you did a lot for them, you might detail some of those responsibilities.  
· If you have fewer than three items to include in the section, and do not have a lot of projects or other details to include for them, consider combining them into a joint category with honors or service projects. 
6. Additional Sections

Several other sections may be used on résumés to demonstrate unique qualifications.  These sections may include honors, awards, publications, presentations, research projects or study abroad (which may also be listed in the education section or under a separate heading).  
7. Personal information

Personal information is not appropriate and it is illegal for an employer to solicit or use personal data such as your age, marital status, number of children, race, national origin, religion, or disability.  It is legal, however, for an employer to request your citizenship or immigration status for employment in the U.S.
8. References
Provide reference information on a separate page that includes your name and contact information.  Do not list your references on your résumé; save them as a separate document.  For each reference include: name, professional title, place of employment, work address, and phone number.  If a reference had a role in addition to their professional title, be sure to include it.  

For example:
· Assistant Professor of Biology and Academic Advisor
· Professor of History and Internship Supervisor
Ask the reference which phone number to use and if you may also list their email address.
Other Résumé Writing Tips

· Be sure to use correct grammar, spelling, and punctuation.  Have several people proofread your résumé.  Your résumé is an example of your writing ability, and if it has errors, you could eliminate yourself from the hiring process before you get the interview.  Remember that spell check will not catch wrong words in your résumé that are spelled right.
For example:

· Let a team vs. Led a team

· Defiantly interested vs. Definitely interested

· Use an easy-to-read font such as Times New Roman or Arial.  The font should be between 10 and 12 points.  Never use a font size smaller than 10.

· Use good quality paper in white or ivory.  Use the same paper for the cover letter.  You do not need to use a matching envelope in you are mailing it.  

· Begin sentences or phrases with powerful action words.  (See Attached List)

· Tailor your education and work experience to the job for which you are applying.  For example, if you are applying for a Management Trainee program, devote more space to your organizational and supervisory abilities.  However, if you are applying for a Sales position, condense that and emphasize your experience in sales and customer service.  Always give the most space on your résumé to the information that relates most to your objective.
· Keep descriptions brief and to the point; no unnecessary words

· Don’t exaggerate; be honest and truthful about the information provided on your résumé
· Length of résumé will depend on a person’s education and work history.  A one page résumé will work well for most students.  However, if you have a substantial work history, don’t limit yourself to one page.  Be sure that all of the information is strong and relevant.  Make sure the information most relevant to the job qualifications is on the first page.
· Many online employment application systems now limit candidate résumés to one page.  Be prepared with both a one-page résumé and a two page résumé that includes more details about your experiences so you have a comprehensive record of everything you have done.  One-page résumés are also very useful for networking.
· Always submit your résumé according to the steps established by the employer.
· Remember that every profession has slightly different résumé requirements.  Take the time to find out what employers look for in résumés from candidates in your major and professional field.
List of Action Words
	Communication/

People Skills
Addressed
Advertised
Arbitrated
Arranged
Articulated
Authored
Clarified
Collaborated
Communicated
Composed
Condensed
Conferred
Consulted
Contacted
Conveyed
Convinced
Corresponded
Debated
Defined
Developed
Directed
Discussed
Drafted
Edited
Elicited
Enlisted
Explained
Expressed
Formulated
Furnished
Incorporated
Influenced
Interacted
Interpreted
Interviewed
Involved
Joined
Judged
Lectured
Listened
Marketed
Mediated
Moderated
Negotiated
Observed
Outlined
Participated
Persuaded
Presented
Promoted
Proposed
Publicized
Reconciled
	Recruited
Referred
Reinforced
Reported
Resolved
Responded
Solicited
Specified
Spoke
Suggested
Summarized
Synthesized
Translated
Wrote
Creative Skills
Acted
Adapted
Began
Combined
Composed
Conceptualized
Condensed
Created
Customized
Designed
Developed
Directed
Displayed
Drew
Entertained
Established
Fashioned
Formulated
Founded
Illustrated
Initiated
Instituted
Integrated
Introduced
Invented
Modeled
Modified
Originated
Performed
Photographed
Planned
Revised
Revitalized
Shaped
Solved

	Data/Financial Skills
Administered
Adjusted
Allocated
Analyzed
Appraised
Assessed
Audited
Balanced
Budgeted
Calculated
Computed
Conserved
Corrected
Determined
Developed
Estimated
Forecasted
Managed
Marketed
Measured
Netted
Planned
Prepared
Programmed
Projected
Qualified
Reconciled
Reduced
Researched
Retrieved
Helping Skills
Adapted
Advocated
Aided
Answered
Arranged
Assessed
Assisted
Clarified
Coached
Collaborated
Contributed
Cooperated
Counseled
Demonstrated
Diagnosed
Educated
Encouraged
Ensured
Expedited
Facilitated
	Familiarized
Furthered
Guided
Helped
Insured
Intervened
Motivated
Prevented
Provided
Referred
Rehabilitated
Represented
Resolved
Simplified
Supplied
Supported
Volunteered
Management/

Leadership Skills
Administered
Analyzed
Appointed
Approved
Assigned
Attained
Authorized
Chaired
Considered
Consolidated
Contracted
Controlled
Converted
Coordinated
Decided
Delegated
Developed
Directed
Eliminated
Emphasized
Enforced
Enhanced
Established
Executed
Generated
Handled
Headed
Hired
Hosted
Improved
Incorporated
Increased
Initiated
Inspected
Instituted
	Led
Managed
Merged
Motivated
Navigated
Organized
Originated
Overhauled
Oversaw
Planned
Presided
Prioritized
Produced
Recommended
Reorganized
Replaced
Restored
Reviewed
Scheduled
Secured
Selected
Streamlined
Strengthened
Supervised
Terminated


	Organizational Skills
Approved
Arranged 
Catalogued
Categorized
Charted
Classified
Coded
Collected
Compiled
Corrected
Corresponded
Distributed
Executed
Filed
Generated
Incorporated
Inspected
Logged
Maintained
Monitored
Obtained
Operated
Ordered
Organized
Prepared
Processed
Provided
Purchased
Recorded
Registered
Reserved
Responded
Reviewed
Routed
Scheduled
Screened
Submitted
Supplied
Standardized
Systematized
Updated
Validated
Verified

	Research Skills
Analyzed
Clarified
Collected
Compared
Conducted
Critiqued
Detected
Determined
Diagnosed
Evaluated
Examined 
Experimented
Explored
Extracted
Formulated
Gathered
Inspected
Interviewed
Invented
Investigated
Located
Measured
Organized
Researched
Reviewed
Searched
Solved
Summarized
Surveyed
Systematized
Tested

	Teaching Skills
Adapted
Advised
Clarified
Coached
Communicated
Conducted
Coordinated
Critiqued
Developed
Enabled
Encouraged
Evaluated
Explained
Facilitated
Focused
Guided
Individualized
Informed
Instilled
Instructed
Motivated
Simulated
Stimulated
Taught
Tested
Trained
Transmitted
Tutored

	Technical Skills
Adapted
Applied
Assembled
Built
Calculated
Computed
Conserved
Constructed
Converted
Debugged
Designed
Determined
Developed
Engineered
Fabricated
Fortified
Installed
Maintained
Operated
Overhauled
Printed
Programmed
Rectified
Regulated
Remodeled
Repaired
Replaced
Restored
Solved
Specialized
Standardized
Studied
Upgraded
Utilized

	


Checklist to Evaluate Every Résumé 

Demographics

· Have you used upper and lower case for name and address, spelled out “Street”, “Avenue”, “Boulevard”

· Have you included your email address, complete current and permanent address and phone number including area code

Objective

· Is it specific? Does it include type of position, type of career field?  (e.g. public relations specialist within the retail industry)

· Is it work centered rather than self-centered? (e.g. Offer proven leadership, extensive writing experience and excellent problem-solving skills.)

Education

· Is most recent degree listed first?

· Are all degrees, majors, minors, certifications included?

· Is The University of Findlay spelled out, and is city and state included?

· Is month and year of graduation included?

· Is grade point average accurate?  Include both overall and major GPA’s.

Honors & Accomplishments

· Are accomplishments specific and relevant?

· Are scholarships and honor societies spelled out?

· Did you include the date(s)?

Skills

· Are skills relevant to position?

· Is level of competency described with the skill? (e.g. Proficient, Familiar, Fluent, etc.)

Experience

· Are position titles, name, city, and state of organization and dates of employment included?

· Are descriptions of your experiences quantified? (e.g. trained 5 employees).

· Is it action oriented? (“Drafted and organized” versus “Duties included: drafting and organizing”).

· Is it concise?

· Is redundancy avoided?

Activities / Memberships 

· Are activities and memberships spelled out?

· Do activities demonstrate leadership, sociability and/or interests?

· Have you described activities and experience using action verbs?

Presentations / Conferences 

· Is name of topic or paper included?

· Is name of conference, date, city and state included?

Other

· Does your résumé make an immediate favorable appearance?

· Is your name at the top of any additional pages?

· Do your headings attract the employer to important sections?

· Is it easy to read, balanced on the page, consistent, and pleasing to the eye?

· Is the grammar, punctuation, and spelling correct?

· Is there plenty of white space on each page with wide margins?

· Do you have your résumé on high quality résumé paper?

· Is all the information truthful?

· Has someone else proofread the final copy?

· Are your most impressive qualities highlighted?

· Is the information up to date?

Résumé Sample
Ruth McCarthy
100 East 22nd Street, Chicago, IL 60616

 (312) 555-0000
rsmith@pretend-email.com

Objective

To secure a management position employing my proven skills in sales and team leadership

Education

The University of Findlay, Findlay, OH 



May 2011
Bachelor of Science in Business Administration and Marketing (dual major)

Dean’s List 2008-2010, GPA: 3.6

Work Experience


Best Brand Foods, Chicago, IL




August 2008 - Present

Regional Sales Manager

· Developed "Sales Tool Kit" for marketing team and continue to teach quarterly workshops for all new associates.

· Identify growth opportunities and profitability margins.

· Oversee team of 10 sales representatives. 

· Conduct presentations to upper level management regarding various marketing opportunities and new product development.

· Named "Sales Manager of the Year" in 2009 for generating the highest amount of new business that increased revenue by 15%. 


Preferred Paper Products, Chicago, IL 



April 2006 – August 2008

Account Manager 

Established account relations and demonstrated exceptional business development success. 

· Proven success in building long term customer relationships.

· Achieved highest sales record of the company, selling product to 250 retail accounts.

· Implemented four major training programs within several company departments. 


Bachman's, Atlanta, GA 





July 2005 – April 2006
Sales Manager, Home Fashions 
· Managed the daily activities of a multi-million dollar home fashions business.

· Recruited, selected and retained 15 dependable customer-focused sales associates.

· Performed and designed training needs assessment and material.

· Increased sales by 45% for three consecutive quarters.
Community Involvement

· Rotary International, Chicago, 2006 – Present 
· Chair, Service Projects Board, 2010 – Present

· Team Member, Chicago Relay to End Poverty, 2009 & 2010

· Chair, Annual Fundraising Auction, 2007 & 2008

Rachel Mathers

100 East 22nd Street, Chicago, Illinois 60616
(312) 555-0000, rmathers@pretend-email.com

Objective

A Director of Sales position in the marketing industry for a goal-oriented, ambitious professional with over 7 years of related experience. 

Qualifications

· Experience in brand development practices for high-profile international brands. 

· Demonstrated record of increasing sales by up to 60 percent.
· Solid strategic planning abilities; track record of securing market share in emerging markets.
· Key words: Advertising, branding, distribution, financial report, international sales, management market research, sales forecasting, staff planning

Education

The University of Findlay, Findlay, Ohio



2006 


Masters of Business Administration GPA 3.75/4.0
University of Colorado at Boulder, Boulder, Colorado 

2004


Bachelor of Arts in International Studies 

Employment History

Director of Global Marketing 




May 2008 - Present
Advantage Corp., Chicago, IL
· Oversaw $500MM international marketing program for apparel marketer in 2008.
· Devised advertising plan in 2008 that built company’s brand awareness and increased company’s domestic market share by 50 percent within a year. 

· Created growth plan in 2009 to increase revenues and markets.
Director of Sales and Marketing




June 2006 – May 2008


Capstone Inc., Chicago, Illinois
· Implemented $100MM advertising and promotion program in 2006 for household products manufacturer.
· Oversaw development of company’s new Web site in 2007

 

· Created sales incentive plan for 12-person national sales staff growth plan in 2008.
Marketing Manager





August 2004 – June 2006

Tompkins Consulting, Chicago, Illinois
· Oversaw $15MM business-to-business advertising and marketing program in 2004 for accounting and consulting firm. 

· Created corporate marketing department in 2005 responsible for all aspects of corporate branding activities. 

· Created long-range marketing plan in 2006 that detailed company’s steps to begin marketing to core audience via mainstream media advertising, sponsorships and other appropriate consumer-audience vehicles. 
Account Supervisor





April 2002 – July 2004
Hillary Mack & Partners, Chicago, Illinois
· Oversaw numerous consumer-product accounts for advertising agency. 

· Created corporate marketing department in 2002 responsible for all aspects of corporate branding activities. 

· Participated in creation of "pitch" strategies for new business opportunities

Awards and Publications

Beatrix Wright Award for Academic Excellence, 2002/2003

"Thriving in a Global Economy", published 2003

Member, Delta Phi Theta, National Honor Society of Foreign Studies
References

Who makes a good reference?  Former and current employers, advisors, faculty, coaches, and supervisors from internships are all preferred choices to uses as references.  Personal references are not typically used; however, it is a good idea to have one just in case one is required.  Also make sure that your references are up-to-date.

Prior to typing up your reference list, be sure to speak with each of your desired references and confirm that they will allow you to use them as a reference.  Additionally, confirm their contact information and their preference for means of being contacted by a potential employer.

In most instances, you do not need to include names and addresses of references on your résumé.  References can be provided on a separate sheet, included on an application or listed on your résumé as “References available upon request.”  Generally, a reference list will consist of the name, title, and work mailing address, telephone number, and e-mail address of three to five academic and work references. If a reference is a leader in the field, send your references with your résumé.  

Reference Page Sample

Rachel Mathers

100 East 22nd Street, Chicago, Illinois 60616
(312) 555-0000, rmathers@pretend-email.com



References 
Mr. Jim Smith 

          
Manager of Sales and Marketing, Northeast Region

The World Company

123 Elm Street

Findlay, OH  45840

Ph. (419) 555-5555

smithj@findlay.edu

Ms. Nancy Jones

President and Internship Supervisor
Nancy Jones Design

234 Highway 4

Findlay, OH  45840

Ph. (419) 555-5556

Fax (419) 555-4443

Dr. Bob Brown

Associate Professor of Marketing and Academic Advisor
The University of Findlay

1000 North Main Street

Findlay, OH  45840

Ph.(419) 434-5557

Fax (419) 555-4444

bbrown@findlay.edu
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