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What is a résumé?

What are the qualities of a successful résumé?

How to Create a Successful Résumé and Cover Letter

Updated February 18, 2016

Part One: Résumés

catch the interest of an employer with your résumé:

Keep length to no more than 2 pages, and o
make use of margins and spacing to keep your
résumé neat and easy to read.

Use a consistent header to keep application o
materials (such as the résumé and cover letter)
together. In the header, give your name and

contact information (phone number and

professional email address that includes your

name).

Save a copy of your résume as a pdf (to o
preserve formatting in your electronic file),

unless another file type is specified, with a

clear and logical file name, such as
janedoe_resume_2016 (first and last name,

document type, and year).

Focus on your relevant experience, such as o
sales, management, and computer experience
(basically, whatever experience the job

advertisement calls for).

When discussing your computer o
experience/literacy, be specific about

programs and versions you are most

comfortable using (ex: Microsoft Word 2016).

A résumé is a snapshot of your experience, skills, and qualifications for
potential employers to consider when you are applying for a job.

You should use the following guidelines to

Focus on the following
abilities: multitasking, learning
material quickly, organization,
communication, and teamwork.

Include educational skills (ex:
accounting) and additional
skills (ex: written or spoken
languages) if relevant.

Choose the general structure
(Chronological, Functional, or
Combination) that works best
for your situation.

Use descriptive verbs (see table
below) and active voice to
describe your contributions.

Edit your résumé carefully,
checking spelling, accuracy of
dates, and
grammar/punctuation.

Descriptive Verbs

Attained Budgeted Implemented Reorganized
Accomplished Built Improved Reduced
Acquired Conducted Initiated Saved
Adapted Controlled Lectured Supervised
Adjusted Coordinated Maintained Treated
Administered Developed Modified Targeted
Advised Established Performed Trained
Approached Expanded Produced Updated
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Choosing the General Structure

Chronological: This structure works for
B m:,'ﬁ applicants with strong employment histories
who are staying in the same career path.
Chronological structure is the most common
means of organization and preferred by most
i employers.
AT e o e et S————— 1 | jst work experience starting with the most

Put dates * Desined marksting sratege o loal and onal companies recent JOb first and include

. ull-time employee:
in bold el gy by o 5 pros o 1t e e Job title and name of company
font for

1/1999 - 5/2002 CASSIDY ENGINEERS, Fort Wayne, IN ° Clty, state, and dates Of employment

emphasis, | S o B AT ; A ) :
wdsinsh e Brief description of title and duties;
A erert i iy Lo MR highlight how you improved the
EDUCATION = i e Company .
e am s o Catalogued responsibilities, such as
« Completed project on I s ‘ manage_rnent! bUd_getaryi
B e R i production, technical

REFERENCES

«  Developed database for mwllmg directly

o Graduated summa cum laua

nal Business and outsourcing

Available upon request

References: State “Available upon request” or exclude this section from résumé. However,
be sure to have the following types of references ready to provide a potential employer:
Instructors for classes in your major (Ask for a letter at the end of the semester.);
Employers; People working in the field you are targeting who know of your credentials.

Functional: This structure, also called a skills
résumé, highlights abilities acquired through Gwendolyn Lioyd

590 Wales Rd.
s

volunteer and unpaid experience. It can also be
helpful to those changing fields.

Objective Director of volunteer activity at The Make-A-Wish F dat

. Skills and Abilities This Skills
For each Job yOU app|y fOI’, Cl’eate a / Management :}“(:'I\;[m[llmvl‘uldlr.um!\g of volunteers R -

eduling of volunteer shifts

o L o i bl et and Abilities
specific job objective that clarifies the / SRt P,

sy - H HTH lice roficiency in Microsol fice 2010 SECtIOH 1S
position you are interested in filling. . Bookkcepig e categorized
DOﬂdt r?akehthe employer gUESS What y0U Writing ;:u“rl:r"lll\\;‘:::;‘\:w telemarketers aCCOI’dIng tO
can do for them. Organization Donations of refreshments and gifts 5k|” type

Note: The objective statement may be Esiblishioant of sppart govpe
; i bk The Related
optional for some positions.

Related Experience .
2002 - present Volunteer office Glenwood Jr. H.S. Experlence

Use Microsoft Of 2010 to create promotional materials, enter data, and

keep financial records for PTO. Create phone trees and scripts for callers. | S@CTION
2000 - 2004 Director of Book Fair — Brookdale Elementary School (Starting With

Assessed market, ordered books, and kept financial records, Recruited,

i volunieer staff. Reported to PTO. most recent)
er — Toledo Marlins shows how the

ay meets, organized donations for

trained, and orga

1995 - 2000

This Education (Post-secondary) section

. (P . _— l;:m(l[unl\ trained meet officials in Skl”S have
includes the basic information of been used in
graduation year, degree(s) earned’ and 2006 Associate of Applie 4 Business, Owens C ommunity College, Toledo, OH unpaid
school name and address. You may also e 1B it s eEares iti

. 1088 elders, 5. Lo, _ positions.
include years attended, honors and prglsirpad oo ohie by i

scholarships earned, major courses
related to field, and major projects
completed.
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Use white
space for
readability
and
balance.

Emphasize
abilities.

License & Licensed ¥
Certification

Laura McStudent (419) 555-1234 lauramestudent(@ yahoo.com

Laura McStudent, LPN
600 Elmwood Avenue
Small-town, OH 49000

(419) 555-1234

ctical Nurse State of Ohio, December 10, 2013
fon (expines August 2014)
First Aid Certification (expires March 2015)

Education Associate of Applied Science, Owens Community College, Findlay,
Ohio 2
LPN Certification

Nursing Toledo Children’s Hospital, Toledo, OH

Experience Clinieals 2012 - 2013

Taught patients and their families for a surgical experience
Monitored vital signs immediately after surgery

Skills & Skilled and trained in all LPN duties and have applied every skill

Abilities Ability to inter: h chil evere physical, ¢ ,
psy ical problems
Abi blish rapport and communicate well with both patients and

with children with severe physical, emotional, and

Teaching and training—other employees, patients, and their families

Accomplishments  Created a comic book to teach children about the hospital experience and

help them know what to expect
Wrote a Parent Information Handout to inform parents about the
procedure for same day surgery

Workshop Leader for Positive Action Committee - Rev !nuuj Unit Clerk
Expectations, resulting in a hospital-wide increase in the

productivity
Awards Hospitality Award, Image of Nursing Award
Professional American Nurses Association
Associations Ohio Nurses Association

Nursing Council Forum

Combination: This structure contains
elements (such as educational experience and
skills obtained through means other than paid
employment) from both chronological and
functional résumés. When using this résumé
structure, one must avoid repetition and be
careful not to create a résume that is too
lengthy.

\/

The Accomplishments and
Awards sections are optional and
should contain achievements
relevant to the position, which will
be of interest to the employer.

Part Two: Cover Letters

The purpose: To convey your understanding
of the company’s current needs and to reflect
your skills and personality in depth

1.

NGO

Do some basic research about the
specific company, town, and interviewer
(if possible) so that you can customize
the letter to that specific job.

State the name of the person who
referred you to the position or where you
saw the position advertised.

Include the title and the position for
which you are applying.

Briefly express what you can offer the
company and why you are interested in
the position, highlighting the qualities
not evident in the résumé.

Express your interest in an interview.
Keep it short and simple.

Follow proper business letter format.
Read it several times, checking for typos
and misspellings.

ee
résumé. If you have any questi
(419) 555-1234. Thank you for considering
you

Laura McStudent (419) 555-1234 lauramestudent (@ yahoo.com

Laura McStudent

600 EImwood Ave.
Small-town, OH 49000
May 17,2014

Start the letter with your
address and the date, followed
by the company’s address.

Director of Human Resources
Flower Hospital
200 Harroun Rd.

Sylvania, OH 43560
Dear Mr. Jacobs:
After hearing from Dr. Kathy Pear about the cancer research and post-operative care given o

YO urmu ents, 1w l\.pl d to learn that th apening in your Onee nit for an
n filling the full-ti

c
especially interested in workin

As a student nurse at Toledo Children’s Hospital, I enjoyed working closely with families
 the medical proes edures and e eparing children for surgery. To he Inmlh \pT anation

L I(rk In llm
minimizing the
within the hospital as \‘-\.H as the surrounding community.

y of the unit clerks by
ely with all departments

I welcome the opportunity (o m
lestions,

with you to further discuss the position and have enclosed my
| me at lauramestude o.com or call me at
2 me for this position. I look forward to hearing from

Sincerely,

Laura McStudent

Include your contact
information (phone number
where you can be reached and
professional email address).




