Résumé and Cover Letter Assignment
(100 points)

Résumé 
1.  Create a résumé based on your activities during high school to show your suitability for college.

A.  Your Objective should read “To attain a bachelor’s degree from (insert college or university) in (insert major) as preparation for a career in (insert field).”

2.  Résumé should be printed on high quality paper of a subdued color.  There should be no decorations or

     specks on the paper. 

3.  See the rubric for additional specifics. 

Cover Letter
1.  Your cover letter should be addressed to the admissions counselor at your dream school.  This may 
      necessitate some research and must be accurate.  You need both the name and the address of the 
      admissions office.  Do no just write “UCLA admissions.”  Be specific.

2.  Your cover letter should include specific information about your school of choice to prove you have an 
      understanding of the school and why you are a good match.

3.  Cover letter should be printed on high quality paper of a subdued color.  There should be no decorations 
     on the paper.

4.  See the rubric for additional specifics.

Benefits
This letter and résumé will serve three purposes.

1.  You will learn all elements of résumé and cover letter writing.

2.  You will investigate your accomplishments as well as schools that meet your needs before you 
                 write your college application essays.

3. You can use this résumé when you ask previous teachers for letters of recommendation.  Having specific information about you, in addition to what they know of you from class, can only help your teachers as they write your letters. 

Cover Letters
What is a cover letter?
· A short and concise letter written in business letter format

· Acts as a sales pitch, giving a prospective employer or administrator a good first impression of you and emphasizing how your skills and experience are an asset

· Cover letters and résumés should be typed on matching high-quality paper and sent in a matching envelope (Note: You will NOT provide an envelope for this assignment)
Content Guidelines
Do:  
· Address your letter to a person rather than a position.  If you don’t know who will be reading your letter and résumé, call the company or school to find out

· Be brief.  Fit the letter in one page

· Use strong, dynamic language

Don’t:
· Say anything negative

· Repeat information already on your résumé, unless you can add a personal spin on an outstanding qualification

Layout
Use Times New Roman, 12 point font, 1" margins

Use block style business letter format 

Do NOT use abbreviations (write Street, not St.; write Avenue, not Ave.; write California, not CA)
An Excellent Cover Letter
Hook
Explain why you are writing

Grab your reader’s attention.  Use energetic language.  Find a unique angle.

Pitch
Explain why you are the best candidate for the job, position, etc.

Detail the skills you’d bring to the company or program

Mention any especially outstanding awards and qualifications

Show some knowledge of the organization or company

Close
Sum up in one or two strong sentences

Tell the reader the action you expect of him/her

Warning!  Do NOT include the following in a cover letter or résumé:
· The label “résumé ” or the phrase “references are available”

· Hobbies or memberships in social organizations

· Reasons for leaving a job

· Potentially negative information

· Feeble attempts at humor or sarcasm

· Lies or exaggerations

· Grammatical and spelling mistakes

· An embarrassing e-mail address

· Apologies for lack of experience or qualifications 

Résumés


What is a résumé?
· A one-page summary of your job experience, education, achievements, and goals

· A list of qualifications that shows your suitability for a job, program, etc.

Components of a Résumé 

1.  Contact information
At the top of the résumé, list your name, address, telephone number, and e-mail address

2.  Objective 
An objective statement is a 1-3 sentence summary of your qualifications for a specific position. You might think of it as the thesis statement for your résumé. Everything contained in the résumé should work to prove that what you have said in your objective statement is true and that you are qualified for the position you want. They are essential for readers to be able to understand what position you want and what your qualifications are.

Your objective statement should include:


•  length of the position you are seeking 


•  job title you for which you are applying (if possible) 


•  field or industry in which you wish to work 


•  your most relevant skills or qualifications

Examples: 
A full-time position involving the development of management information systems on mini or microcomputers, using my communication and problem solving skills, and leading to responsibilities as a systems analyst.

A summer internship as a project engineer with a construction company that will utilize my experience in field engineering, cost controlling and estimating.

A full-time position as a systems analyst which will allow me to use my programming, technical writing and supervisory skills to lead a group of dynamic employees.

3.  Education

List your academic experience


Name and location of your high school, college, or university


Include your high school graduation date as you have yet to attend college


Include your G.P.A. if it is above 3.0

List course work that is relevant to your application or goal

4.  Work experience
This is the most complex section of your résumé.


Include name of company or organization and location (city, state) 


Position title 


Dates of employment or involvement 


Descriptions of responsibilities, duties, achievements, etc.



•  Provide a concrete description of the specific activities in which you participated



•  Think about how aspects of your previous jobs relate to the position for which you are 


     applying and tailor your description to fit the job or activity for which your are applying 



•  Break each job (paid or unpaid) into short, descriptive phrases or sentences that begin with 

     action verbs (see attached list)

5.  Awards, honors, and activities
This may be divided into multiple sections depending on reasons for résumé.  Only recent graduates or students should include this section.


Include any office or official position you held


Include selection criteria so that the reader understands the significance


Spell out any acronyms your employer may not recognize 


Include dates

Creating a Résumé 
Layout
Keep your résumé clear and easy-to-read with one or two different font styles and sizes. Avoid the busy look of too many styles and sizes.

Employers or administrators will usually take, at most, only thirty-five seconds to look at this one-page representation of yourself before deciding whether to keep or discard it. To insure that you will make it past that initial screening, you should design your résumé in such a way that employers can read the document easily and process information quickly. One way to do this is to conform to the conventional format of a résumé, since employers know how résumé s work and where to locate certain information.
· One page only

· Margins no less than .75” and no more than 1”
· Clearly label résumé’s parts; use consistent format
· Shorter is better.  No section should be more than 7 lines long

· Proof read (use both human checking and computer checking) 
· Double check all dates and information

· Use top quality paper in subdued colors such as off white or ivory; no decorations or specks
· Do not photocopy

· Do NOT use abbreviations (write Street, not St.; write Avenue, not Ave.; write California, not CA)
Language

· The language of your résumé  should be direct and forceful 

· Use short sentences that clearly describe individual components of a job 

· Use fragments that begin with action verbs, leaving out “I” 

· Eliminate excessive punctuation, and omit articles (a, an, the) if needed. 

· Use action verbs (see attached list) 

Types 

There are three common styles of résumés: functional, skills, and chronological.  In this class, we will utilize the chronological style of résumé.

For information and examples of functional and skills résumés, please see 
http://owl.english.purdue.edu /handouts/pw/p_yrestyles.html.

Chronological Résumé Style (College Sample)

This style of organization is very conservative, and it is most useful for people who have work experience in positions which are closely related to their desired employment. This style is also most suited to people who have not had long periods of unemployment time between jobs. This format starts with the present, or most recent, job and progresses back in time.

Juliana Norwich
16 Shewings Boulevard, No. 1373

Bloomfield, Illinois 39123

(435)123-1234

jnorwich@aol.com
OBJECTIVE
To obtain a bachelor’s degree from Scripps College in the field of Life Sciences as preparation for a career as an endangered species researcher 

EDUCATION 
Monticello High School 







Graduation Date: June 2007

Bloomfield, Illinois 


•  Advanced Placement Biology, Honors Chemistry, Physics, Biology


•  Four years of Honors English


•  Advanced Placement Spanish V


•  Art Portfolio

Grade Point Average 3.40/4.00
EMPLOYMENT AND COMMUNITY SERVICE
Innifree Farm, Whitehall, Virginia







Summer 2002 - Present

Counselor

· Taught horseback riding to adults with disabilities








· Supervised horse grooming

· Emphasized safety

· Participated in cleaning and feeding duties

Cale After-School Program, Charlottesville, Virginia




September 2000 - June 2001

Assistant

· Coordinated after-school activities for elementary school students


· Led teams of 10-15 students in reading, sports, arts, crafts and other extra curricular activities 

SKILLS AND QUALITIES 

Computer Skills: Microsoft Office applications (Word, PowerPoint, Photo Editor), Dreamweaver

Language Skills: Spanish - proficient (5 years)

Work Ethic: Consistently turn work in on time, good attendance, and dependable

Communication and Leadership Skills: Class Officer (11th and 12th grade)

ACTIVITIES 
Spanish Honor Society








2000 - 2003



World Cultural Club








Fall 2001, Fall 2003

National Honor Society








2003

Leadership 









2003

HONORS AND AWARDS

Academics: Biology award







2000

Sports: Field Hockey “Best Team Player”






2000
Chronological Résumé Style (Job Sample)
The main difference between this sample and the previous sample is the objective statement. 

David Allen Taylor
230 South Chauncey Street

West Lafayette, Indiana 47906

(765) 743-4907

dtaylory@yahoo.com
OBJECTIVE
A career in landscape design with emphasis on housing and real estate development

EDUCATION
Purdue University

Bachelor of Science in Landscape Architecture



May 1994

Grade Point Average 5.46 on 6.00 scale

WORK EXPERIENCE
Selig Landscaping






May 1993 - Present

Indianapolis, Indiana 


-   Drafted planting designs for commercial and residential projects


-   Figured costs estimates for subcontractor bidding


-   Installed landscape designs and plant materials

Philip L. Strock Residence





May 1992 - August 1992

Anderson, Indiana


-   Drafted residential planting designs


-   Installed landscape plans

Indianapolis Museum of Art




May 1991 - August 1991

Indianapolis, Indiana 


-   Maintained the landscape of the Lily Mansion and Art Museum


-   Worked in turf maintenance, tree pruning, and shrub care

HONORS AND ACTIVITIES 

Sigma Lambda Alpha - Landscape Architecture Honorary 

1993

Pi Alpha Xi - Horticulture Honorary




1992

Dean’s List 







Fall 1991, Fall 1992, Spring 1993

Action Words for Résumé  
Action words make a résumé come alive.  Use action words to describe your experience and accomplishments.  Do not ever let your cover letter or résumé leave your hands until you have described your accomplishments, skills, and experiences using these key action verbs.  Remember to use these action verbs in writing your résumé and cover letters to increase the strength of your writing and make potential employers take notice of your accomplishments and skills.

Which are right for your résumé?


	accelerated
	accomplished
	administered
	achieved

	advised
	analyzed
	appointed
	arranged

	assisted
	attained
	balanced
	budgeted

	built
	calculated
	cataloged
	chaired

	collaborated 
	compiled
	composed
	computed

	conducted
	constructed
	consulted
	created

	delegated
	demonstrated
	designed
	developed

	devised
	directed
	persuaded
	edited

	educated
	encouraged
	evaluated
	established

	examined
	executed
	expanded
	expedited

	extracted
	facilitated
	formulated 
	founded 

	generated
	headed
	helped
	identified

	illustrated
	implemented
	improved
	increased

	innovated
	instructed
	integrated
	interpreted

	launched
	maintained
	managed
	marketed

	mediated
	monitored
	negotiated
	operated

	organized
	performed
	planned
	prepared

	presented
	prioritized
	processed
	produced

	programmed
	proposed
	provided
	promoted

	published
	regulated
	reorganized
	recruited

	represented
	researched
	resolved
	restored

	restructured
	retrieved
	revised
	scheduled

	shaped
	sold
	solved
	streamlined

	summarized
	supervised
	taught
	trained

	upgraded
	utilized
	wrote
	worked


What Are Your 
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      Skills?
Hard Skills (technical or administrative procedures related to an organization’s core business)
  Computers

  Science


  Foreign language

  Video equipment
  Writing


  Music

  Money handling

  Art



  Math

· Hand or power tools

Soft Skills (also called “people skills;” people skills are needed for everyday life as much as they are needed for work)

  Patience


  Problem solving
  Enthusiasm

  Creativity


  Leadership

  Team Work

  Reliability

  Hard working

  Communication

· Listening and comprehension

Your career background and success is a combined effort of hard and soft skills. Hard skills are easily defined and listed on your résumé, such as accomplishments, education, and work experience. Soft skills can be troublesome when put into writing. Soft skills can only be evaluated and confirmed by an in-person meeting. When the experience, education, and hard skills are equal, the candidate with the best soft skills will succeed and get the job.

Soft skills embody your verbal skills, poise, sense of humor, smile, self-confidence, eye contact, listening ability, honesty, energy level and intensity, leadership, attitude, integrity, handshake, and vocabulary. Soft skills are best defined as the reflection of an individual’s persona. Listing your soft skills on your résumé is discouraged because it will appear to be over-selling or egotistical. A résumé stating I am, "a highly motivated, self-starter, energetic, people person with strong communication skills; a proven leader that can do the job for you," reads like a personal ad. These statements can create a false impression and do more harm than good.  

The bottom line is that your work experience and hard skills stated on your résumé will secure an interview. During the interview your soft skills will do the heavy lifting and earn you the job.

excerpted from http://www.dearheadhunter.com/dh_columns/yourrésumé .html 

NAME: _____________________________________________
      DATE: _____________   Period: _________

TRANSFERABLE SKILLS (Hard/Soft Skills)

	SKILLS/EXPERIENCES
	I Enjoy
	I Do Well
	At Home
	At Work
	At School
	Volunteer
	Other

	I can work with numbers
	
	
	
	
	
	
	

	- I can calculate numbers (compare; analyze)
	
	
	
	
	
	
	

	- I can make a budget
	
	
	
	
	
	
	

	- I can balance a checkbook
	
	
	
	
	
	
	

	- I conduct money transactions
	
	
	
	
	
	
	

	- I check for accuracy (audit)
	
	
	
	
	
	
	

	I communicate well
	
	
	
	
	
	
	

	- I enjoy talking with people
	
	
	
	
	
	
	

	- I can give speeches (verbal)
	
	
	
	
	
	
	

	- I can write reports
	
	
	
	
	
	
	

	- I can explain things (train; teach)
	
	
	
	
	
	
	

	- I ask a lot of questions (curious)
	
	
	
	
	
	
	

	I can solve problems
	
	
	
	
	
	
	

	- I identify problems (troubleshoot)
	
	
	
	
	
	
	

	- I improve things (adjust; change)
	
	
	
	
	
	
	

	- I recommend solutions (suggest)
	
	
	
	
	
	
	

	- I solve problems (settle; work out)
	
	
	
	
	
	
	

	I work well with people
	
	
	
	
	
	
	

	- I get along well with others (friendly)
	
	
	
	
	
	
	

	- I enjoy meeting new people (outgoing)
	
	
	
	
	
	
	

	- I like to help others (cooperate)
	
	
	
	
	
	
	

	- I have been on a team (staff; crew)
	
	
	
	
	
	
	

	I am a creative person
	
	
	
	
	
	
	

	- I look for different ways to do things
	
	
	
	
	
	
	

	- I have new ideas (original)
	
	
	
	
	
	
	

	- I like to try new things
	
	
	
	
	
	
	

	- I create things (stories; music)
	
	
	
	
	
	
	

	- I like to draw (paint; design)
	
	
	
	
	
	
	

	- I like to perform (sing; dance)
	
	
	
	
	
	
	

	I am a leader
	
	
	
	
	
	
	

	- People ask me for help (advise)
	
	
	
	
	
	
	

	- I initiate activities (start)
	
	
	
	
	
	
	

	- I have supervised (captained; managed)
	
	
	
	
	
	
	

	- I run meetings (direct; lead)
	
	
	
	
	
	
	

	- I make decisions 
	
	
	
	
	
	
	

	- I like to be the first to try something
	
	
	
	
	
	
	

	SKILLS/EXPERIENCES
	I Enjoy
	 I Do      Well
	At Home
	At Work
	At School
	Volunteer
	Other

	I can work with my hands
	
	
	
	
	
	
	

	- I fix things (repair)
	
	
	
	
	
	
	

	- I make things (prepare; cook)
	
	
	
	
	
	
	

	- I use tools
	
	
	
	
	
	
	

	- I build things (assemble; construct)
	
	
	
	
	
	
	

	- I run equipment (operate)
	
	
	
	
	
	
	

	I am a good organizer
	
	
	
	
	
	
	

	- I plan events or parties
	
	
	
	
	
	
	

	- I schedule activities
	
	
	
	
	
	
	

	- I schedule my time
	
	
	
	
	
	
	

	- I am detail-oriented (precise)
	
	
	
	
	
	
	

	- I meet deadlines
	
	
	
	
	
	
	

	- I coordinate things 
	
	
	
	
	
	
	

	Other 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


1.  What are some of your strengths?  (What are your strongest transferrable skills?)
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2.  Name three good things a past boss or teacher would say about you?




3.  Why should someone hire you or accept you to his/her college (besides your grades)?




4.  What three areas do you need to improve?




NAME: _______________________________________________ 
DATE: _____________   Period: _________

Résumé  Worksheet

This is not a résumé !!  This is only a worksheet to collect information.  Do not use this as your résumé !

(Full Name)
_____________________________________________________________________________





First


Middle Initial.


Last

(Address)
_____________________________________________________________________________



Street



_____________________________________________________________________________



City,                


 State                                                                    Zip Code

(Phone Number)
(_____)________________________    e-mail  _______________________________________

JOB OBJECTIVE:
 ______________________________________________________________________________________________________


______________________________________________________________________________________________________

EDUCATION   _________________________________       ______________________________       
________________




School



City, State



Expected Grad Date


GPA:_________ (optional and only if 3.0 or higher)
Related Classes: (list vocational/technical classes, foreign language, etc.)

1.  ______________________________________________

2.  ______________________________________________

3.  ______________________________________________

4.  ______________________________________________

5.  ______________________________________________

6.  ______________________________________________

WORK EXPERIENCE (List most recent job first)

1.  __________________________________________      __________________
_______________________



Business




Job Title


Dates (Beginning date- end)

Duties: 








_______________________________________________________________________________________________

_______________________________________________________________________________________________

2. __________________________________________      __________________
_______________________


Business




Job Title


Dates (Beginning date- end)

Duties: 

_______________________________________________________________________________________________

_______________________________________________________________________________________________

3. __________________________________________      __________________
_______________________


Business




Job Title


Dates (Beginning date- end)

Duties: 

_______________________________________________________________________________________________

_______________________________________________________________________________________________

VOLUNTEER EXPERIENCE

1.  __________________________________________      __________________
_______________________

Business





Job Title


Dates (Beginning date- end)

Duties: _________________________________________________________________________________________

_______________________________________________________________________________________________

2.  __________________________________________      __________________
_______________________

Business





Job Title


Dates (Beginning date- end)

Duties: _________________________________________________________________________________________

​​

_______________________________________________________________________________________________

3.  __________________________________________      __________________
_______________________

Business





Job Title


Dates (Beginning date- end)

Duties: ________________________________________________________________________________________

______________________________________________________________________________________________


SKILLS AND QUALITIES (Each line should begin with a verb or 

an adjective;  for example Skilled in ..., Certified in ...

1.  ___________________________________________________

2.  ___________________________________________________

3.  ___________________________________________________
7.  __________________________________________ 

4.  ___________________________________________________
8.  __________________________________________

5.  ___________________________________________________
9. __________________________________________

6.  ___________________________________________________
10.  _________________________________________

ACTIVITIES   (List clubs, extracurricular, volunteer)

1.  ______________________________________________

2.  ______________________________________________

3.  ______________________________________________

4.  ______________________________________________

5.  ______________________________________________

6.  ______________________________________________

HONORS AND AWARDS

1.  ______________________________________________

2.  ______________________________________________

3.  ______________________________________________

4.  ______________________________________________

5.  ______________________________________________

6.  ______________________________________________

WHO NEEDS A COVER LETTER? 

Everyone who sends out a résumé does! Even if the cover letter never "came up" in conversation or wasn't mentioned in an advertisement, it's expected that you will write one. 

1. It is regarded as a sign of laziness (sorry about that) to send out a cover letter that is not tailored to the specific company. Yes, it adds to the wear and tear of looking for a job! But the good news is: the cover letter gives you another chance to emphasize what you have to contribute to the company or organization. Don't give the person screening the résumé s a second to entertain the thought: "But how can this person help US?" Your cover letter will answer that question in your own words. Your résumé will also answer that question but in a somewhat more rigid format. 
What makes a Good Cover Letter?

1. No grammatical, spelling, or typing errors. Not even one. 

2. Address it to the person who can hire you. Résumés sent to the personnel department have a tougher time of it. If you can find out (through networking and researching) exactly who is making the hiring decision, address the letter to that person. Be sure the name is spelled correctly and the title is correct. A touch of formality is good too: address the person as "Mr.," "Ms.," "Mrs.," "Miss," "Dr.," or "Professor." (Yes, life is complicated.) 

3. Write it in your own words. Make it sound like you--not like something out of a book. Employers are looking for knowledge, enthusiasm, and focus. 

4. Show that you know something about the company and the industry. This is where your research comes in. Don't go overboard--just make it clear that you didn't pick this company out of the phone book. You know who they are, what they do, and you have chosen them! 

5. Use terms and phrases that are meaningful to the employer. (This is where your industry research and networking come in.) If you are applying for an advertised position, use the requirements mentioned in the advertisement in your cover letter. 
Make sure your cover letter contains each of these requirements and shows how you measure up.
SAMPLE COVER LETTER
930 Highland Avenue
State College, Pennsylvania 16801 
May 15, 2007 


Mr. Gerard Berger 
Manager of Human Resources 
BB & T Bank 
1023 Collins Avenue 
Philadelphia, Pennsylvania 19122 

Dear Mr. Berger: 

I am applying for the position of bank teller, which was advertised May 13, 2007 with the career services center at Monticello High School. The position seems to fit very well with my education, experience, and career interests.


According to the advertisement, your position requires excellent communication skills, computer literacy, and a high school diploma. As you can see from my attached résumé , I will be graduating from Monticello High School next month with a Standard Diploma.  My studies have included courses in Accounting and Computer Information Systems, and Advanced course work in English, Math and History.   I understand the position also requires a candidate who is team- and detail-oriented, works well under pressure, and is able to deal with people in departments throughout the firm. These are skills I developed both in my course work and in my recent internship at Hunter & Katchur Finance Inc. in Boalsburg, Pennsylvania. 

My background and goals seem to match your requirements well. I am confident that I can perform the job effectively, and I am excited about the idea of working for a dynamic, nationally recognized banking firm. 

If you would like to schedule an interview or otherwise discuss my interest in this position, please call me at 814/555-2468. I will be available at your convenience.


Thank you for your consideration.

Sincerely,

(sign your name)

Amy Sherwood

Cover Letter and Résumé   Rubric

Name _____________________________ 
Date:
____________
Period _____

	Components

	  Wow!

20
	  Okay

17
	   Not

   Quite

15
	Did not

 meet expectations

13
	 Did not do

-0-

	Cover Letter: Hook (grabs attention, explains why author is writing); Pitch (explains why writer would be an asset; gives specific examples); Close (includes additional contact information; thanks reader for his/her time)
	
	
	
	
	

	Résumé : Clear and concise objective; inclusion of essential dates and information; description of duties/activities
	
	
	
	
	

	Language

	20
	17
	15
	13
	-0-

	Cover Letter: Strong and dynamic; brief and concise; no sarcasm, humor, or exaggeration; correct grammar and mechanics
	
	
	
	
	                  

	Résumé : Use of fragments beginning with a verb; use of action verbs; few pronouns; concise; correct grammar and mechanics
	
	
	
	
	

	Format
	10
	8
	7
	6
	-0-

	Cover Letter: Proper Business Letter; Addresses a person; proper e-mail address; Cover Letter paper
	
	
	
	
	

	Résumé : Clear, unmuddled; pleasing to the eye; Résumé  Paper
	
	
	
	
	


Possible Points: 100



Points Earned:   __________

Hard Skills - Knowledge of: computer/software, video equipment, specific tools.  Excel in math, science; artistic skills


(music, dance, etc.); certifications
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The opening (1 paragraph): Tell why you are writing and the name of the position or field. Tell how you heard about the opening (school placement office, newspaper ad, referral, etc.), and why you are interested in this particular company, location, or type of work.





The body (usually 1 or 2 paragraphs): Sell yourself. State that you have enclosed your resume.  Outline your strongest qualifications that match the position requirements. Provide evidence of your related experience and accomplishments.  Convince the employer that you have the personal qualities and motivation to perform well. Indicate any knowledge you may have of the organization that demonstrates you have done research and are familiar with their operation.





The closing


 (1 paragraph): Close by making a specific request for an interview and indicate that you will call during a specific time period to discuss interview possibilities. Show appreciation to the reader for his or her time and consideration.
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