
Required Resume            

Components 

 Contact Information 

 Career Summary 

 Education 

 Experience 

 Computer Skills 

 

 

The Breakdown 

Remember 

 Highlight skills and accomplishments 

 Resume is marketing tool 

 List professional experience in reverse 

chronological order (recent first) 

 Be consistent in style and format 

 Keep font at least size10 

 Use same style and format for cover letter 

 Check for errors & grammar mistakes 

 1 page for undergraduates/entry-level 

 2 pages for post-grad/professional  

 Don’t include personal information: SSN, 

age,  etc or desired salary 

 Tailor resume & cover letter to specific job 

 Avoid: I, me, or my 

 Past tense for prior positions & present tense 

for current positions. 

 Use a professional email address:  

[yourname]@example.com 

Resume & Cover Letter Cheat Sheet 

The Cover Letter 

 Thank the reader 

within first lines 

 Where you found job 

 Show interest and     
excitement in        

position 

 Why that particular   
position – couple of  

examples 

 Close off strong  

Social Networks 

 Utilize LinkedIn and 

Blogs 

 If on Facebook, Twitter, 
Pinterest,  Instagram, 
Google+, keep things    
professional/politically 
correct, yet infused with 

your personality 

 If uncomfortable with 
social networks,       
frequently check      

privacy settings 

 Don’t announce you are 
applying or              
interviewing for a job at 

XYZ company 

Use ’STAR’ To Effectively Describe Experience  

What was the Situation? 

 

Describe the situation. This 

situation can be from a       

previous job, from a         

volunteer experience, or any 

relevant event.   
S 

What was your Task? 

 

Describe the tasks  involved 

in that situation or the tasks 

that you needed to           

accomplish. T 
What Action did you take? 

 

Describe the action you took. 

Describe what you did. A 
What was the Result? 

 

What happened? How did 

the event end? What did you 

accomplish? What did you 

learn? R 
Managed a resident hall of 

85 residents and ensured 

their quality of life by      

creating 10 successful dorm 

programs with 90%         

attendance rates 

 

Developed and managed    

social media strategy,    

boosting website traffic by 

over 100%, growing       

Constant Contact list by 

88%, and increasing      

Facebook Likes from 200 to 

1000 in two months. 

 

Monitored 30 homeroom   

representatives , lead a 900 

person student body class, 

while successfully creating 3 

new    

extracurricular programs  

Examples 

Resume Types 

 Chronological 

1-2 pages, college students, professionals 
staying same career, list each section reverse    

chronological 

 Functional 

1-2 pages, highlight professional skills,          
professionals with variety of experience,  
career changers, those with gaps in           

employment 

 Hybrid  

Combination of chronological & functional 

 Curriculum Vitae  

Lengthy, highlight work, research interests,            
publications, graduate students, teaching & 

research positions 

Optional Resume       

Components 

 Honors & Awards 

 Activities/Leadership Experience 

 Languages 

 Relevant/Significant Courses 

 Licensure/Certification 

 Professional Affiliation 

Lisa-Marie Pierre; lisainks.com 

Find Jobs 

Careeronestop.com, Monster.com, Yahoo! HotJobs, CareerBuilder, Jobs.com, 
Idealist.org, HigherEdJobs.com, Craigslist.org, LinkedIn.com, company postings, 
newspaper or magazine classifieds, friends and family, community involvement, 

networking events, social media, and more (utilize Google).  

http://www.careeronestop.com
http://www.tkqlhce.com/click-1836255-10359208
http://www.tkqlhce.com/click-1836255-10464641
http://www.careeronestop.com

