Cover Letter and Resume Notes/Tips
The Resume:

·  Provide an Objective Statement

· Include a Profile Section

· Use quality paper

· List Education

· For a College Education – list in the following order

· Name of Degree in the name of your major 

· Name of College

· City, State  Zip of College

· Graduation Date

For High School – Follow the same format, but list course of study instead of degree in the name of your major

·  Include GPA if it is over 3.0.

· Do not use personal pronouns on a Resume (I, me, my, you)

· Use action words and job specific words to highlight your achievements

· Example:  

· scheduled employees

· stocked shelves

· reconciled cash
· Students with little or no job experience should include the following:

· Use of a Chronological or Functional Resume

· Describe class projects and course work that may be relevant to the job to which you are applying

· Indicate how skills developed at school can transfer to the work place

Cover Letter:

·  Always provide a cover letter along with your resume to introduce yourself and let the prospective employer know that you are interested in a specific position.
· The purpose of a cover letter is to help the job-seeker secure an interview.
· The Cover letter will let the employer know the following:
· the type of job you seek
· How well you can write and express yourself in a professional situation
· the letter should serve to interest the employer in wanting to get to know you better.
Do’s and Don’t’s of a Cover Letter:

Do:

·  Include the correct six parts of a business letter
· heading:  your street address, city, state and zip code, current date
· inside address:  Title of employer, address of employer
· salutation:  Dear Ms. Sullivan:  (Remember – business letter salutations are followed by a colon : )
· body of letter:  paragraphs introducing yourself and interest in the position – remember to indent and single-space 
· closing – Sincerely, (Don’t forget to include the comma). Leave three spaces after the closing so that you have room for your signature
· signature:  This should be placed between the Closing and your printed name at the bottom of the page
·  Address the letter to a named individual if possible
·  request an interview

· state that you look forward to hearing from the recipient

· include address, phone number, and email address

· Thank the employer for considering you as a candidate for the position.

· Describe skills gained in the classroom

· Describe sports and extracurricular activities

· Discuss hands-on projects completed in the school setting
Don’t’s of the Cover Letter:

·  Do not inform the reader of the letter what you expect to get out of the job for which you are applying

· Do not ask for a specific salary.

· It is okay to let the employer know what your salary was in previous positions – just do not ask for a specific salary.

·  Do not attempt to flatter the employer with your knowledge of the company.

· Do not state that you will make a follow-up call about the position.  Wait for the employer to call you; just provide your contact information.

· Do not inform the employer what he/she should do for your rather than what you can do for them.

· Avoid addressing the letter to Dear Sir:   or Dear Madam:  That is very dated.  If you do not know the name of the person to whom you are addressing the letter, then use the following salutation:  To Whom It May Concern:
