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WRITING AN EFFECTIVE
COVER LETTER
WHAT IS THE PURPOSE OF A COVER LETTER?

The cover letter tells an employer why they are receiving your resume and for which job you are applying. Study the job description so
that you can specifically communicate what you are applying for and how your skills and experience best match the position. You can
practice writing a cover letter, but you will have to write a new one each time you apply for a job. If you do not change your cover letter
with each job application, you will be less likely to convince a potential employer that you really want the job.

WHEN SHOULD YOU SUBMIT A COVER LETTER?

If you are applying for a job by mailing, emailing, or uploading a resume, you should always send a cover letter. Pay close attention to
the job posting to which you are applying. In most instances, the application process will require both a resume and a cover letter.

WHAT IF IT'S NOT REQUIRED OR OPTIONAL?

If the organization does not indicate that a cover letter is required, you should still submit one as part of the documents submitted to
the organization. The letter can really help communicate to an employer why you are applying and connect any dots about your
academic background and its relevance to the position. It will also give you a competitive edge if other candidates do not submit one
since it is not required.

WHAT IF I DO NOT HAVE ANY OR HAVE VERY LITTLE WORK EXPERIENCE?

In absence of work experience, highlight your transferable skills. Include examples of the times you used them (on a project, as part of a
team, in the classroom). In other words, demonstrate use of communication skills, analytical skills, teamwork skills, etc.

DO I TAKE A COVER LETTER TO A JOB FAIR OR TO AN INTERVIEW?
No. A cover letter is unnecessary since you are meeting in-person.

STRUCTURING YOUR LETTER
Although you can follow the typical business letter format for writing your address, an easy and eye-catching option is to
copy your resume heading to the top of the cover letter.

DATE YOU ARE WRITING THE LETTER
ADDRESS OF THE PERSON YOU ARE WRITING
SALUTATION
Always do the research to identify a specific person to whom you should address your letter. Consider who might be
making the hiring decision by looking at the job description, organization website, the contact on the employer’s
Handshake profile, the supervisor for the position or making a phone call. If you truly cannot identify a specific person, you
should address the letter as Dear Hiring Manager or Dear Hiring Committee. Avoid using “To Whom It May Concern" as this
is too generic.

PARAGRAPH 1 EXPLAINS WHY YOU ARE WRITING.
1) Position you are applying for and why you are interested.
2) Willingness to relocate (if applicable).
3) How you found out about the job and/or how the position relates to your goals.

PARAGRAPH 2 IS YOUR PITCH. DISCUSS HOW YOUR SKILLS FIT THE POSITION.
1) A direct (and sincere) interest you have in what the organization does.
2) Emphasizing the skills/experiences that you have that meet the employer’s needs.
3) Giving one or two related examples of accomplishments that relate to key qualifications and job duties.
4) Experiences could include courses you have taken, class projects, campus involvement, or related work experience/skills.
5) Remember, you are interpreting your resume, not repeating it.

PARAGRAPH 3 IS WHERE YOU CREATE A PLAN OF ACTION.
1) Ask for an interview.
2) What will you do next?
3) Thank the person for their time or indicate your eagerness to speak with them further.

SIGNATURE. Sincerely is the best way to end a business letter.
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COVER LETTER

WRITING AN EFFECTIVE
RESUME
WHAT IS A RESUME?

A resume is a brief summary of your accomplishments projecting what is relevant to the current opportunity you are applying for to
secure and interview. Resumes are strategic documents that offer a snapshot of your qualifications for a specific opportunity. They
need to be tailored for every application. Most resumes are accompanied by a cover letter and reference document.

WHAT GOES ON A RESUME?

ANY experience you have ever had can be considered for a resume. Experiences can include jobs (paid or unpaid), internships, projects,
ISPs, theses, relevant course work, student organization involvement, sports teams, study abroad, volunteer experience, and anywhere
else you gained the necessary skills.
Do not use pictures, except for theatre/vocalist audition resumes. Do not use color, except on creative resumes used for creative roles
including graphic design, communications, marketing, and art.
Remember, your AOC might not directly align with the position in which you are applying and it is okay to pursue multiple
opportunities at the same time. You are gaining transferable skills that are relevant to many fields. Use your resume to communicate
how your studies and other experiences connect to the opportunity. Transferable skills include verbal and written communication,
interpersonal relationship building, technical, problem-solving, research, instructing/guiding, planning, management, leadership,
organizational, teamwork, and analytical.

HOW LONG IS A RESUME?

For most industries and entry-level positions and internships, stick to one page. Two pages max may be acceptable if you can fill the
entire second page, leaving no blank space. Employers read resumes for less than 30 seconds. Two-page resumes are common in
some industries including scientific research, education, government, and healthcare.

HOW DO I GET STARTED?

Do NOT use a template. Start writing your resume by developing a list of the ideal skills and experiences the opportunity in which you
are applying wants (from a job description or critically analyzing what information the reader of your resume may want). Decide what
most relevant and recent experiences should be included. Be organized and consistent with formatting.

Put your margins at 0.5 to 1.0" and your font size to 10-12, except your name, which should be the biggest text in the document.

USEFUL
ACTION VERBS

USEFUL
ACTION VERBS CONT.
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WRITING AN EFFECTIVE
CURRICULUM VITAE (CV)
WHAT IS A CV?

A curriculum vitae, or CV, is a type of resume used by professionals in the fields of academia, medicine, and research. CVs are a
biological chronology of your professional accomplishments throughout your entire career. Use a CV instead of a resume when applying
for research-based jobs or graduate school programs. CVs should focus on research accomplishments including research projects,
professional presentations, publications, as well as teaching, and other non-research experiences (e.g., jobs, service, volunteering).
Organize and prioritize information on your document based on the job/program in which you are applying. Position the most
important information near the top. Consider the document’s purpose when deciding what information/sections to include.

HOW IS A RESUME DIFFERENT FROM A CV?

A CV is used for non-administration jobs in academia and research-focused graduate programs and jobs. A resume is used for any
other type of job or graduate program.
A CV will be a biographical chronology of your accomplishments. However, keep your CV organized and easy to follow.
Education is always listed first on a CV even when you have years of experience.
A CV does not list an objective or a long narrative profile describing qualifications. Instead, use your cover letter to provide that info.
If you did research with a certain professor, include the person's name in your description on a CV. Science and academia are small
worlds, and prospective employers/graduate program directors may be familiar with your professor.
A CV does not have a page limit. This is different from resumes, which need to be one to two pages, maximum.
A CV contains more sections of information than resumes. Experience may be divided between headings for TEACHING and
RESEARCH; education may be divided between DEGREES and CONTINUING EDUCATION or ADVANCED TRAINING. How you
organize this material determines its impact on your reader, so be strategic.
Publications and presentations should be cited in the style of your field (e.g., APA, MLA).

HOW IS A CV SIMILAR TO A RESUME?

A CV should be neatly organized with clear headings and distinct conceptual divisions. You could actually use a resume example to
create your CV as long as you cover the categories needed in your particular field.
Use bulleted phrases that start with action verbs to describe your accomplishments and experience. Remember that it's always best
to communicate your expereicne and accomplishments clearly.
Include only relevant information connected to the goal of the document.
Experience within categories is listed in reverse chronological order (most recent first).
CVs used in the US should not include personal information such as date of birth, weight, height, marital status, etc.

HOW DO I FORMAT A CV?

Margins: 0.5-1.0" | Font Size: 10-12
Font Choice: Choose a font that's simple and easy to read (Arial, Times, Cambria, Garamond)
Spacing: Use single space to group related information and double space between experiences and sections.

INFORMATION TO INCLUDE ON A CV

The organization and presentation of your CV is extremely important. You should list categories by their significance and relation to the
position or program for which you are applying.
Appointments
Consulting
Travel (non tourist)
Laboratory skills
Sports
Awards
Bibliography
Addenda
Affiliation
Pro bono
Committees

Degrees
Dissertations
Theses
Related Courses
Clinics
Training
Specialization
Expertise
Profession
Interests
Employment
Class projects
Research

Study abroad
Teaching
Workshops
Continuing education
Seminars
Conferences
Symposia
Publications
Translations
Presentations
Papers
Lectures
Exhibitions

Volunteer
Service
Languages
Additional activities
Technical skills
Computer skills
Licenses
Credentials
Honors
Scholarships
Fellowships
Assistantships
Grants

