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Write:
the job you want.

Brainstorm and List:

all your skills. Don't limit yourself to just what you've done on the job. Are you good with people? Are you outgoing, or
are you quiet and studious? Have you led any teams or been a member of any teams? These types of skills can be
useful in a “Summary" section on the resume and can be useful in your application/cover letter.

List:
your places of employment. What is or was your job title? If you had several titles, you can list all of them. What dates
did you work? You can use months and years or just years. You do not need to write out complete addresses.

List:
what you did at each job. Look at the job-seeker action verbs handout on the Career Services website. Use some of these verbs in your application/cover letter and
your resume.

List:
where you are going and/or went to school. What classes have your taken that are relevant to the job you seek? You can could list these classes in your resume
and/or refer to them in your application/cover letter.

Determine:
what makes you unique and special. How will you stand out from all the other applicants? What do you bring that the others don't?
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The following provides an example and an explanation for a combination resume. Adding the "Summary" section at the beginning places attention on your skills and
can be useful if you have gaps in your employment history. Even if you don't have gaps, the "Summary" section offers a way to highlight your specific skills. You may
choose to do a combination resume, a traditional chronological resume or a functional/skills resume. Many people find the combination resume offers the most
flexibility.

Notice how this example uses the white space effectively. The resume contains no large gaps of white space and uses the headings to draw the reader's attention to
the items that are most important. Here are some basic tips:

« Do not overspace your resume. Double space is sufficent between blocks of information.

« Try to get the resume to fit on one page unless you have a ot of degrees and work experience.

« Keep the design simple, but your name in the header should stand out--slightly larger font, different font, and/or in bold.
« Remember, a hiring manager needs to read this quickly and understand what makes you a candidate.

Your Name
Address.
Phone Number
Email

Summary of Background (optional)

You can also call this “Summary” or some other heading. You can use this to show your employer what kind of worker you are and what special skills you bring to the
position. An example might state: "Self-starter with demonstrated achievements in sales and customer service. Dependable and reliable worker. Able to work under
pressure and meet deadlines. Proficient in Microsoft Office" Remember, "I and "my" aren't used. You can write this in paragraph form for use a bulleted list. Use
plain bullets.

Education (required)

Sinclair Community College Dayton, Ohio 2006-present

« Business Administration Major.
« Expected Graduation Date: June, 2010.
« Grade Point Average: 3.80. Dean's List Every Quarter.

You can use something like the above example. List the most recent first. If you are five years or less out of of high school, you can list your high school. If it's been
more than five years, leave the high school out. You can vary the format of the information, but do start with the name of the institution and give the dates of
attendance. Leave your grade point average out if it's less than 3.00. If you don't know your expected graduation date, you can leave that out. You can also state how
many credit hours you've completed and even list courses that you've taken-especially if the courses are relevant to the job.

Work Experience (required)

You can also call this heading "Professional Experience:” " Job Experience:” or just "Experience” Like the Education section above, begin with the most recent job first
and work your way backwards. Generally, you don't need to go back more than 10-15 years. Give the name of the place you worked, the location, and the dates.
Then, list your accomplishments. Instead of saying “duties included.. and "responsible for.." use action verbs. You can use something similar to the following
example:

Acme, Inc. Dayton, Ohio 2005-present

Customer Service Representative
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Customer Service Representative

« Conduct customer satisfaction surveys.
« Coordinate reports.
« Organize comment cards.

The job title is listed after the company name, location, and employment dates. You can use bold or italics to make it stand out if you want, but don't use bold and
italics together as too much emphasis can overwhelm the reader. Notice how the job duties are listed as achievements and each bullet begins with an action verb.
Usethe eker action verbs handout from the Career Services website to get ideas on verbs you can use. Since This person currently works at Acme, the verbs
are written in present tense. When you list jobs you did the past, use past tense verbs.

Skills (recommended)

This section lists skills, talents, education, experiences, and other professional attributes that may not appear under education or work experience. Examples are
foreign languages, technical or mechanical skills, computer knowledge, special projects, professional recognition, temporary projects, etc.

References (optional)

You donot need to list references here. Just write "Available upon request” or "Furnished upon request” Do have a list of references available when you interview.
Note: Some like to add headings for awards, special training, and so forth. That's optional, but one tip: Only put these in f they are relevant to the job. The fact that
you're a top bowier in the Wednesday league is probably not relevant, unless you're applying at a bowing alley!

The spacingis up to you, but the resume should appear neat and clean without too much white space. A one-page resume s fine; the average resume is two pages, so
if you go over a page, that's okay!




image4.png
Tips for Completing A Job Application Letter ~ - K

Printer-friendly version

Below is the sample Application/Cover Letter for the assignment and tips for completingit.

Your Address
Your City, State Zip Code
Phone Number

Date

Individual s Name
Title of Individual

Narme of Company
Address

City, State and Zip Code

Dear Individual s Name (use last name and use Ms. or Mr. or full name if you don t know the gender of the person):

State the position or type of work for which you are applying, and how you learned about the opening. Use a sentence like this: “The position for Marketing Assistant
advertised in the November 5 edition of the Dayton Daily News seems perfect for someone with my qualifications (Put the names of publications--newspapers--in
italics.) Next, add a sentence or two summarizing these qualifications. You might use sentences like these: "l worked in telemarketing and retail for two years. | have
also completed 24 hours in Business Management at Sinclair Community College with a grade point average of 3.8

The second paragraph should elaborate more on your qualifications and on what you can do for the employer. If you are a recent graduate, explain how your
academic background makes you a qualified candidate for the position. If you have some practical work experience, point out the specificachievements or your
unique qualifications. However, do not repeat your entire resume.

Inthe third and final paragraph, state your resume is enclosed. Close the letter with a statement that will encourage a response. State specific times and dates that
you are available to interview; try to be as flexible as possible. Avoid sentences like "I would love to work for you," or "I am so excited about..." and so forth.

Sincerely, (4 spaces)
(your handwritten signature only)
Type your full name

encl. (to indicate the resume is enclosed)
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The correct use of these criteria will determine your grade on your final letter and resume:

JOB APPLICATION LETTER CRITERIA:

The letter is organized correctly:

1. The first paragraph states the job and where the writer viewed the job opening. It also provides afew summary statements that state why the writer is
qualified. Itis 4-6 lines in length.

2. The second paragraph provides specific details about the writer's unique abilities. Itis 5-7 lines in length.

3. The third paragraph refers to the resume and states when the writer is available to interview. It is 2-3 lines in length.

The font is standard (Times New Roman, Arial, Calibri) and is 12 point. The font matches the resume.

The letter emphasizes what the reader wants to know, although I, my, and me may be used. However, keep the emphasis on what the reader will receive.

The letter uses positive words.

The writing includes specific and accurate word choice and details and does NOT use the following words: thing, good, really, very, extremely, wonderful,
outstanding, or any synonym of the above (refer to the online lesson).

The writing uses active versus passive voice. The writing uses s, are, was, were, be, been, being, and am ONE time or less per paragraph, and does not use
“There is, there are, there was, there were, there__be, and there ___ been" at all. Instead, the writing uses action verbs such as describes, shows, presents,
writes, run, ran, talked, talk, and so forth (refer to the online lesson).

The writing uses familiar words.

The writing uses no slang, cliches, trite expressions or biased and/or sexist language. (Be sure the salutation goes to Ms. if the letter is addressed to awoman).
The writing is free of typographical errors.

Words are spelled and used correctly, with correct grammar and punctuation.

RESUME CRITERIA:

The resume does not use "I or "my" at all.
The resume uses action words to describe accomplishments.

The "Education" and “Waork Experience’ lists the most recent experience first.

The resume is visually appealing; uses white space, bullets, and bold effectively. The format s consistent throughout the resume.
The font is standard and is 12 point. The font matches the job application/cover letter font.




