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Importance of Resume Writing
A resume is a critical tool in today’s competitive job market. It introduces you to employers, highlights your qualifications, and helps secure interviews.
1 Summarizes education, experience, and skills.
2 Demonstrates written communication ability.
3 Helps employers evaluate your qualifications.
4 Supports your goal of obtaining an interview.

Getting Started
Begin by brainstorming your experiences before focusing on formatting.
1 Job history, including volunteer and unpaid work.
2 Education, certificates, and training.
3 Honors, awards, and activities.

Resume Sections
Each resume should include clearly labeled sections.
1 Contact Information
2 Summary of Qualifications or Objective
3 Education
4 Experience
5 Skills and Achievements

Cover Letters
A cover letter introduces your resume and explains how your qualifications match the position.
1 Introduction stating the position and interest.
2 Middle paragraph connecting skills to the job.
3 Closing paragraph requesting an interview.
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