RESUME AND COVER LETTER WORKBOOK
Importance of Resume Writing

Today's job market is highly competitive. A resume is an essential part of every job search campaign and serves several purposes:
Impression: A written summary of your education, work experience, skills, and talent.
Communication: A demonstration of how you communicate.
Evaluation: A reference for employers to evaluate your strengths against other candidates.
Assessment: An opportunity to see who you are in writing.
Goal: The ultimate purpose is to secure an interview!
Getting Started: Brainstorming
If you are unsure where to begin, start by jotting down information without worrying about formatting. Job History: List all jobs (paid/unpaid), volunteer work, and internships. Include titles, companies, dates, and accomplishments.
Education: Note schools attended, areas of study, and certificates earned.
Achievements: Mention special projects, recognition, or quality improvements.

Resume Standards (Do’s and Don’ts)
Recommendation | Practice to Avoid

	Present accurate and positive information
	Avoid errors; spell check misses some mistakes

	Use action verbs and bullet points for readability
	Do not use personal pronouns like "I," "me," or "my"

	Highlight accomplishments (e.g., "Sold 20+ TVs per month")
	Never lie or misrepresent responsibilities

	List recent history (last 10 years) including relevant volunteer work
	Omit personal info like age, marital status, or SSN

	Use a professional email address.
	Do not include high school if you have a degree.

	Quantify results (e.g., "Raised $2,000")
	Avoid industry acronyms or abbreviations

	Keep the document to 1–2 pages
	Avoid photos, clip art, or fancy fonts

	Maintain consistent formatting
	Do not use vague objective statements



Basic Components of a Resume
Header/Contact Information
· Name: Should be in a larger font size (no more than 4 sizes larger than body text) and can be bold.
· Details: Include Street address, city, state, zip code, phone number, and a professional email.
· Privacy: If posting publicly, you may omit your street address for safety.

Objective vs. Summary of Skills
· Objective: Use only if it is specific and focused on the employer's needs.
· Example: "Seeking a position as a Math Tutor utilizing subject expertise to assist and enhance learning for the student."
· Summary of Qualifications: A list of 3–6 bullets highlighting skills that match the job posting.
· Example for Administrative Assistant: "Over 5 years' experience... proficiency in Microsoft Office... skilled in customer relationships."

Education
· Order: List in reverse chronological order (most recent first).
· Details: Institution name, degree, major, and graduation date (Month/Year).
· GPA: Only list if above 3.0.
· ``: List titles (e.g., "Business Communication") rather than course codes.

Academic Projects
Projects can highlight skills learned in academics if relevant to the position.
· Format: Title of work, course, dates, and bulleted descriptions of your role and the results.

Experience
· Structure: Job title, employer, city, state, and dates of employment (Month/Year).
· Content: Describe contributions and accomplishments. If you have limited work history, include volunteer experience or internships.

Structuring Bullet Points
Use action verbs and quantify your impact wherever possible.
· Measurements: Include money ($ amount), time (deadlines met), or scale (number of customers/students).
· Before: "Answered phones and provided customer service."
· After: "Resolved customer complaint issues with patience... resulting in 40% decrease in escalated complaints."

Action Verbs
· Analytical: Analyzed, evaluated, researched, validated.
· Communication: Authored, drafted, persuaded, translated.
· Initiative: Accelerated, created, improved, spearheaded.
· Leadership: Advised, delegated, facilitated, trained.
· Organization: Budgeted, organized, planned, scheduled.
· Creativity: Designed, envisioned, produced, and visualized.

Resume Formats
· Traditional (Chronological): Lists history in reverse chronological order. Best for those with steady growth in a field.
· Functional (Skills-Based): Emphasizes skills over specific employers. Useful for those with limited experience or employment gaps.
· Combination: Blends both styles by featuring a "Summary of Skills" followed by employment history. Ideal for career changers and students.

Traditional Resume Example
[Your Name]
[Address, City, State, Zip] | [Phone Number] | [Professional Email]

SUMMARY OF QUALIFICATIONS
· Two years’ experience in training and evaluating 15+ employees.
· Monitored budgets of over $50,000 and handled confidential info.
· Recognized sales leader (Sales of the Month Award).

EDUCATION
Glendale Community College, Glendale, AZ | Expected May 2017 Associate in Business | GPA 3.9/4.0.
· Relevant Coursework: Managerial Accounting, Public Speaking.

RELEVANT WORK EXPERIENCE
Executive Assistant, ABC Corporation, Gilbert, AZ | April 2013 – Current
· Ensure compliance of local, state, and federal regulations for a medical facility.
· Train and evaluate an office staff of 50+ employees.

VOLUNTEER EXPERIENCE
Fundraising Volunteer, Make-A-Wish Foundation, Phoenix, AZ | Summer 2015
· Led team of 5 in fundraising efforts resulting in $500 profit.

Cover Letter Guidelines
· Paragraph 1: State the position you are applying for and how you found it. Engage the reader with what you know about the company.
· Paragraph 2: Explain why you are qualified. Link your skills to the job description and share a story about exceeding expectations.
· Paragraph 3: Thank the hiring manager and express interest in an interview.
· Emailing: When sending via email, use a concise memo form with a professional signature block and phone number.

Thank You Letter Guidelines
· Paragraph 1: Thank the reader for the interview or advice.
· Paragraph 2: Summarize your qualifications or highlight a unique skill discussed during the meeting.
· Paragraph 3: Indicate interest in taking the "next step".
