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Research, Research & Research
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ary — books on resume writing
- -—
1€ ¢ ght date
* create a draft and meet with Mike Phillips
» walk in - 2-4:30 on Fridays
7 apy nent - call 962-7144

* DY appol
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to create your resume
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{Resume Basic Formatting Tips

Resume
Basic Tips

+« Margins
+ Equal all sides
« Notless than.7
+ Length
* 1 page
st fill top ¥ o
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Resumes
Basic Tips

o~

+ Degree

+ Which are correct?
« Bachelor of Arts
« Batchelor of Arts
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Additional Information

o~

h e my skills in PR”
ay to phrase your objective

« A(n) XXX position in an organization where YYY and
1./ l ber eeded.

—~

* Do not list all course just the ones relevant for this job
+ be selective when listing courses
do not include if you have relevant experience
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Ann Hackett — 15 Tips for
Writing Resumes

4 that apply to this step

—~

perience - continued
ave to be paid
olunteered somewhere?

» Have you completed an internship?

o) al Information
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wer Letter - 12t of 3 elements

ory Paragraph
e specific position title
vith a RE: line after the address

"N

+ RE: Sales position posted in Star News 8/7/05
7 you found position

utation” or “Environmentally
7 product to launch”
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_Cover Letter - 22 of 3 elements

» “I would like to arrange an interview at you
earliest convenience.”
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Cover Letter - tips

ReveaLyour enthu51asm and tell them why you
are worthy

* Per‘sqnallze your cover letter
+ create your own stationary
* must use same letterhead as resume

Would you please c0n51der my request
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Susan Smith

I would like to thank you for the opportunity to interview for the Practice

Administrator position in your organization on July 21, 2005, in which I felt

went extremely well. After our in dept conversation of what you organization is
] - Administrator I feel that my quallﬂcatlons would

-~
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Thank You Note

( 'f + Email okay but not great
4 Ty - :::-—II..-_,U':—» Hlog ‘based or

* Can be on a note card
ample of your tech. Skills
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A + Some argue have prepared to drop in mail as you
' e door - I'm horrified at this idea
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