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JMP 2610: Tips for Resume & Cover Letter, 2 pages

Follow the directions given on the assignment and the examples specified in the textbook. It is fine to go the Writing Center for assistance as long as you indicate that you must design your document per the examples in the book for grading purposes and that you are aware that industry standards may differ.
[bookmark: _GoBack]Notes for Resume, page 155
· Never exceed one page, unless you were a CEO of a company.

· Leave off your address for two reasons 1) you never know who will pass a resume on to a colleague and 2) you don’t want to be eliminated from consideration for a job you would be willing to move for. So protect yourself and protect your chances of being hired.

· Leave off the word Phone and Email as we all know what they are.

· Objective, start with the position you are applying for and indicate in which direction you hope to grow your career. It should be one line only.

· Education, use the full name of every school you have attended beyond High School in reverse chronological order (just like in your Employment section).

· Employment, be concise. Start with the position you were hired for, list any promotions you received and list the most important responsibilities (not all of them) of the job. Employment can include volunteer work, even unpaid (but consistent) help with a family’s business, if needed.

· If you are currently employed or attending school you should list the year you started and indicate Present or Current as the end date (i.e., 20XX – Present).

· Personal, Awards and Activities are optional categories, however Skills and Interests should have a few entries geared toward being a good fit for the position: Student Professional Organizations and Community Volunteering. Nothing from High School except relevant AP Courses.

· Reference, always state that they are ‘Available upon request.”

Notes for Cover Letter, page 173, example 160
· Formatting is essential in a business letter, start with your address and the date, then give the persons’ name, job title (google the company if necessary to find someone in the department or in HR to address your letter to, this makes it more likely someone will see it and not just throw it away). Give the company name, then a street address, then city and state with zip code.

· Use the individual’s name in a formal tone: Dear Ms. Jones

· Construct 3 paragraphs: 1) Introduce yourself, mentioning your degree program and school AND mention where you found their job posting (or if you heard about the position from one of their employees – give their name and job title). 2) Pick 2-3 major qualifications from the job ad and explain how you meet or exceed those skills or qualities. 3) Conclude by re-emphasizing the point that you are interested and a good fit for the job AND give your email or phone number (in case they lose your resume, but like your letter). 4) Ask for an opportunity to meet to review your qualifications for the position!

· Leave four spaces between the closing and your typed name, but don’t worry about adding your signature.
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