Résumeés, Letters, and Professional Correspondence

There are two types of job application documents:

A résumé is a concise document typically never longer than two pages, covering the past 10-15 years of work history. A
résumé should be tailored to every job position in which you apply. It highlights professional experience in a reverse
chronological order, and highlights your professional fit for the position and uniqueness from among the competition.

The CV (Curriculum Vitae, Latin for “course of life”) is more in-depth. It is usually at least three pages, and contains details
and achievements (work, publications, awards, honors, speaking engagements, grants received for research/educational
work, etc.) CVs are not tailored for different job applications. They are meant to showcase your life's work.

VS

LENGTH
1-2 pages 2+ pages
A résumé is a brief summary of skills PURPOSE CV is more detailed and can
and experience over one or two pages stretch well beyond two pages

ORGANIZATION CVs stay the same, expanding

Resumes are tailored to each position )
throughout one's career

A résumé is a brief, targeted list of WHO NEEDS ONE?
skills and achievements customized A CV is a full-record of your career history
for each job application

A résumé is, by far, the preferred application document in the United States and Canada. A CV is only recommended when
applying for a job abroad or if searching for a position in academia, or medical and research fields.

Create Connections | cCareer Success Guide: First Edition




Résumés, Letters, and
Professional Correspondence

LEARN HOW TO MAKE THE BEST "FIRST IMPRESSION"

Use these guidelines to check and recheck your résumé

[] Begin by studying the job description

[ ] customize the resume for the job

[ ] Optimize keywords throughout

[ ] Be mindful of Applicant Tracking Systems (ATS)*

[ ] Use consistent font throughout

[] use only Calibri, Arial, or Tahoma fonts

[] Margins should be at least .5 inch, no more than 1.5
[ ] Always use a "Summary" or "Profile" statement

[ ] Tryto keep it to one page but no more than two
[ ] Keep information relevant to the position

[ ] Include only info from the last 10-15 years

O O000400do0odaoad

DO NOT

Use an "Objective"

Use pronouns such as me, my, |, our, etc.

Full sentences (unless it's a legal resume)

Use periods at the end of bullet points or skills
Overuse bold, CAPS, italicized or underlined words
List high school or associate degrees in Education
Include personal information or pictures

Add "References Available Upon Request"

Use embedded Headers or Footers

Have more than two pages

Send without PROOFREADING!!

*ATS stands for "Applicant Tracking System," and is a type of software used by recruiters and
employers during the hiring process. It collects, sorts, and ranks all job applications received. Most
employers rely on ATS software to help streamline their recruitment process.
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Résumé Content

Basic “Chronological” Résumé Worksheet

(Use the backs of the pages if needed.)

CONTACT INFORMATION
Address | City, State | Email | Phone Number

PROFILE
¢ (Include experience in..)
¢ (Include your ability to...)
¢ (Include what your background is...)
¢ (Include technology related to the job that you are efficientin...)
KEY CORE/HARD-SKILLS:
. .
. .
. .
EDUCATION
Western Connecticut State University, Danbury, CT
Bachelorof___ Degreein_________;Minoredin
Expected date of graduation: 20XX - G.P.A. /4.0
Coursework: , ,
INTERNSHIP
Title Company Name Town ST Mo/Yr to Mo/Yr
4 Start with Action Verb How you completed an Action/Task Results & Outcomes by doing your Action/Task
.
.
OTHER WORK EXPERIENCE
Title ' Company Name ! Town ! ST Mo/Nr to Mo/Yr
° Start with Action Verb How you completed an Action/Task Results & Outcomes by doing your Action/Task
.
.
VOLUNTEER WORK
Company Name ' Town ! ST ’ Position/How you are Involved Mo/Yr to Mo/vYr
MEMBERSHIPS/ASSOCIATIONS
Company Name ! Town S Position/How you are Involved Mo/Yr to Mo/Yr
HONORS/AWARDS
Title of Honor or Award ' Organization Name ! Town ! ? Mo/Yr
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Sample Résumé

Basic “Chronological” Résumé Sample

JOHN SMITH

123 Main Street, Danbury, CT 06810 = (555) 555-5555 = John.Smith@gmail.com
PROFILE
« Recent graduate who maintained a 3.8 G.P.A. while working full-time
« Collaborated as the Basketball team captain and promoted leadership skills
« Class President, 20XX to 20XX
« Clocked over 500 hours utilizing Microsoft Office Word, Excel and PowerPoint

KEY CORE/HARD-SKILLS:

« Social Media: Facebook, Instagram
« Website Programming/Branding

« Public Speaking « Microsoft Office Applications
« Customer Service
EDUCATION « Merchandising

America’'s Best University, Town, CT
Bachelor of Science Degree in Marketing; Minored in Psychology
Expected date of graduation: 20XX - G.P.A. 3.8/4.0

Coursework: Consumer Behavior, Marketing Management, Marketing Research, Microeconomics, International
Business, Industrial Marketing, Social Media in Marketing

INTERNSHIP

Assistant/Intern, SMART Magazine, New York, NY 20XX = 20XX
« Contacted leading manufacturers to obtain sample merchandise
« Assisted the Fashion Editor at photo shoots and organized clothing and accessories for use
« Wrote captions and explained new seasonal fashion trends
« Directly assisted in transforming and writing the “Makeover” feature for the magazine

OTHER WORK EXPERIENCE

Marketing Assistant/Intern, ESPN, Bristol, CT 20XX - Present
« Track competitive information and prepare business proposals for marketing staff
« Send out media kits to new clients and perform follow-ups
« Implemented a tracking system for monthly expenses and travel arrangements
« Organize weekly sales staff meetings and set up conference calls for outside office
« Mastered Microsoft Office Word, PowerPoint, Excel, Outlook and Publisher skills

VOLUNTEER WORK
« Komen Race for a Cure, New Britain, CT; Volunteer Race Organizer 20XX - Present

MEMBERSHIPS/ASSOCIATIONS

« Student Government Association (SGA); Class President 20XX = 20XX
HONORS/AWARDS
« 20XX Recipient, Who's Who Among College Students, Richmond, VA 20XX
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Résumeés: Power Verbs

To assist you in describing your educational and employment experiences,
go through the list and see which ones you can use to give punch to your resume.

COMMUNICATION/PEOPLE SKILLS

Addressed
Advertised
Arbitrated
Argued
Arranged
Articulated
Authored
Briefed
Clarified
Closed
Collaborated
Communicated
Composed
Concluded

Condensed
Conferred
Consulted
Contracted
Conveyed
Convinced
Corresponded
Created
Debated
Defined
Developed
Directed
Discussed
Dispatched

Distinguished
Drafted
Edited
Elicited
Enlisted
Explained
Expressed
Formulated
Furnished
Helped
Identified
Incorporated
Influenced
Interacted

Interpreted
Interviewed
Involved
Joined
Judged
Led
Lectured
Listened
Manipulated
Marketed
Medicated
Moderated
Motivated
Merged

CREATIVE SKILLS

Negotiated
Observed
Obtained
Outlined
Participated
Persuaded
Presented
Promoted
Proposed
Publicized
Read
Reasoned
Reconciled
Recruited

Referred
Rejoined
Reported
Resolved
Responded
Sold
Solicited
Specified
Spoke
Suggested
Summarized
Synthesized
Translated
Wrote

Abstracted
Acted

Adapted

Began
Combined
Composed
Conceptualized
Condensed
Created
Customized

Designed
Developed
Devised
Directed
Discriminated
Displayed
Drew
Entertained
Established
Explored

Fashioned
Formulated
Founded
Generated
Illustrated
Imagined
Imported
Initiated
Innovated
Instituted

Integrated
Introduced
Invented
Launched
Memorized
Modeled
Modernized
Modified
Originated
Painted

Perceived
Performed
Photographed
Planned
Published
Remodeled
Revised
Revitalized
Shaped

Shared

Set
Solidified
Solved
Summarized
Synthesized
Translated
Visualized
Wrote

Accentuated
Administered
Advanced
Analyzed
Appointed
Approved
Assigned
Attained
Caused
Chaired
Changed
Considered
Consolidated
Contained
Contracted

Controlled
Converted
Coordinated
Cut

Decided
Delegated
Developed
Directed
Doubled
Eliminated
Emphasized
Employed
Empowered
Enforced
Enhanced

MANAGEMENT/LEADERSHIP SKILLS

Envisioned
Established
Evaluated
Executed
Expanded
Fine Tuned
Founded
Generated
Handled
Headed
Hired
Hosted
Implemented
Improved
Incorporated

DATA/FINANCIAL SKILLS

Increased
Initiated
Inspected
Instituted
Led
Managed
Merged
Moderated
Motivated
Navigated
Organized
Originated
Overhauled
Oversaw
Performed

Planned
Presided
Prioritized
Produced
Quadrupled
Recommended
Recovered
Recruited
Reorganized
Replaced
Restored
Restructured
Reviewed
Salvaged
Saved

Scheduled
Secured
Selected
Streamlined
Strengthened
Supervised
Terminated
Trained
Transformed
Tripled
Troubleshoot
Vended

Accounted for
Administered
Adjusted
Allocated
Analyzed
Appraised
Approximated
Assessed
Audited
Balanced
Budgeted

Calculated
Checked
Compounded
Computed
Conserved
Corrected
Counted
Decreased
Detailed
Determined
Developed

Dispensed
Dispersed
Estimated
Earned
Extracted
Figured
Financed
Forecasted
Grossed
Increased
Speed

Inventoried
Maintained
Accuracy
Managed
Marketed
Maximized
Measured
Multiplied
Netted
Planned
Prepared

MANUAL SKILLS

Programmed
Profited
Projected
Purchased
Qualified
Quantified
Reconciled
Reduced
Researched
Retrieved
Solved

Tested
Totaled
trimmed
Upgraded
Underwrote
Yielded

Aligned
Assembled
Bound
Bent

Built
Controlled
Drilled
Drove

Fed
Handled
Lifted
Moved

Operated
Performed
Pulled

Punched
Retooled
Seviced

Set-up
Skilled
Tended
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HELPING SKILLS

Accommodated

Adapted
Adjusted
Advised
Advocated
Aided
Alleviated
Answered
Arbitrated
Arranged
Assessed
Assisted

Accomplished
Achieved
Approved
Arranged
Catalogued
Charted
Classified
Coded
Collated
Collected
Compared

Analyzed
Archive
Branded
Catalogued
Clarified
Collected
Compiled
Compared
Conducted
Critiqued

Accommodate
Archived
Adapted
Adopted
Advised
Benchmarked
Briefed
Challenged

Assured
Attended
Augmented
Backed
Boistered
Cared
Clarified
Coached
Collaborated
Consoled
Contributed
Cooperated

Compiled
Completed
Configured
Corrected
Corresponded
Dispatched
Distributed
Diversified
Enforced
Executed
Facilitated

Decided
Detected
Determined
Diagnosed
Differentiate
Documented
Evaluated
Examined
Experimented
Explored

Clarified
Coached
Communicated
Conducted
Coordinated
Counseled
Critiqued
Decided

Counseled
Demonstrated
Developed
Sensitivity
Diagnosed
Directed
Eased
Educated
Elevated
Encouraged
Endorsed
Ensured

Filed
Followed
Through
Generated
Implemented
Incorporated
Inspected
Judged
Logged
Maintained

Expedited
Facilitated
Familiarized
Fostered
Furthered
Guided
Helped
Integrated
Insured
Interceded
Intervened
Led

ORGANIZATIONAL/DATA SKILLS

Met deadlines
Monitored
Obtained
Operated
Ordered
Organized
Prepared
Processed
Provided
Purchased

RESEARCH SKILLS

Extracted
Extrapolated
Filed
Formulated
Gathered
Hypothesized
Indoctrinate
Inspected
Interpreted

Interviewed
Invented
Investigated
Linked
Located
Measured
Observed
Organized
Perceived

TEACHING SKILLS

Demonstrated
Developed
Empowered
Enabled
Encouraged
Enlightened
Evaluated
Explained

Facilitated
Focused
Guided
Individualized
Influenced
Informed
Initiated
Instilled

Listened
Mentored
Mobilized
Motivated
Perceived
Preventive
Protected
Provided
Referred
Rehabilitated
Related
Rendered

Recorded
Registered
Reserved
Responded
Retained
Retrieved
Recorded
Reviewed
Routed
Scheduled

Published
Rated
Recognized
Problems
Recorded
Researched
Reviewed
Searched
Scanned

Instructed
Invented
Modeled
Motivated
Persuaded
Schooled
Shaped
Simulated

Represented
Resolved
Safeguarded
Serviced
Simplified
Spoke
Supplied
Supported
Used
Teamwork
Approach
Volunteered

Screened
Standardized
Submitted
Supplied
Systematized
Tabulated
Updated
Validated
Verified

Studied
Solved
Summarized
Surveyed
Synthesized
Systematized
Tested
Unearthed
Wrote

Stimulated
Taught
Tested
Trained
Transmitted
Tutored
Validated
Valued

Accelerated
Acclimated
Activated
Adapted
Adhered
Adjusted
Applied
Assembled
Automated
Balanced
Built
Calculated
Centralized
Challenged

Changed
Channeled
Charted
Circulated
Computed
Conceived
conserved
Constructed
Converted
Coordinated
Debugged
Deferred
Demonstrated
Designed

TECHNICHAL SKILLS

Detected
Determined
Developed
Devised
Diagrammed
Diversified
Drafted
Engineered
Excelled
Expanded
Expedited
Fabricated
Formed
Fortified

Generated
Improved
Increased
Installed
Interfaced
Launched
Maintained
Mastered
Modified
Molded
Networked
Operated
Overhauled
Packaged

Pioneered
Prepared
Printed
Processed
Programed
Rebuilt
Reconstructed
Rectified
Re-designed
Re-engineered
Regulated
Remodeled
Repaired

Replaced
Restored
Revamped
Solved
Specialized
Standardized
Streamlined
Studied
Surveyed
Systematized
Upgraded
Utilized
Wrote
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Cover Letter Worksheet

INTRODUCTION PARAGRAPH

Write down the position/occupation for which you are applying and how you found out about it, and
what characteristics are distinctive to the organization (go to their website to research).

BODY PARAGRAPHS(s)

List the skills and abilities required to be successful in the job listed. Next, circle those where you excel.

CLOSING PARAGRAPH

Explain what is your motivating factor is and why this type of position is important to you. End with writing how
you would like to talk to them about how you can be a value to their team, and the best way to contact you.

Create Connections | Career Success Guide: First Edition @




Sample Thank You

Thank you Letter

Thank you Email

Job Interview Thank-You Written Snail-Mail Letter Sample
September 1, 20XX

John Smith

Director, Human Resources
ABC Company

123 Business Road
Company City, CT 06XXX

Dear Mr. Smith:

I’m writing to thank you for the time you spent with me during the interview for
the internship position at the ABC Company. I’m excited about the potential
opportunity to work with such an excellent company.

I believe I'm a perfect match for this job because I have experience using Excel, as
discussed during the interview. Furthermore, working in customer service in my
part-time job has allowed me to meet and collaborate with many people, which |
enjoyed. I’d also like to add that I won an award for being recognized as an “Up &
Coming Freshman” while attending Western Connecticut State University.

Thank you again for the interview, and I hope to hear from you soon. My cell
phone number is (555) 555-5555 and my email is Johnny.Applicant@gmail.com. I
look forward to hearing from you.

Sincerely,
&}mtﬁ«ra é)m Hore

Johnny Applicant

Job Interview Thank-You Email Example
Subject: Thank You for the Job Interview
Dear Mr./Ms. (Last Name):

Thank you for spending time with me during the job interview for the internship
position at XYZ Company. I was excited to learn so much more about the
company during our interview, and I believe it is a company who travel great
distances to make their customers feel appreciated.

After discussing what your goals are, I feel my skillset makes me the perfect fit for
what you need accomplished. I have several years of experience developing my
skills to help me become an asset for any employer. Plus, I truly enjoy working
with people.

Thank you again for the interview. I can be reached at (555) 555-5555, or

Your Name(@gmail.com, if you have any questions. I look forward to learning

more about the open position in the near future and I hope to hear from you soon.

Sincerely,
cg‘;@ld&l/‘& ¢m’ Here

Your Name
Your.Name(@gmail.com

Thank you written card example

[ hank
%0“,

Thank-You Written Card Example
Dear Mr./Ms. (Last Name):

Thank you so much for meeting with me
the other day to discuss the position you
seeR to fill im Your ABC Department, at
XYZ Company. | have done much
research about Your company, and I feel
wy values align with your mission.

1 would welcome an opportunity) to work
with yow and be a part of a dynamic
team. | can be reached at (555) 555-
5555, or Your.Name@gwail.com if you
have any questions. Thank you again,
and [ hope to hear from you soow.

Sincerely,

Your Spratare Goes Here

Create Connections |

Career Success Guide: First Edition




:’ . ‘--...‘.,.mg

Reference List

A reference list is a one-page list of
three to five professionals you have
worked with who can vouch for your
professionalism and work ethic. Bring
it to every interview.

Your contact information at the top of this page should
be formatted the same as both your cover letter and
résumé. It is not a part of your résumé and the words,
"Reference Available Upon Request," should never be
stated at the bottom of your résumé.

When going to any interview, it is best to bring several
copies of your references with you and have them
printed on professional résumé paper.

Finally, do not forget to ask those you choose to use as
references if it is OK to use them. Let them know about
the position and be aware of what they might say
about you. Never include a reference without informing
them first.

YOUR NAME
24 East Shaw Avenue, Apartment 2,
Danbury, CT 06810 (555) 555.5555
your.name@gmail.com

Ms. Diane Miller
Executive Director
Big Brothers Big Sisters of Central Connecticut
(555) 555-5555
contacts.name@bigs.org
Relationship: Supervisor

Mr. Sean Johnson
KNOW MORE Consultant, Marjaree Mason Center
(555) 555-5555
contacts.name@mmcenter.org
Relationship: Employer

Dr. Kris Clarke
Social Work Professor
Western Connecticut State University
(555) 555-5555
contacts.name@wcsu.edu
Relationship: Professor

Hey WCSU Students! Join the Greater Danbury Young Professionals Council (YPC) today

to connect with a strong, diverse network of peers, mentors and regional leaders!

—

-

For more information:
http://ypcgd.com
or call the Danbury

Chamber of Commerce:

203-743-5545

YOUNG
PROFESSIONALS

/AVENUE



