Resumes and Cover
Letters

areer Services




What’s a resume and why do | need one?

* First of all, let’s be sure to pronounce it right. Rez’-uh-may

» A resume outlines your background and experience briefly so
employers can see if you are a good fit for a job opening

* |t is the employer’s first glimpse at you, so it is very important
* |t lets the employer see if you can write effectively and properly
e |t’s your way to market yourself so you can get an interview

Adapted from thebalance.com https: //www.thebalance.com/job-resumes-4073657



https://www.thebalance.com/job-resumes-4073657

How do | build a resume?

* If you’ve never had a resume before, the first thin.% you will need to
decide is what kind of resume will best suit your situation.

« A chronological resume lists your jobs in reverse order starting with the
most recent. If you are currently employed in the field, have no recent
significant %aps in employment, and have a history of moving up in job
responsibilities, this is the best resume for you.

A functional resume focuses on your skills and experience, which can be

developed from activities other than work, so is best if you are just
starting or changing your career or if you have been out of the workforce

for awhile.
» You can make a combination chronological and functional resume.

Adapted from thebalance.com https://www.thebalance.com/resume-types-chronological-functional-combination-2063235



https://www.thebalance.com/resume-types-chronological-functional-combination-2063235

y

eed, you can

ords about things you
you’ve learned at work

Qs
=

g how you can relate to

ent

S

N fﬂm///,%

Brainstorm



https://uptowork.com/blog/what-skills-to-put-on-a-resume

Sections

no experience


https://uptowork.com/blog/resume-sections

Sample chronological resume from

resumegenius.com

- i | SAVIEFL. B RIS U VAT,
1435 Grant Avenue, New York, NY 10603

(212) 204-5653
Andrew.Langley@gmail.com

Certified Public Accountant with 5+ years of experience of ledﬁer rocesses, acc t
reconciliations and streamlining accounts. Possess an MBA with a focus in acco nting
Seeking to leverage accounting expertise and experience into a managerial e as d
corporate banker.

PROFESSIONAL EXPERIENCE

LANGFORD PARTNERSHIP
Financial Analyst

e Created financial reports and supported all areas of responsibil
person finance team -

e Managed a $350,000 budget, with a reduction of costs totali

e Analyzed, examined, and interpreted account records, com
information, and reconciled reports and financial data

e Performed process analysis, and communicated reco
management

e Process journal entries and perform accounting
records

BRINGHAM & SONS

Financial Advisor

e Conducted thorough reviews of pote
strategies, and performed risk analy:
Analysis Process)

e Trained and supervised 2 new
to detail

e Forecasted losses and earn
degree of accuracy, allo
resources

e Adhered to departmen
times



Chronological resume continued

EDUCATION

POLOMA COLLEGE
MBA with Accounting Concentration, June 2008

GROVER COLLEGE
B.A. Accounting, June 2006

e Magna Cum Laude

ADDITIONAL SKILLS

e Knowledge of Oracle, SAGE and all Microsoft Office Applications /
e Excellent communication skills, and ability to present co ;Z///%//ua

CERTIFICATIONS
e C(ertified Public Accountant




Things to notice

rocessed



https://www.resumecoach.com/write-a-resume/

Student resume example from
resumegenius.com

COLLEGE STUDEN] K15

Address Line 1 Address Line 2, City, State le | (212) 256-1414 | ]ane

CAREER OBJECTIVE

Energetic and passionate college student working tow
University of Georgia. Aiming to use my knowled
development, and consumer research strategies t
your company.

EDUCATION

UNIVERSITY OF GEORGIA, ATHENS & /
BACHELOR OF SCIENCE IN MARKETIN ED GFE
GPA:3.8/4.0 - /////
Relevant Coursework — Marketi / ///,f'
Research, Strategic Internet M 1 / /
Honors & Awards: Dean’s L ///// 7
competition t
Clubs: UGA Chapter of th




Student resume example continued

Designed a cost-effective marketing campaign for a local p
leveraged a combination social, email, and offline marketi
Surveyed pet owners in Athens to collect detailed data
customer 7
Developed a campaign budget of $1,500 which we esti :

cost that would yield the highest return on investmgr;: ¢

mock food truck business "“ ///////

Managed all of the marketing aspects of th : %’%;’% c

aaaaa

narketing
&



Things to notice
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Helpful tips




Remember!

 Your resume is not a “one and done” effort.

* You may choose to have several different resumes for different
types of jobs, or you can use the same resume and...

» Adjust specific wording describing your skills and experience to
match it as closely to wording in the job descriptions you are

applying for as you can. But...

* These adjustments make proofreading extremely important as it is
easy to overlook errors created when you make changes.




Cover letters - why bother?

s and sell yourself
skills


https://www.thebalance.com/cover-letters-4073661
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What should | put in it?

the exact same

=Y @
dl |l


https://www.monster.com/career-advice/article/sample-cover-letter

Happy Job Hunting!

ve can be of

P
]eW your
ith you and help



	Resumes and Cover Letters
	What’s a resume and why do I need one?�
	How do I build a resume?
	Brainstorm	
	Sections
	Sample chronological resume from resumegenius.com
	Chronological resume continued�
	Things to notice
	Student resume example from resumegenius.com
	Student resume example continued
	Things to notice
	Helpful tips
	Remember!	
	Cover letters – why bother?
	What should I put in it?
	Happy Job Hunting!

