
What Now Works: Creating Resume and Cover Letter 
 
 

What is a resume?  

 

An informative summary highlighting your abilities, experience, and education.  

 

Why is it important?  

 

This is the first thing employers see before you walk through their doors. A well-designed resume should 

emphasize on your strengths and show that you possess the needed skills and competencies to perform 

the job duties. It has been proven that most employers do not spend a lot of time going through 

resumes. They are looking for specific skills and attributes you possess. In this increasingly competitive 

job market, you will have to stand out among all the applicants that are interested in the same job.  

 

Important Tips:  

 

- Research - Do research beforehand on the company that is offering the job. Having a sense of 

what the employer is looking for will help you in creating your resume. Start by checking the 

company website to get familiar with the employer’s mission and goals and see how it can be 

incorporated into your resume. There are other websites that can be used as resources when 

researching a company. Check out Glassdoor to get a preview and expectations of the job(s) you 

are applying for.  

- Review job descriptions - Look at the job description advertised to get a glimpse of the skills, 

abilities, and expectations set forth by the employer. You may find that in your previous 

experiences you may have done tasks that the employer is outlining in their job description.  

- O*NET Online - A great resource where you can type in any position and this website breaks 

down the job by the job outlook, competencies needed, and many more details that will help you 

get a better understanding of how to structure your resume.  

- JobScan - Be aware of Applicant Tracking Systems. This helps employers filter out resumes that 

do not contain certain keywords and responsibilities. Check out to see how your resume will stand 

against Applicant Tracking Systems.  

Remember to:  

 

- Be consistent with your formatting – When making a first impression, you want to look your best 

and your resume is not any different. Make sure that your resume looks presentable.  

 

- Identify accomplishments and not only past duties – Anyone can copy a job description word for 

word, but you want to show to employers that you not only can get the job done but have results in 

the past that prove it.  

http://www.glassdoor.com/
https://www.onetonline.org/
http://www.jobscan.co/
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- Highlight your soft skills - There are basic competencies that are transferable from job to job. 

Skills such as communication and time management can be utilized in any position.  

- Proof read!!! – No matter how qualified you may be, if your resume has bad grammar and 

misspelled words, that can be a red flag for the employer. 

 

What is a cover letter?  

 

A supporting document that provides detailed information on why you are qualified for the position you 

are applying for.  

 

Why is it important?  

 

A cover letter will allow you to specifically target the position and the employer in a way that shows why 

you are qualified. The point of the cover letter is not to be a replica of your resume, but to capture what 

is missing. This is your chance to expand on your traits, skills, and experience to prove you are an ideal 

candidate. Taking the time to tell your story will be in your best interest.  

 

Important tips:  

 

- Address the letter - Finding out who to address in your cover letter will be time well spent. It will 

show the employer that you really did your research. Depending on where the job is found, the 

posting may include a contact person. If not, make the extra effort to call the employer and find 

out who to address the cover letter to.  

- Talk the talk - If you are familiar with any industry jargon, it will be beneficial to mention it when 

explaining your experiences. 

- Be original – Base your cover letter on your own experiences and create your own story. Highlight 

what makes you stand out above your competition will set you apart from other applicants. 

- Don’t regurgitate resume – Pin point specific experiences that show your abilities, skills, and 

accomplishments. 

- Proof read!!! – Have a friend, colleague, mentor, read over what you wrote. They can pick up on 

any mistakes you may have glanced over 

 


