
 

 

 

 

 

Writing Effective Resumes & Cover Letters - Action Plan 

Part 1 – The Resume 
If you already have a resume, complete Activity A and Part 2. 

If you do not have a resume, complete Activity B and Part 2. 

Activity A – Improve Your Resume 

Review your current resume.  Look for areas where you can make improvements based on the 

information presented in the workshop.  Remember to save a copy before making any changes so that 

you can compare the current version of your resume with the improved version.  Make at least three 

improvements to your current resume and describe the changes below. 

Added action verbs.  List the verbs here.

Simplified text.  Indicate the section or sections where you simplified text:

Made resume more visually pleasing.  Explain how.

Added bullet items.  Indicate the section or sections where you added bullet items:

Other, please explain: 

 

 

 

 

 



Activity B – Write Your Resume 

Write the first draft of your resume.  Use the information and strategies presented in the workshop.  

You will most likely need some help getting started.  Possible resources. 

 Your school’s career center 

 Internet/Resume builder websites. You will find several listed in the Additional Resources for 

Writing Effective Resumes & Cover Letters 

(https://www.studentlingo.com/resources#resumes).  Remember to always use caution when 

registering for online services.) 

 Library 

 Friend/Family member with experience writing resumes 

Part 2 – The Cover Letter 

Find an ad for a job for which you would like to apply.  You can look in your local classified ads, visit 

your school’s career center, use one of the popular search engines like careerbuilder.com or 

monster.com, or any other method that you prefer. 

Write a cover letter as if you were applying for this position.  Be sure to include the information 

mentioned in the workshop: 

 State how you found out about the position and why you are interested. 

 Include your qualifications.  Remember, do not simply restate what is in your resume. Add 

some information about your qualifications based on the details in the job ad. 

 Describe why you are a good fit for the position or company/organization.   

If you are turning in this action plan for a class, make sure to include your resume, the job ad, and the 

cover letter.  If you do not need to turn in this action plan for a class, visit your school’s career center 

and ask them to critique your resume and cover letter. 

https://www.studentlingo.com/resources#resumes
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