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Slide 3: 

Title: Writing Effective Resumes & Cover Letters 

[Host, George Hoey, Career Counselor, on the left.] 

Text on screen: How to make your resume STAND OUT 

Text on screen: Practical tips 

Text on screen: Cover letters 

Hi. I’m George Hoey. And I currently work as a career counselor in a career center and prior to 
that I worked as a director of an academic support program for student athletes. And even 
before that I worked as an employee serving six years in the National Football League. But 
today’s workshop is going to focus on the resume writing process. And what I want to cover are 
three basic items. We’re going to talk about how your resume can stand out. We’re going to 
have some practical tips on resume writing. And the last part that we will cover, no pun intended, 
but will be cover letters. 

Slide 4: 

Title: Functions Of A Resume 

[Host on the left.] 

[Red X in a box]  

Text on screen: Put myself out there - ME, ME, ME; Tell the employer everything! 

[Green check in a box]  

Text on screen: Advance to the interview stage; Resume = Marketing Tool; Who you are, what 
you’ve done and where you did it…STAND OUT! 

Resume writing. Let’s talk about the resume. When one thinks about a resume, one generally 
thinks that what I really want to do is sort of put myself out there, give somebody information so 
that I can get an internship, get a job, and tell everybody everything about me so that they’ll look 
at the resume and basically offer me a job. Wrong. Start over. The resume is primarily designed 
to get me the interview. It’s a marketing tool. It’s the tool that you’re going to utilize basically to 
describe who you are, what you’ve done, where you did it, but in a way that’s going to be 
different from anybody else who’s applying for the same position maybe for which you are 
applying. 

Slide 5: 

Title: Market Yourself! 

[Host on the right.] 

[Billboard]  
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Text on screen: How will YOU stand out? 

Think of it this way. If you’re applying for an internship or a position, the employer’s going to get 
probably dozens of resumes, and the resumes are probably going to look the same or look very 
similar because the job description, the qualifications are going to be the same thing that 
everybody’s seeing, and it’s up to you to market yourself so that you’re going to get the 
interview, you’re going to get the attention. How do you do that? 

Slide 6: 

Title: What Employers Want 

[Host on the right.] 

Text on screen: Research both the company and the requirements of the specific job for which 
you are applying 

Text on screen: Highlight the skill set needed to accomplish the job 

Text on screen: Demonstrate your experience using outcomes 

[Magnifying glass with question mark inside.] 

Let me tell you a couple of things that employers have told us in terms of information that we 
should pass on to those with whom we work. One, employers definitely want to see the fact that 
you’ve done adequate research on them as an organization or for the position for which you are 
applying. They want to see skill sets that reflect the fact that you know those skills are going to 
be required to do the work or accomplish the task that that particular employer has for you. The 
second point is going to be looking at outcomes. And the employer is thinking, if I have all these 
resumes and they look very similar, how can I discern one from the other so that I can decide 
who to give the interview. As an example, if you’re thinking about a position where budgeting is 
an important part of what you’re going to do, and someone else applies for the position and 
they’re saying well, I’ve managed a budget of $5,000 with my fraternity or my sorority, and you 
walk up and on your resume you indicate that you’ve managed a budget of $150,000, when in 
fact the job is going to require someone to manage a budget of about $200,000. So the 
employer sees those two side-by-side, you’re probably going to get the nod. So think of it in 
those terms. The employer wants to see some quantifiable information, some qualified 
information that’s going to make your resume stand out a little differently than the person who’s 
applying for the position who’s your competition. 

Slide 7: 

Title: The Ideal Candidate 

[Host in the center.] 

Text on screen: Use language on your resume that is similar to the language used by the 
employer or organization. 

[WORD spelled out in scrabble tiles.] 

Next I think you can look at a way of marketing yourself so that the employer knows that you’re 
going to be the ideal candidate. And what you want to do is to use language on your resume 
that’s really going to be quite similar to the language that the either employer or the organization 
uses. So if in fact the job description indicates that they’re looking for someone who’s detail 
oriented, then as opposed to your saying well, I’m a detail oriented person. The employer wants 
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to see that within the context. And if in fact you’ve done work so that you had to analyze, you 
had to document, you had to do some work that was going to be error free before it was passed 
on to someone else, indicate that within the context on your resume. And I’m saying all this in a 
way that you’re thinking, wow, if I say all that this thing is going to be so very long. Which takes 
me to the next point. 

Slide 8: 

Title: Resume Length 

[Host on the left] 

Text on screen: Think about CONTEXT 

 Clear 

 Concise 

 Brief 

[Page flip] 

Oftentimes the question comes up about the length of a resume. Should it be one page or what 
if I have enough stuff that I just, I need to talk about this, I want this employer to know this about 
me, and it’s probably going to take two pages. Well the rule that I typically recommend is, again, 
think about the context. And think about the way that you’re going to submit your resume. And if 
in fact you’re going to submit a resume that’s going to be a response resume to an advertised 
position and someone reading resumes is going to have to go through dozens, you want to 
make yours clear, you want to make it concise, and you want to make it brief. So any 
information that you’re providing is going to have to be within that brevity context. Even though 
you’re trying to get a point across, you can use a sentence, you can use a phrase, you can use 
a word to help make a difference in qualifying or quantifying some of the information on your 
resume. For example, if you’re training someone, you could say, well I worked as a hostess at a 
restaurant and I was responsible for training fifteen employees. Well, I successfully trained 
fifteen new employees who went on to become hostesses at different restaurants themselves. 
So that one word “successfully” indicating what the outcome was, can help make a difference. 
So when you’re trying to provide that information, by all means, be as succinct as you can and 
one word can make a difference. Think of it in those terms. 

Slide 9: 

Title: Formatting 

[Host on the right.] 

[Sample resume in the background.] 

[Chart listing several action verbs in background.] 

First, let’s talk about formatting. Formatting your resume so that it can stand out among possibly 
hundreds of others. And formatting is important because that’s the opportunity for you to deliver 
a message to that prospective employer that you want to deliver and you want them to receive. 
One effective style of formatting is the use of bullet points. And you might think bullet points, ah, 
I think I know what those are. Well, let me tell you. Bullet points can be utilized on a resume 
because your eyes are going to gravitate to something that’s different on a resume. And a bullet 
point can bring your attention to a certain location on the resume where you want the 
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employer’s eyes to go. One of the things that accompanies a bullet point is an action verb. 
Those employers who are accustomed to reading lots of resumes now expect that action verb to 
follow the bullet point. So it’s a good idea to be able to utilize those. An example might be using 
the word organized, managed, monitored. So think of those terms as being effective ways to 
utilize information on your resume. And it’s important to because you’re conveying a message, a 
pretty strong message, about your skills, talents or experiences in a very short period of time. 
And if the employer has to scan hundreds of resumes and they only spend thirty seconds on 
yours, and they only look at the first half of the bullet point. So a strong action verb is critically 
important. 

Slide 10: 

Title: Practical Applications 

[Host on the left.] 

[Job logo with mouse 

Text on screen: 
1. Research 

The Position 

The Industry 

2. Categories 

3. Fine-Tuning 

Now that we’ve talked about some of the strategies for developing a great resume and how that 
might look, we’re going to now talk about some of the practical applications of a resume and 
resume writing. There are three things I want to cover. One, research. Two, different categories 
that you may consider including on your resume. And the third point is going to be fine tuning 
your resume. Let’s go back to research. What do you want to research? You want to research at 
least a couple of items. One, the position itself so that you know exactly what it entails. You 
know the duties and responsibilities, you know the skills that are required to do that, and that’s 
going to be important to highlight on your resume. If you’re looking to put together a generic 
type of resume, you may want to look at the industry or the occupation and create a resume 
that’s going to reflect the skills necessary to perform duties well in that industry. 

Slide 11: 

Title: Categories 

Subtitle: Let the job description guide you 

Text on screen: 
1. Education 

2. Work experience 

3. Volunteering  

4. Leadership 

Title: Fine-Tuning 
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Subtitle: A new set of eyes 

[Magnifying glass]  

Text on screen: JOB. 

Now, let’s talk about categories. And you might think categories, well I know what goes onto a 
resume. They want to know about my education. They want to know about my work experience. 
They want to know about other experiences that I may have had, volunteering, different things 
like that. Maybe leadership. If you’re thinking in those terms, you’re right on the mark. Those are 
some of the standard and acceptable categories that tend to be listed on a resume. One of the 
things that you may want to consider is looking at more detail of the job description itself so that 
if the language that’s being used is something that you’re unfamiliar with, you may want to think 
of ways to begin to reframe information. So, yes, go with the education. Go with the experience. 
You may go to work experience, something that’s going to be very different, and you may look at 
leadership skills. You may look at computer or technological skills. Those are different 
categories that may appear on your resume as well. But, let the job description itself sort of 
guide you, and your research about the company or position guide you, as to which categories 
you may want to include. The last point I want to talk about is fine tuning your resume. You 
might think well, I use Spell check and that’s going to catch everything. Well, Spell check is 
going to probably catch most, but it doesn’t necessarily have to catch everything. Because the 
word that you use may be spelled correctly, it may be used in a different context, in an improper 
context, and Spell check may not catch that. One more important feature is to have just a 
different set of eyes looking at your resume. So if you know someone who is pretty good with 
the English language and is a friend of yours or an acquaintance of yours, have them take a 
look at your resume. Just utilizing that different set of eyes, they may be able to pick up on 
things that you’ve overlooked and could very well be important in just fine tuning your resume. 

Slide 12: 

Title: Sample resumes 

[Two resumes to compare and contrast. Later we get a close-up of each one individually.] 

Now, we’ll take a look at two different resumes, and what I want you to do is just put on your 
critic’s hat and just think of differences that you see in the resumes. Write down three different 
things that you see in the resumes in front of you. 

Slide 13: 

Title: Sample resumes 

[Two resumes to compare and contrast.] 

[On left resume: Visually pleasing above, clear headings with arrow in the left column, good use 
of white space in the left column, Blue box circled around the left column compared with a red 
box around the same area on the other resume with a lack of column and Crowded, no white 
space, much harder to find information; Top area circled on both.]  

Text on screen: Keep it CLEAN  

Text on screen: The Text SIMPLE 

Text on screen: And Make It BRIEF 
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Now, let me tell you what I see as differences between the two resumes. If you look at the one 
on the left, it’s a great visually pleasing resume. If you look at the headings, they’re in bold, 
they’re in caps. There’s a good use of white space. And any heading that you want to see or you 
want the employer to see, whether it’s the objective, education, leadership, experience or 
computer skills, it just sort of pops from the page. On the other hand, if you look at its sort of 
competitor, as it were, you see a summary education, experience, professional development, 
computer skills, but there isn’t a good use of white space. I really have to search for that 
information. So again, what you want the reviewer of your resume to have is clarity. And you can 
utilize the information that’s on the resume that’s on the left where there is a good use of white 
space. The second thing that you notice on the resumes, or I notice anyway, is just the 
difference between the objective or summary statement. And the objective statement is to the 
point it says seeking a position in the field of marketing, in case you can’t read it. Which is good. 
You want to be very clear about that. The summary statement, on the other hand, still has a lot 
of text. And remember what I said before. If your resume is maybe one of a hundred or two 
hundred, all that information may not be read. So it’s going to be a good idea just to keep it 
clean, clean, to keep the text simple, and to make it brief. 

Slide 14: 

Title: Cover Letters 

Subtitle: Introduce Resume 

[Graphic of a road work sign]  

Text on screen: New Career Ahead! 

[Host on the right.] 

Text on screen: 
1. Discovery 

• How 

• Why 

2. Qualifications 

• Don’t restate Resume 

3. Good Fit 

• Passion 

• Continuity 

• Progression  

Now, I want to talk about cover letters. I’m going to throw you a curve. When you saw the 
resumes before, remember they had an objective statement or a summary statement. And those 
are ways to sort of introduce the rest of the content of your resume. Now a cover letter is 
important because it can introduce your resume as well. And it may be one of the most effective 
ways to introduce your resume. That’s its primary purpose. And when you think about a cover 
letter, you might say, well, what goes into it? I don’t know what to say. Well a cover letter simply 
has – I shouldn’t say simply – but basically has three points. One is what I call discovery. How 
you found out about the position and why you have an interest in it, or how you found out about 
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the company and why you have an interest in them as well. The second point talks about your 
qualifications. And you’re not simply going to restate what’s on your resume but you want to 
address some of the information that’s been posted in the job description itself. And what might 
be attached to that is the next piece, is how you feel you are a good fit and what you believe to 
be a good fit for that organization or for that position. Now in some ways it’s different from what’s 
on your resume because this is an opportunity for you to talk about some of the things that 
aren’t just facts and figures. You can talk about how you developed a passion for wanting to do 
that work. You can also show some continuity and when you began doing the work and where 
you are today and doing the same kind of work, how you’ve progressed. So the cover letter can 
be very effective in that way. So think about ways that you want to deliver a message to that 
potential employer, first of all to introduce your resume and then to give some information that 
talks about the field, some of the value, the honesty, the things that you feel are important that 
can’t be conveyed through the resume itself. 

Slide 15: 

Title: Sample Cover Letter 

[A sample cover letter. The address portion gets circled.] 

Let’s take a look at this sample cover letter. You’ll notice just in the address, the letter is 
addressed to a person as opposed to “To Whom it May Concern” or “HR Manager.” If you can 
get that information about the person who’s to receive it, personalize it as opposed to 
generalizing it. That’s going to be so very important. One thing that it does also is to indicate that 
you’ve done your research to identify the person to whom the message should be delivered. 
You’ll also notice in the opening paragraph that there is some consideration for the reader that 
they’re wanting to save their time but really identifying the position for which they are applying, 
which is always good to sort of restate. Then when they list their qualifications, you look at some 
of the language that’s used there, it basically is supporting the fact that this is what I do 
naturally, this is what I do best, and it’s always good to highlight those skills and abilities, 
reinforcing those to that potential employer. And you can see towards the closing that this 
person again wants to save time to say that we could meet in person, it won’t take long, being 
respectful of any amount of time that they may take up but still having an opportunity to get 
together, and closing it on an affirmative note. So not only getting together but saying I’ll call 
your office in a few days to see when your calendar allows for an interview. So closing with an 
affirmative statement is always a good idea. 

Slide 16: 

Title: Closing 

[Host on the left.] 

[THANK YOU spelled out in keyboard keys.] 

I’d like to take this time to thank you for joining me in this workshop where we’ve talked about 
writing effective resumes and cover letters. And whether this is your first resume that you’re 
looking to pull together or put together, or if it’s going to be one of many that you will have done 
over time, hopefully you will have appreciated what’s been presented to you, and you’ll be able 
to utilize that in your next job application and your job search process. In case it’s your first step, 
there are a number of resources that are available to you that you could take advantage of, and 
I know we talked about such things as formatting your resume. We talked about action verbs 
that you can utilize on your resume, and when it comes to cover letters, we’ve also provided 
various samples or templates that you might be able to take advantage of as well. If it’s going to 
be your second or third resume that you’re putting together, hopefully that material will be 
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valuable to you as well. So thank you for joining me, taking the time to engage in this workshop, 
and good luck to each and every one of you.
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