RESUME BUILDING
AND GOVER LETTERS
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GETTING THE JOB YOU WANT

* Building a Resume
 Application Cover Letter
 Thank You Note
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PARTS OF A RESUME

* Personal information
e Resume summary
 Experience

* Education

« Skills

 Optional
 Awards
 Languages
« Community service
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RESUME DO’S AND DON'TS

 Relevant experience
 Education

* Personal information

* Qualified standards
 Words you use
 Applicant tracking system
* Length

* Proofreading
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https://www.resume-now.com/build-resume

COVER LETTER

* Introduce yourself
 Mention the job you are applying for

« Show that your skills and experience match the skills and
experience needed to do the job

« Encourage the person reading the letter to read your
resume

* Finish with a call to action (i.e., asking for an interview)
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COVER LETTER

« Keep it short

* Tailor the letter to the specific job

* Find out who to address the letter to if possible
* Find out more about the job

* Find out more about the company
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COVER LETTER CONTENT

 Your name and contact information
 Their name and contact details

 Date on the right hand side

* The name of the job you are applying for
« Summary of your relevant skills

« Summary of why you’re right for the job
 Ask them to contact you

* Be careful not to overuse “
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THANK YOU NOTE/EMAIL

Hi [Interviewer Name],

Thank you so much for meeting with me today. It was such a
pleasure to learn more about the team and position, and I’'m very
excited about the opportunity to join [Company Name] and help
[anything awesome you would be doing] with your team.

| look forward to hearing from you about the next steps in the hiring
process, and please do not hesitate to contact me if | can provide
additional information.

Best regards,
[Your Name]
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