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Preparing a Computer-Friendly Résumé
· Emphasize keywords–nouns that describe traits, skills, and characteristics from job description.
· Avoid unusual typefaces, underlining, and italics.
· Use 10 to 14-point type.
· Use smooth white paper, black ink, and quality printing.
· Be sure that your name is on the first line.
· Provide plenty of white space.
· Avoid double columns.
· Don’t fold or staple your résumé.
· Use abbreviations carefully.
· Include all your addresses and telephone numbers.
· Be prepared to send your résumé in ASCII.
	Note: Unlike a paper résumé, one that will be scanned by a computer may be as long as you think necessary.
What Turns Recruiters Off When Reading a Résumé?
· A focus group of nine expert recruiters gave these individual responses:
· “Personal data. That’s a major ‘red flag.’ Also typos, inconsistent punctuation, and huge paragraphs that look like job descriptions.”
· “Odd-sized résumés from services saying ‘Presenting the candidacy of . . .’  I don't even read them anymore. They’re a major rip-off.”
· A focus group of nine expert recruiters gave these individual responses: 
· “Résumés that show no research; not looking at the employer’s needs.”
· “Omissions in terms of dates. And misspellings!”
· “Long cover letters and résumés over two pages.”
· A focus group of nine expert recruiters gave these individual responses: 
· “Excess cosmetics, substituting form for content. A résumé should look nice but not go overboard.”
· “A photo. I have to remove them because managers must be color and gender blind.”
· “Not sending the résumé to the right place.”
What Do Recruiters Consider Most Important in a Résumé?
· “The objective. Plus dates when things happened and accomplishments.”
· “Information about skills that apply to the job; less about job history and past duties.”
· “Valid information in an easy-to-read, attractive style.”
· “The candidate’s address and phone number. Lots of people put them only in the cover letter!”
· “Realizing that the employer is looking for ‘red flags’ and making sure there aren’t any. If you have an employment gap, include a clear statement explaining it.”
· “Meeting the qualifications for the job.”
· “The presentation and the objective.”
· “A clear objective, backed up with qualifying experience and continuity in the work history.”



What Is a Cover Letter?
A cover letter expresses your interest in and qualifications for a position to a prospective employer.
Introductory Paragraph
Your first paragraph should:
1. Get the reader’s attention, stimulate interest, and be appropriate for the job you are seeking.  
2. Make your goal clear to readers.
3. Preview the rest of your letter.  Highlight the qualifications you will discuss throughout the letter.
Solicited Application Letters
· Solicited application letters are letters written in response to an advertised job opening.  
· It is appropriate to mention where you learned of the opening in the first paragraph.
Example:
I believe that my knowledge of public relations and my  proven communication and leadership skills make me a strong candidate for the position of Media Relations Coordinator that was posted by the Delta Airlines Job Opportunities Program.

Unsolicited Application Letters
· Unsolicited application letters are written to companies that have not posted a job opening.
· It is important to gain the reader’s attention and persuade them that you can contribute to the company’s goals.
Example:
As a member of one of the fastest growing publishing houses in the world, do you have an opening in your acquisitions department for a recent college graduate with a major in English and publishing and editing experience?
Detailing Your Experience
· Show (don’t tell) employers your qualifications
· Include specific, credible examples of your qualifications for the position. 
· Use numbers, names of equipment you've used, or features of a project that may apply to the job you want.
Example:
As a banking representative at Bank One, I provided quality customer service while promoting the sale of products to customers.  I also handled upwards of $20,000 a day and was responsible for balancing the bank’s ATM machine.  
Using Active Language—Do’s
· Use concrete words to describe your experience.
· Use present tense to discuss current activities and past tense for previous job duties or accomplishments.
· Be as specific as possible in descriptions; list dollar amounts and figures when you can.
Vague:  I worked as a ramp agent for COMAIR. 
 Specific:  As a ramp agent, I assisted in loading baggage, oversaw fueling the aircraft, and stocked commissary items on the aircraft.
Weak:  I attempted to attract customers.
Strong:  I initiated a program to attract customers to Pizza Hut, which resulted in a 5% increase in sales for the month of June. 
Writing a Persuasive Job Application Letter
· Closing
· Ask for an interview. Consider hooking the request to a statement reviewing your strongest points.
· Make it easy to respond. Tell when and where you can be reached (during office hours). Some recruiters prefer that you call them.
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Your Street Address   City, State, ZIP     Today’s Date     Ms. Ann James   Vice President, Marketing   Wiggetts, Inc.   123 Grand Avenue   Houston, TX 70890     Dear Ms. James:     The  opening paragraph  should around the interest of the employer. State  why  you are writing (i.e . in response   To an advertisement referral from a contact, knowledge of position opening, etc.). If you have been referred   By an individual, be sure to mention that person’s name here. You should also give the title of the position for    which you are apply ing.      T he  middle paragraph  should create a desire on the part of the employer to know more about you. Point out    several key accomplishments from your resume that pertain to the job description , and highlight qualifications   that would make you a good can didate for  this  position. Be careful not to repeat your resume verbatim, but refer   the reader to important points of interest.      This paragraph requires some homework. You want to explain why you want to work for  this  specific organization.    If you are not  familiar with the organization, use the library or the Internet to do some research. You might even want    to call or stop by the employer’s location to request informational materials. Most employers are impressed by the fact   that you would care to enough  tot gather information before applying for a position.      The  closing paragraph  should pave the way for the interview by stating your availability for an interview and the most    effective way to contact you (email and phone including hours). Also, be sure  to thank the reader for the attention and    consideration he or she is giving to your resume.     Sincerely,     (sign here)     Roberta A .  Jones       Enclosure (You are noting that you have enclosed your resume.)      
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Your Street Address


City, State, ZIP



Today’s Date



Ms. Ann James



Vice President, Marketing



Wiggetts, Inc.



123 Grand Avenue



Houston, TX 70890



Dear Ms. James:



The opening paragraph should around the interest of the employer. State why you are writing (i.e. in response



To an advertisement referral from a contact, knowledge of position opening, etc.). If you have been referred



By an individual, be sure to mention that person’s name here. You should also give the title of the position for 



which you are applying. 



The middle paragraph should create a desire on the part of the employer to know more about you. Point out 



several key accomplishments from your resume that pertain to the job description , and highlight qualifications



that would make you a good candidate for this position. Be careful not to repeat your resume verbatim, but refer


the reader to important points of interest. 


This paragraph requires some homework. You want to explain why you want to work for this specific organization. 



If you are not familiar with the organization, use the library or the Internet to do some research. You might even want 



to call or stop by the employer’s location to request informational materials. Most employers are impressed by the fact



that you would care to enough tot gather information before applying for a position. 



The closing paragraph should pave the way for the interview by stating your availability for an interview and the most 



effective way to contact you (email and phone including hours). Also, be sure to thank the reader for the attention and 



consideration he or she is giving to your resume.



Sincerely,



(sign here)



Roberta A. Jones



Enclosure (You are noting that you have enclosed your resume.)
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