
 
 

Writing an Effective Resume  
What is the purpose of the resume?  

The goal of your resume is to get an interview.  For this reason, you want your resume to highlight the aspects 
of your experience that are most transferable to the opportunity you want.   

A resume provides a summary of your skills, abilities and accomplishments. 



 
 

Resume Checklist 
 

Overall Appearance and Content         
__ Makes an immediate favorable impression;                       
      easy to read             

__ Avoids using templates you find online –  
     they are hard to update and look generic                                                
 

__ Looks appropriate for profession 
 

__ Separates info into categories for easy reading 
 

__ Makes efficient use of space 
 

__ Appropriately uses bold, underlining, etc. 
 

__ Not more than 2 pages in length 

__ Makes every word count. 
 

__ Supports and substantiates objective 
 

__ Do





 
 
 

 

Resume Planning Worksheet  
Use this worksheet to brainstorm your experiences. When you’re ready to write your resume, include the informati
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leading with a strong action verb, describe another responsibility, duty, accomplishment, or acquired skill. 
 

 
SKILLS (Specify 



Writing an Effective Cover Letter 
What is the purpose of the cover letter?  The cover 
letter tells an employer why they are receiving your 
resume and for which job you are applying.  Study the job 
description so that you can specifically communicate what 
you are applying for and how your skills and experience 
best match the position.  You can practice writing a cover 
letter but you will have to write a new one each time you 
apply for a job.  If you do not change your cover letter with 
each job application, you will be less likely to convince a 
potential employer that you really want the job. 
  
When do you send a cover letter?  If you are applying 
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