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[bookmark: _7il66oxs8dcj]ANALYZE: Analyzing a Sample Resume and Cover Letter
Before writing your own resume and cover letter, it’s important to look at some real life examples and discover what elements all great resumes and cover letters have.  

I. Resume Analysis
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II. Cover Letter Analysis
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(Sample Cover Letter Original Link)
**NOTE: This cover letter was posted by the employer. His/her contact information, and the contact information of Matthew Ross are both removed from the letter. However, Matthew Ross did include them in the cover letter so note that in your Glows & Grows.
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SKILLS
O List any relevant technical skills.

O Reflect skilllevel accurately (proficient, working knowledge, etc.).

T Include language skills that are accurately reflected (fluent, conversant, etc.)
T Do NOT include vague generalities (such as “strong communication skils”)
T Leave off any outdated or obsolete skills (such as FORTRAN).

RELEVANT COURSES
0 Only include courses relevant to the job you are applying for.

O Write full course names; do NOT use Course numbers.

T Nursing students are required to include this section. Include */Practicum” after any course title that
has a practicum associated with it. For example: Adult Health Gare Nursing/Practicum.

EXPERIENCE
T Include Internship/Go-Op Experience, relevant paid work, and relevant volunteer work.
T Include the position title, company name, city, state, and dates of employment.

0 Begin each job description with an action verb.

0 Focus descriptions on accomplishments.

O Quantify and quality descriptions when possible (ex. Increased sales by 30%).

T Use bullet points and action verbs when describing experience.

LEADERSHIP & ACTIVITIES
O List campus and community activities as you would a job or internship.

T Highlight leadership positions and describe accomplishments using bulleted points.

T Include Title, Organization, Location, and Dates of Participation.

T Generally, do NOT include organization names that reveal political afilation, religious preference,
racial/ethnic background, etc.

0 Do NOT include High School activities.

ADDITIONAL CATEGORIES
T Use additional categories if relevant to the individual and the job being sought.

O Examples of additional categories include but are not limited to: Research, Publications,
Professional Associations, Certifications, Licenses, Miltary Service, and Presentations.

REFERENCES

O May include statement “Available upon request” at the end of the resume when space allows.
0 Do NOT include names and contact information for references on resume; list on a separate page.
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ENTRY-LEVEL FOOD SERVICE WORKER

ST s g I 459
s

Enthsiasic Food Srvice Worker with 6+ years of eserience. Posses  Certffcation i Food Hardling and Sfey: Scking
o leserage proven skl and acquired i i anenr el posiion o el achieveyour ompany s goals.

EDUCATION

INDIANA COMMUNITY COLLEGE. Fort Wayne, IN
Certifcat in Food Handling and Safety June 2013

+ Graduated Cum Laude

« Assistant manager st campus soup Kitchen

NOTRE DAME UNIVERSITY, Fort Wayne, IN
Bachelo of Aris Degree in Food Science, June 2012

" Graduated with honors

* Captain of varsity handball team

PROFESSIONAL EXPERIENCE

BOB'S STEAK HOUSE Fort Wayne, IN

Part.time Food Service Worker September 2010

" Itroduce  packed-lunch and microwavable dinner servie t offer our 200+ daily customers,
encoursge healbier and more varied deliverable food choices

* Cleanall work area, equipment,utenil,dishes, and silverware and ensure they are stored
appropriatly in accordance to siate law

* Trained all 6 new emplogees in proper food prepartion procedures, ensuring attention o safety,
hygiene, and efiiency.

+ Ensure the maintenance of leanliness in mulple kitchen and resaurantareas excecding 300 sa .

* Take reservatons from guess in person or overthe phone.

RED LOBSTER Fort Wayne, IN
Trainee Food Service Worker. August 2008 ~ July 2010
* Took ordersfrom diners and recommended approprist dishes and sccompaniments on their behalf,
ataiing a 98% customer satisfacton
+ Prepared and seed paymen of bills for the orders scrved and apportioncd any tps cqualy among
all employees
* Assisted inseting up of ood displys and service

fons 0 increase serve team effciency

ADDITIONAL SKILLS

+Team worker who's sle o adspt i ighly dynamic and changin sitatons
© Silledin MicrosoR ofic, pariclily advanced Excelfnctions

* Bilingal Spanish)

ACADEMIC ACHIVEMENTS
= AlSute Track Champion
© Maih Cib tressurer
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COVER LETTER CHECKLIST a

FORMATTING & GENERAL INFORMATION
Keep cover et o one page n fength.

2 Prooiread your cover lter o make sure i s free of grammaial rrors.

2 Wik the cover eter i business eter format,

5 Wit in professional business anguage even when emaiing. Do not use chat speak, texing language, o shorthand.
3 Use only appropriate fonts (Times, Ava, Verdana, etc).

3 Keep font sizes 10, 1,01 12 . for text Font iz showid be consisent hroughout the cover et

5 Set margins 10 approximately 1 inch on al sces.

2 Single space the lete, but eave blank ies between your contact nformation, e date, the company's contact
‘nfomaton, th greeting, each paragraph, and he ciosing_

3 Sign your ete, pariculry i you are submiting a printed copy.

5 Laser prin your cover eter on high quaiy paper,Just as you o you resume.

3 Dont use etetheat from your curent employer 10 Wit your cover et

5 When incluing a cove eter wih an emal,either uicad the enite document as an anachment of past the enie:
document including mailng addresses and the cate,no the body of he email

Do NOT use a genericform ete for every fob you applyto Make sure your cover lttr i personalized 1 each

posiion and company.
3 Stan the cover eter wth your physical mailing address.
2 nclude the date.

‘CONTACT INFORMATION OF THE RECIPIENT
 nclude the name of  specifc person, with appropriate pefix i known (Dr., Mr. Ms., e, etc).
3 nclude recpient's ob .

3 Make certain that you have th correctspeling of e person's name and .

2 include he name of the company.

3 inciude the company's physical maiing address.

GREETING.
5 Adress the eter 1 a specic person.

5 approprate prefe i known, use i th greeting (ex. Dear M. Parker). f appropriate prefixis o known, st prson's
fistand second names (ex. Dear Tayor Parker).

3 Use 2 colon a the end of the greetng (), nota comma.

FIRST PARAGRAPH
2 Showinerestn the company.

2 identy he positon 0 which you are applying.
5 State how you learmed about the ob opening
2 Summarze your stongest qualficatons.

'SECOND PARAGRAPH
3 Use  copy of the fob advertisement o descrption 1 wit tis paragiaph i possie.

5 Descibe your qualficasons in more detal

5 Demonstate that you have knowiedge of the company.

5 Show how your qualfcatons, experience, and abiltes mach the needs ofthe company.
3 Use speciic exampes as evidence of your qualficatons.

3 Refer o your enciosed resume.

5 Do NOT duplcate content fom you' resume word for word.

FINAL PARAGRAPH
5 Express an erestin requesiing an imerview.

5 Provide informatin regarding how and when you can be contacted.
5 Thark the recipient for considerng you ot the avalabl positon.

CLOSING & SIGNATURE

5 Include an appropriatly professional closing, such as “Scerely”

5 Skip e ines between your closing and your typed name..

51 you it you cove eter, ign i the space between your losing and your typed name.

 nclude the word “Enclosure(s)” f you il b providing your cove eter and esume (and any other supportng
documents) in hard copy of “Attachment(s)” ff you will be emailing them beneath a biank liné beneath your typed name.
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From: Matthew Ross [mailto I
Sent: Monday, January 14, 2013 1:14PM

To: NE—

Subject: Summer Internship

Duff & Phelps, LLc|
55 East 52nd Street, Floor31
New York, NY 10055

Dear i, N

My name is Matthew Ross and | am an undergraduate finance studentat San Diego State University
(SDSU). 1 metyou the summer before last at Smith & Wallensks in New York when was touring
the east coast with my uncle, who isa MLB Umpire. | just wanted thank you for taking the time to
talkto me that night

1am writingyou to inquire about a possible summerinternshipin your office. | am aware itis highly
unusual for undergraduates from average universities like SDSU to intem at Duffand Phelps, but
nevertheless| was hoping you might make an exception. | am extremely interested ininvestment
banking 2nd would love nothing more than to learn under your tutelage. | have no qualms about
fetching coffee, shining shoes or picking up laundry, and will work for nextto nothing. In all honesty,
1just want to be around professionalsin the industry and gain asmuch knowledge as| can.

| won't waste your time inflating my credentials, throwing around exaggerated job titles, o feeding
yous line of crap about how my past experiences and skil set align perfectly for an investment
bankinginternship. The truthis| have no unbelievably special skills or genius eccentricities, but | do
have a near perfect GPA and will work hard for you. 've interned for Merrill Lynch inthe Wealth
Management Division and taken an investment banking class at SDSU, for whatever that i worth.

1am currently awaiting admission results for SDSU’s Masters of Science in Accountancy program,
which | would begin this fall if admitted. | am also planning on attending law school after my
master’s program, which we spoke about in New York. | apologize for the blunt nature of my letter,
but| hope you seriously consider taking me under your wing this summer. | have attached my
resume for your review. Feel free to call me at IS, o* &mail 3t

———— T2k you for your time.

Sincerely,

Matthew Ross
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STUDENT RESUME CHECKLIST

FORMATTING
T Keep resume to one page in length

0 Make sure your information fills the page without looking crowded.

O Emphasize major headings using capital letters, underiining or boid.

T Use Bullets, Bold, ltalics, Underlining and Indenting appropriately.

T Proofread your resume to make sure it is free of grammatical errors.

0 Keep spacing and formatting consistent throughout document.

O List dates consistently throughout the resume.

0 Use only appropriate fonts (Times, Arial, Verdana, etc)

O Keep font sizes 10, 11, or 12 pt. for text and 12, 14, or 16 pt. for headings and name.
0 Do NOT include pictures and/or graphics.

0 Do NOT include personal Information (Age, Weight, Ghildren, etc.).

0 Set margins to approximately 1 inch on all sides.

NAME/ADDRESS
T Put your full name on the top line of the resume.

T Include complete mailing address.

T Include telephone number with area code (be sure it is a number where you can be reached).
T Make sure your email address is professional (U of M email address is recommended).

OBJECTIVE/PROFILE
T Target your abjective/profile to the specific job you are applying for.

0 Do NOT use personal pronouns such as I, me, or my."

T Highlight key skills or qualifications relevant to the job.

T Use a profile to summarize key accomplishments relevant to the job (recommended for graduate
students).

EDUCATION
O Write the full name of your degree and major, using no abbreviations.

O List the name of the institution that granted the degree. along with the city and state.
T Include the month and year of graduation or expected graduation.

0 Do NOT st dates of attendance.

Tinclude GPA T itis 3.0 or higher.

O List the highest degree first.




