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RESUME: WRITING   

What is a Resume?

A resume is a written communication that highlights your education, experience, and qualifications to produce results for a particular employer. Its sole purpose is to assist you in obtaining a personal interview!

Most people hate the thought of writing a resume, so they put it off. When they finally do sit down to write, they often become convinced that their background and skills are inadequate. They can't imagine how their work experience or education pertains to the career they are planning. These feelings and concerns are common--here's how to deal with them.

Keep your purpose in mind. Your resume is a sales tool that introduces you to the employer. It is:


 a record of your education and experience


 a sample of how you communicate


 a way to generate interviews
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Quick Guide to Resume Writing

WHO GETS THE JOB is not always the one who can do the job best, BUT who knows best how to get the job. Hence, each detail of this process should have meticulous attention since people are often screened OUT on the basis of a poor letter and resume.

PEOPLE DON'T READ RESUMES, they skim them. So, think of a resume more as a piece of advertising than a comprehensive data sheet. Use margins and good spacing, which makes it easily skimmed.

DON'T USE A LOT OF DATES OR NUMBERS. That makes it hard to skim. Place dates at the END or to the SIDE when describing experiences.

RARELY ABBREVIATE. Especially college degrees and organizations. It can also be helpful to give a concise, functional explanation of professional and student societies.

USE ACTION VERBS. Don't use the verb "to be."  Instead of "I did...I was...I am..." use verbs like "initiated, created, developed, supervised, managed, instructed, counseled, negotiated, maintained,..." etc. (see a small action verb list on page 5 of this publication).

EMPHASIZE SKILLS, especially those which transfer from one situation to another. The fact that you coordinated an event for a student organization leads one to suspect that you could coordinate other things as well.

DON'T USE NEGATIVE WORDS. Don't apologize for lack of work experience or weaknesses. Be positive, capitalize on strengths, and leave out the negative or neutral words.

RESUMES SHOULD BE ONE OR TWO PAGES IN LENGTH. Never more. Anything longer is an autobiography. Don't overwhelm employers with information.

EXPOUND ON RELEVANT EXPERIENCES, condense jobs or experiences that are not directly related. This means SLANTING your resume to the type of job you are seeking. Hence, you will need more than one resume if applying for different types of jobs. EXAMPLE: If you are applying for a Child Care Counselor job, devote more space to your experience as Camp Counselor. But if you're applying for a job as a Management Trainee, condense that and emphasize organizational and supervisory abilities.

EXPECT A PHONE CALL if they are interested. Most employers call to set up an interview. Seldom will they write, so, make sure they have a phone number. Will you or someone else be available to answer your telephone? If not, make sure your cell phone voice mail is working, but avoid using "humorous" pre-recorded messages.


Resume Formats
A variety of formats may be used in resume preparation. Two of the more common formats are the Chronological and Functional. Each has advantages and disadvantages. The format you choose will depend upon your circumstances and background. One may also choose to combine the two approaches.


Chronological Format:  The chronological format is the most frequently used, probably because it is the easiest to prepare. Simply stated, the chronological resume presents your work experience and personal history in reverse time sequence. Titles and organizations are emphasized with duties and accomplishments described. Its main advantage is that it is easy to follow. It is best used when your career direction is clear and the job target is in line with your education and work experience.


Functional Format:  The functional resume focuses on skills and abilities that can be applied in a variety of situations. It should be organized in a manner that supports your work objective. It de-emphasizes chronological job description listings and emphasizes qualifications by organizing skills into categories such as "management", "counseling", and "technical." Its main advantage is that it is flexible. It is best used by candidates who lack direct job-related experience or for those whose education is general so that they must find a way of bridging the gap between it and the job requirements. It is also useful if one has a significant amount of experience and desires to group skills into categories and thus cut down on overlap in the resume.


Combination:  This format allows you to creatively combine elements of both the chronological and functional resume formats. Be sure to use subheadings 
which are the most appropriate for you and your skills and experience

Resume Components
Resumes are normally written in outline form. The top third of the resume has the most attraction power, just as any other printed material. Therefore, position the strong areas at the top. Virtually all resumes include the following sections (others may be included).

Contact Information: At the top of the resume identify yourself by name, address, telephone number, and email. If you will be moving in a short time include a permanent address.

Competencies/Skill Summary

List 5 to 9 career competencies (personal strengths) that are relevant to the position for which you are applying that you would like to utilize.  Competencies should tell an employer what you want to do and what you can do. Competencies should be listed in easy to read rows and columns and should all be supported by descriptors detailed in the resume education, experience and/or activity sections.
Competencies: (Example #1)
   Training

   Counseling

    Writing

   Technology

      Facilitating


Competencies: (Example #2)
Training




Counseling



Writing

Facilitating




Budgeting



Managing

Strategic Planning



Developing



Researching 
Most readers tend to skim words in a “Z” pattern. List the most important competencies in the circled positions to enhance the reader’s memory of one’s most critical qualifications.
A

B

C

D

E

F

G

H

I

Education: This category does not need to be excessively detailed. Degree(s) earned, date(s) earned, institution(s) from which obtained, major(s), and grade point average if above 3.0 on a 4.0 scale are basic. Academic honors and specialized coursework or projects which are directly related and important to one's career may be listed as well (or they can be included elsewhere in the document).

Experience: Prospective employers will read this section closely with a central thought in mind: "How do this person's experiences, abilities, and accomplishments relate to my company's employment needs?" Your work experiences should highlight what you have done and what you can offer the employer.  Before committing work experience to the printed page, you may find it helpful to first outline this information according to: 1) position held, 2) name and location of organization, 3) dates of employment, 4) responsibilities, 5) achievements and/or significant contributions, and 6) demonstrated abilities and skills.

The manner in which you describe your work experience will differ depending on the resume format you choose to use. If you utilize the chronological format, your work experience should be listed in reverse order, most recent first. Employing the functional format requires that the responsibilities and duties be described under the functional skill areas you have designated (e.g. management, communication, program planning, etc.).

The following sample list of action oriented or descriptive words may be helpful in describing your past work experiences and skills:

Administered
Directed
Instructed
Presented

Advised
Edited
Interpreted
Processed

Analyzed
Ensured
Maintained
Produced

Assisted
Established
Managed
Promoted

Communicated
Evaluated
Modified
Researched

Completed
Expanded
Observed
Revised

Conducted
Financed
Ordered
Studied

Coordinated
Handled
Organized
Supervised

Counseled
Implemented
Participated
Trained

Demonstrated
Improved
Performed
Tutored

Developed
Initiated
Planned
Updated

Diagnosed
Installed
Prepared
Wrote

Skills
One of the key competitive advantages of higher education in general, and of a UPIKE experience in particular, is the development of a well-rounded set of skills that are valuable to an employer. Be sure you can provide evidence of how you developed the skills you claim. Skills most sought by employers include:


Critical Thinking/Problem Solving

Oral/Written Communications


Teamwork/Collaboration

Digital Technology


Leadership


Professionalism/Work Ethic


Career Management


Global/Intercultural Fluency


Analytical/Research Skills (including lab skills)

Managing Multiple Priorities


Interpersonal Abilities


Leadership/Management Skills


Planning/Organizing

Additional Headings: Additional headings should be included if they offer substantive evidence of your qualifications for the job you are pursuing. Titles of these additional headings should be descriptive of the material which they head. Examples of such headings might include:  Leadership Activities; Professional Organizations; Publications; Honors and Activities. 
One very typical piece of additional information employers may want is References. At the Career Development Office we highly recommend that you include a separate sheet of stationery listing 3-6 references so when requested, they are immediately available. 
Building Better Bullets
The examples below demonstrate how skills and attributes gained from common work experiences might be used effectively to reflect the transferable skills as the job seekers changes from one job to another. 
Analyze how the “good” bullet points are strengthened with the use of strong verbs, numbers, and explicit details. Don’t leave the reader guessing what you mean or assume they know what you did. 
Example 1

Job Experience: Worked at fast-food establishment (drive thru and cashier)

Skills the candidate is highlighting: communication and customer service

Good: Sold food and drinks to customers
Better: Served customers with courtesy, patience and a smile
Best: Provided a pleasant point-of-sale, customer experience through clear communication, patience and a positive attitude

Skills the candidate is highlighting: teamwork

Good: Work well with others (Vague statement. You work well with others to do what?)
Better: Work with a team to take orders
Best: Coordinated workflow with 8+ crew members to efficiently process and fill customer orders 

Example 2

Job Experience: Summer Camp Counselor
Skills the candidate is highlighting: project management and leadership

Good: Watched children in camp activities (How many campers? Ages? Day camp?)
Better: Coordinated camp activities for children in a safe environment
Best: Planned and implemented weekly activities for 60+ children, ages 5-10 years, in a safe and caring environment while reinforcing rules and procedures at a residential camp

Skills the candidate is highlighting: Supervising others

Good: Supervised camp staff (How many? Did you provide training?)
Better: Supervised 20 camp counselors
Best: Supervised 20 camp counselors in accordance with emergency and safety procedures, personnel policies and proper use of behavior management techniques with camp participants. 

Consider rearranging the order of your bullet and using bold or highlighting to make an additional impact


Good:      Increased Club XYZ enrollment 

Better:     Increased Club XYZ enrollment by 50%

Best:        50% increase in Club XYZ enrollment achieved by targeted recruitment
Look at your own bullet points on your resume. Re-write your good and better bullet points into strong, best statements.
Resume Layout and Appearance:
Your resume has approximately 10 to 20 seconds to make a favorable impression on the employer. Therefore, it should be as aesthetically pleasing as possible. The finished copy of your resume should conform to the following considerations:


* Use 8½ X 11 white, off-white, or light gray stationery of good quality (20#, 25% cotton


     fiber is recommended for most "new" college graduates). 


* Use perfect grammar, punctuation, and spelling. Have several people proofread for errors.


* Limit your resume to a maximum of two pages, one page is preferable.


* Omit all personal pronouns e.g. I, me. Avoid wordiness; use phrases, not complete


     sentences; and be concise. 


* Strive for readability. Generous spacing and separation of the components through


     CAPITALIZING, underlining, italicizing, bolding, etc. will help you achieve this effect.

Format
When you are job hunting, the form of a good business letter is as important as the content.


1. Use high quality bond paper with your address at the top. Be sure that


    the paper is identical to that of your resume if enclosed, and also that of


    the accompanying envelope.

2. Type neatly. Mistakes and misspellings must be perfectly corrected.

3. Always address a letter to a specific person. Use the individual's full name,

    including middle initial and title. Greet the individual as Mr., Ms., Dr.,

    Professor, etc...

4. Keep sentences relatively short.

5. Keep your letter brief, never more than one page.

6. Keep a copy of each letter as a convenient record of both what you said and

    your contact's full name, title, and address. It will also remind you of when

    your follow-up call is expected.
Five Common Mistakes
1. The resume is tooooo long, is either overwritten, or too sparse. It tries too hard--too fancy.
2. Failure to include a cover letter along with the resume when sending it.
3. The resume is poorly typed, disorganized, and sloppy--a sloppy resume indicates a sloppy employee.

4. The resume contains careless mistakes or inappropriate information i.e. marital status, age, race.
5. The resume is not oriented for results.

Five "Musts" for Your Resume
 1. Have a clear job target before writing your resume. Take inventory of your most important

     qualities, accomplishments, and skills and work them into the resume.

 2. Select the resume format that suits you best. Stress your contributions, not just the duties involved, in

     describing what you have done.

 3. Begin sentences/fragments with action words; make it attractive, but use a clear, easy to read 

     typeface.

 4. Eliminate extraneous information. Have someone edit and review your drafts. Refine and polish. 
 5. Read your resume to confirm that you have presented your most relevant qualifications for the position(s)  

     you want.


Functional Format

WANDA JOB
Address Until 5/15/20:
Permanent Address:

  Pikeville, Kentucky
Roanoke, Virgina
  Phone: (606) 218-4728
Phone: (540) 787-8779    
  wandajob@upike.edu
www.linkedin.com/in/jobw
Target Position:
Sales Representative position for a firm that markets 


office products and services.

Education:
Bachelor of Arts

English, May 2020

University of Pikeville, Pikeville, Kentucky
Sales:
* Employed 10-15 hours per week in sportswear store as 



    sales clerk for two years.


* Acted as assistant manager in family business. 



    Purchased merchandise at trade shows. Handled


    preferred customers.


* Dealt with office product sales representatives in a law


    office.

Communications:
* Employed as a reporter and night editor for two years


    with college newspaper.


* Excelled academically in three writing and public


    speaking courses.

Organization:
* Managed time effectively while working part-time and


    going to school full-time. 


* Employed in gift shop during hectic seasonal rush


    periods.


* Handled a variety of general administrative tasks as a


    secretary in a law firm. Became familiar with a wide


    range of office products and services.

 Experience:
Sales Clerk, College Varsity Shop, Pikeville, Kentucky

2019-2020

Secretary, Smith, Lee & Jones, Attorneys at Law,


Roanoke, Virginia. 2019 summer


Sales Clerk/Assistant Manager, Treasure Place,


Ocean City, Maryland. 2017-2018 seasonal

Chronological Format
              

Martin James

Berea, KY
(606) 835-9889
www.linkedin.com/in/mjames
 martinjames@upike.edu


OBJECTIVE:
Teacher: Elementary Education (K-8) or Reading (K-9)

AREAS OF
Individually Guided Education
Team Teaching
Tutoring
KNOWLEDGE:
Developmental Reading
Sports Activities
Coaching
EDUCATION:
UNIVERSITY OF PIKEVILLE, Pikeville, PA


Bachelor of Science--June 2019

Major: Elementary Education


Area of Specialization: English


GPA: 3.45/4.00

TEACHING:
PIKEVILLE ELEMENTARY, Pikeville, KY 1/2020 - 5/2020

Position: Student Teacher - 4th and 5th Grades


* Assisted reading groups


* Taught individualized math


* Team taught social studies and language arts


* Developed learning centers


HAZARD ELEMENTARY, Hazard, KY 8/2019-12/2019

Position: Student Teacher - Reading Clinic, 2nd Grade


* Organized curriculum materials


* Taught reading to groups of five students


* Designed and maintained progress charts


* Initiated after school soccer club

PIKEVILLE ELEMENTARY, Pikeville, KY 1/2019-5/2019

Position: Teacher Clinical – 3rd Grade


* Observed 3rd grade classroom and specials

* Individually assisted students needing extra help
RELATED
Volunteer Tutor, Berea, KY, PA, summer of 2018
ACTIVITIES:
Umpire, Little League, Beres, KY, summers 2016 - 2018

Lifeguard, Certified, Berea, KY, summers 2016 -2018
Chronological Format

Anita Career
Pikeville, KY l (606) 643-3333 l anitacareer@upike.edu
www.linkedin.com/in/anita_career
CORE COMPETENCIES

• Communication

 • Interpersonal Skills             
• Empathy
        • Team Building/Mentoring
 • Crisis Intervention  
• Group Facilitation   
        • Conflict Resolution/Mediation     • Clinical Assessment
• Research
EDUCATION 
Bachelor of Science – Psychology, December 2019

University of Pikeville, Pikeville, Kentucky

 GPA: 3.17 on a 4.0 scale


Senior Research Thesis: Mental Health Challenges of Rape/Assault Trauma Victims
 EXPERIENCE 

Volunteer Rape Crisis Counselor. September 2018 - present


Pike County Rape Crisis, Pikeville, Kentucky

 Certified upon completion of 45 hours of technique and procedure training


 Performed on-call crisis intervention and supportive counseling through


    medical procedures and police investigation 

Residential Program Worker (part-time). September 2018 - present


Hatfield Developmental Services, Pikeville, Kentucky

 Supervised 4-5 semi-independent mentally challenged adults in a group home


 Utilized interpersonal ability to teach independent living skills, administered 

     medication, facilitated activities

Student Intern. June 2019 - September 2019

Pikeville Medical Center, Partial Hospitalization, Pikeville, Kentucky

 Co-facilitated up to 6 group counseling sessions/classes per day with partially


    hospitalized mental health patients using empathy and conflict resolution skills

 Provided individual counseling
 
 Completed administrative functions and communicated client progress to co-workers


     and supervisor
HONORS AND ACTIVITIES 


 PSI CHI National Honor Society  2018 - present


 Who's Who Among Students in American  Colleges & Universities 2018 - 2019

 Psychology Club  2016 - 2019 

Chronological Format

Dylan Robertson
CURRENT ADDRESS:
HOME ADDRESS:

Pikeville, KY
Lexington, KY
606-641-2794                       
606-964-3814              www.linkedin.com/in/Dylan-Robertson
DylanRobertson@upike.edu
Competencies
Sales                         Project Management                         Leadership


Management             Coordination                                     Organization          
Education
Bachelor of Arts, Major: Business Management June 2020

University of Pikeville, Pikeville, KY

GPA: Major - 3.02/4.0
Work Experience
Sales Representative, Summer 2019

Nabisco Foods, Louisville KY

• Monitored, arranged, and stocked merchandise on shelves.


• Organized and maintained store displays.


• Maintained open communication with store managers.


Assistant Manager (Shoe Department), January 2018 – July 2018

Wal-Mart, Frankfort, KY

• Maintained merchandise displays.


• Promoted in two-month period.


• Supervised operations in absence of manager.


Surgery Assistant, Summer 2017

University Hospital, Lexington, KY

• Assisted Doctors and Nurses during surgery.


• Delivered patients to prep rooms.


• Coordinated sterilization of rooms following surgery


Paper Delivery Person, January 2014 – December 2016

Lexington Daily News, Lexington, KY

• Coordinated, monitored, and managed 250 subscription


   paper route.


• Increased size of route by 25 subscribers.


• Maintained and filled 20 newspaper racks.
Skills
• Microsoft Word, Excel, Powerpoint


• Business Plan Development-1st place in Annual Entrepreneur Contest


• Project Management-oversaw storewide display layout


• Leadership-Student Government Officer
Community 
• Students Against Drunk Driving (SADD), Member.

Service
• University of Pikeville Student Government Association, Treasurer.


• The Bear’s Den, Student Newspaper Writer.

Chronological Format

WILL B. NURSING
WillNursing@upike.edu

_____________________________________________________________
Pikeville, KY             www.linkedin.com/in/WBNursing
606-834-2134

_____________________________________________________________
SUMMARY:
Motivated, upcoming nursing graduate seeking to utilize Associate of Science 


degree with a broad range of clinical training and experience to work on a 


medical-surgical unit in a hospital setting
EDUCATION:
UNIVERSITY OF PIKEVILLE Pikeville, KY

Associate of Science

Nursing, May 2020

GPA: 3.4/4.0

SKILLS/
*Certified Nursing Assistant (C.N.A.)

CERTIFICATIONS:
*CPR/AED Certified (American Heart Association)

*Language: Spanish (Basic)


*Microsoft Office: Word, Excel, PowerPoint
EXPERIENCE:
PIKEVILLE MEDICAL CENTER, Intensive Care Unit, Pikeville, KY
1/2020 – 3/2020
Preceptorship

*Completed 72 hours under supervision of preceptor on a 20-bed unit     

9/2019
JOHNS CREEK ELEMENTARY SCHOOL, Johns Creek, KY

Community-Based Clinical

*Provided vision and hearing screenings to school-aged children

*Assessed and reported screening results to clinical instructor and school staff
9/2018- present
PIKEVILLE MEDICAL CENTER, Pikeville, KY

Certified Nursing Assistant

*Provided care to clients on medical unit, including taking vital signs, feeding, 


    hygiene care and hourly rounds

*Performed glucose checks on students as delegated by Registered Nurse
6/2017 – 8/2017
YMCA, Summer Day Camp, Pikeville, KY

Counselor

*Coordinated and led programming for a group of 30 fifth graders; encouraged 


   healthy behaviors and practices

ACTIVITIES:
Student Nurse Association, University of Pikeville Chapter

*Participate in monthly meetings focusing on service and fundraising for charity
                                     
  Student Government Association, University of Pikeville, President

*Organize and participate in student programs such as the biannual Red Cross


  Blood Drive

Chronological Format


L. Bea Tory

Pikeville, Kentucky
(814) 879-4555


                  LBTory@upike.edu

CORE COMPETENCIES
Research                              Specimen Collection                          Technical Writing

Lab Techniques
         Multi-Cultural Awareness                  Computer Technology



EDUCATION
University of Pikeville, Pikeville, Kentucky
Bachelor of Science Degree in Biology, May 2020
University of Leeds, Leeds, England (2018-2019 academic year)

Junior Year Abroad program at the University of Leeds in the Biology Department

Academic Honors
Dean’s List, McNair Scholarship, University of Pikeville Honors Society, Who’s Who Among American College Students

Skills:
Laboratory
Computer
· Column Extraction
-  Microsoft Word
· Gel Electrophoresis
-  Excel
· Light Microscope
-  PowerPoint
· X-Ray Flouresence
-  Photoshop
· Nuclear Magnetic Resonance
· Gas Chromatography – Mass Spectroscopy
· Laser Induced Breakdown Spectroscopy,  SELDI-TOF

EMPLOYMENT
Pikeville Medical Center, Pikeville, Kentucky
Phlebotomist/Research Assistant, June 2017 - August 2019
   ~ collected morning specimens and completed daily Phlebotomist responsibilities

   ~ researched and wrote brochure on the early detection of breast cancer

Uiversity of Pikeville, Biology Department, Pikeville, Kentucky

Student Research Assistant, January 2016 - February 2017
   ~ researched metabolic enzymes on Drosophila Melanogaster
   ~ cared for the research specimen and assayed techniques for the study enzymes

Scannable/Web Resumes

Large, medium and small organizations today are utilizing state of the art computer systems and scanners and online application systems to store and access resume information (nearly all, if not all of the Fortune 500 companies are using such technology).  Using this “intelligence,” allows employers to access candidate resumes by searching for key words.

To maximize interview and thus employment opportunities, it is important to develop an effective “scannable” resume.  Consider the following guidelines for content and format:


( Keep it simple

( Standard fonts work best.  Avoid ornate fonts and fonts where the characters touch.

Use font sizes between 10 and 14 point type sizes.

( Italics and underlining cause problems, especially if combined.  Use boldface or ALL

CAPITAL LETTERS for emphasis.

( Vertical and horizontal lines should be used sparingly. When used, leave at least a
quarter of an inch space around the line.

( Avoid graphics, shading and shadowing.

( Do not compress or expand the space between letters and lines.

( Do not double space within sections.

( If hard copy, the resume should be an original printed on white or light colored 8 1/2 X

11 inch paper.

( Folded, stapled or mutilated paper will not scan well. 

( It is imperative that you describe your skills and accomplishments using key words. 

( Use the language of your profession.

( Nouns are more distinguishable to a computer than action verbs.  Label yourself with
phrases and describe experiences.  For example: Use “managed training and                     development” versus “trained and developed” or use, “Assisted with salary
survey” versus “surveyed salaries of…”  

( You may also want to consider a summary of accomplishments that focus on results                 not duties and responsibilities.  Keep your resume basic in format, style and language.

Resume Checklist

Find out what job/internship the student is looking for and try to determine if the content is appropriate depending on the information you gather. 
Format

· Resume is attractive, aesthetically pleasing, and readable.
· Contact information is included in the heading which is large and easy to read. 

· Appropriate use of bold, italics, and underlining for emphasis.

· Limited to one page when possible. Two pages are however, acceptable. 

· Use good quality resume paper (24 lb.)

General Content
· Contains no grammatical or spelling errors. 

· A List 5 to 9 career competencies (personal strengths) that are relevant to the position for which you 

    are applying. 

· No excess use of abbreviations, dates, or numbers.

· Avoids using negative words. 

· Use action worlds to describe achievements (being passive is undesirable).

· Emphasizes skills and how they will make one a successful employee.

Education

· Includes degree/majors, when they were earned, and where they were earned.

· Concisely includes relevant activities and projects. 

· GPA is included if above 3.0/4.0

Experience 

· Attempt to relate information to desired position.

· Most relevant/newest information should be shown first.

· Highlight competencies – elaborate in details of employment (and education and activities).

Other Possible Sections
· Honors/ Awards



( Course Projects

· Activities




( Volunteer Work

· Licensures/Certifications


( Internships

· Skills (Languages, Computer, etc.) 

Corresponding Effectively with Employers
When mounting an employment campaign, job seekers must take advantage of all available methods of locating and obtaining work. This process includes networking, cold calling, and letter writing. The first two often come a little more naturally. Unfortunately the letter writing campaign is often forgotten or poorly executed. Effectively corresponding with an employer before, during, and after an interview is extremely important.

Often the benefits of an effective cover letter are overlooked during a job search. Many times students will mistakenly send resumes to a variety of companies without attaching a cover letter.  Recognizing that on any given day an employer may receive resumes from hundreds of prospective candidates; the possibility of catching an employer's eye increases by including an effective cover letter.

A cover letter should be an introduction to a prospective employer; outline your interest in the position; highlight your interest in the organization; and enumerate the skills you have that make you a strong candidate for an interview. In addition, the letter should be brief, but provide enough information to entice the recruiter to read the enclosed resume. There are two types of cover letters, a letter of inquiry and a letter of application.

A letter of inquiry is useful when a candidate is interested in a particular company. There may or may not be any current openings. The letter of inquiry informs the employer of the interest in their organization and gives the candidate an opportunity to ask for more information about future or unadvertised position
A letter of application is simply an application for a specific position posted in the Office of Career Services, the newspaper, or other job vacancy resources. For samples of both the letter of inquiry and the letter of application see page 15.

When corresponding with an employer, accuracy is most important. Try to direct letters to a specific person within the organization. Verification of a recruiter's name and title can be easily achieved by a simple telephone call to the employer's personnel office, by checking the organization website, or by using one of the directories often available in libraries.

The other type of correspondence applicants should be prepared to write is the thank you letter. It is very important to write a thank you letter to the person or persons who interviewed you. This is not only common courtesy, but it also provides one last opportunity to communicate your interest and qualifications for the position. An example of a thank you letter is found on page 15.

In today's job market, candidates must use all the tools available to them to secure a job.  Making use of effective correspondence can provide a definite plus.

Sample Cover Letter 1



Your Present Address

  

City, State, ZIP Code
Date of 
 Date of Letter

(5  blank lines)

Individual's Name, Title

Employer

Street Address

City, State, ZIP Code

Dear Mr., Ms., etc.                    :

First Paragraph. In your initial paragraph, indicate the reason for writing, the specific position or type of work for which you are applying, and how you learned of the opening or company.

Second Paragraph. Mention why you are interested in the position, the organization, its products or services; above all, indicate what you can do for the employer. If you are a recent graduate, explain how your academic background makes you a qualified candidate for the position. If you have had some practical work experience, point out your specific achievements or unique qualifications. Try not to repeat the same information the reader will find in the resume.

Third Paragraph. Refer the reader to the enclosed resume which summarizes your qualifications. You may also make the employer aware of where/how to obtain the rest of your credentials.

Final Paragraph. In the closing paragraph, indicate your desire for a personal interview. You may want to suggest alternative dates and times or simply advise of your flexibility as to the time and place. Repeat your phone number and offer any assistance to help in a speedy response. Finally, close your letter with a statement or question which will encourage a response. For example, state that you will be in the city where the organization is located on a certain date and would like to set up an interview. Or, state that you will call on a certain date to set up an interview. Or, ask if the company will be recruiting in your area, or if it desires additional information or references. 



Sincerely Yours,




(Your Handwritten Signature)

                                                                
                    
(Type Your Name)

***NOTE: MARGINS SHOULD BE A MINIMUM OF 

   1 INCH ON ALL SIDES AND THE CONTENT

   SHOULD BE CENTERED***


Sample Cover Letter 2




279 University of Pikeville

Pikeville, Kentucky 41501


January 16, 2020
Mr. William Mahoney, Personnel Director

Southeast Financial Services

654 Byte Way

Lexington, Kentucky 40574
Dear Mr. Mahoney:

The Office of Career Development at the University of Pikeville recently posted an opening for a Systems Analyst in your computer center in Lexington. I would like to be considered as an applicant for the position. 

Being from Kentucky, I know your organization well and feel that my Computer Science degree might be of interest.  In my educational experiences I have tried to merge my technical skills with some marketing and communication courses. Although I am proficient with several computer languages, my other strengths are my ability to work with others, define problems, and present alternate solutions. 

The enclosed resume reveals my talents in working in teams, organizing my time commitments, and communicating to large groups. My resume shows the wide variety of experiences that I have enjoyed at the University of Pikeville.

I would appreciate further discussing my interests with you. I will be in Lexington during the middle of March and would like to set up an interview. I may be reached at 606/218-2234. Thank you for your time and consideration. 


Sincerely,

                                                                     
 James Morrison

Enclosure: Resume 

Letter of Inquiry

1232 Main Street
Harold, Kentucky 41635

November 3, 2019
Employer's Name and Title

Address

Dear Mr., Ms.                           :

Opening Paragraph: State why you are writing, name of position or type of work into which you are inquiring and mention how you heard of the organization.

Middle Paragraph(s): Explain why you are interested in working for this employer and specify your reasons for desiring this type of work. If you have had relevant work experience or related education, be sure to point it out, but do not reiterate your entire resume. Emphasize skills and abilities you have that relate to the type of job for which you are applying. Be sure to do this in a confident manner and remember that the reader will view your letter of inquiry as an example of your writing skills.

Closing Paragraph: You may refer the reader to the enclosed resume (which gives a summary of your qualifications) or whatever media you are using to illustrate your training, interests and experience. Have an appropriate closing to pave the way for the interview by indicating the action or steps you will take to initiate an interview date.

                                                            

     Sincerely,

                                                                

     (Your Signature)

                                                                  

    Your name typed


enclosure                    
Thank You Letter


Route 3, Box 127



Inez, Kentucky 41224


606-448-8769



May 13, 2020
Mr. Samuel Walker

Personnel Director

Dow Chemical U.S.A.

P.O. Box 12232C

Louisville, Kentucky 40202
Dear Mr. Walker:

Thank you very much for talking with me yesterday about the vacancy in your Finance Department. You gave me a very good picture of what would be expected of the person who fills this position. I am very interested in the position you have available and feel that my performance at my summer internship with Deloitte Consulting and my B.A. Degree in Accounting with a 3.2 GPA demonstrate my ability to discharge the duties of the position.

The completed application form that you requested is enclosed and a transcript of my college credits is being sent from the Registrar's Office at the University of Pikeville.

I hope that you will consider my application favorably. Please let me know if I may provide you any additional information.



Sincerely,



Ima Desperate
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