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• Purpose of a resume

• Formatting and guidelines for a resume

• Ways to organize a resume

• Writing about work experiences and skills

• Purpose of a cover letter

What We’ll 
Cover

• Formatting and structure of a cover letter



The purpose of your resume is to get an interview. 
In thirty seconds or less, most employers decide 
whether or not to consider applicants for 
employment, so your resume's content must 
be CLEAR, CONCISE, and COMPELLING.

A resume is a written document that is used to 
highlight the skills, contributions, and experiences 
that represent the personal brand you want to 
portray to potential employers to secure an 
interview

Résumés

You can keep a “master list” resume of all your 
skills and work experience for your own records, 
but the resume you send to a prospective 
employer should be tailored to the job 
description.



Top 0.8”-1”

Sides and Bottom: 0.5”-1”

10-12 pt

Simple, readable (e.g., 
Calibri, Times New Roman)

Single-spaced

Undergraduate level – 1 
page

Graduate & PhD – 2 pages

Education, Nursing & 
Medicine can have 2 pages

Recommended 2-5 bullet 
points per experience

Order of experiences 
depends on chosen style

Formatting a Résumé
When developing a resume, it is important to consider how the visual rhetoric of the document is working to communicate 

messages to a potential employer. The design of a resume can leave an impression on the people who are trying to filter through 
lots of applicants. To maintain your document design, make sure to send it as a PDF file. Some general formatting guidelines 

include:

Margins Font Length Bullet 
Points



Regardless of which style you choose, every 
resume will begin with your name and contact 
information.

Your name should be prominently featured at the 
top of the document. List your preferred phone 
number, email address, and mailing address.

Contact 
Information

NEVER include marital status, age, race, national 
origin, visa status. Also, do not include references 
(these will be in a separate document), 
photographs, or salary requirements.



Typically, you should include the highest degree 
you’ve earned. If you are currently pursuing a degree, 
you can add that with an expected graduation date. 

This section should list the following about your 
education:
• Name of the institution
• City and state of the institution
• When you graduated (or expect to graduate) and 

received your degree
• What specific degree was earned
• Any minors and/or double majors

Education

Many people will include their GPA, but you are not 
required to do so. Omitting your GPA may lead 
employers to believe that your GPA was low. If your 
GPA is a 3.0 or lower, you may want to omit it.



Chronological Functional
• This format starts with the present, or most 

recent, job and progresses back in time.
• It is most useful for people who have work 

experience in positions which are closely 
related to their desired employment.

• This style is also most suited to people who 
have not had long periods of 
unemployment time between jobs.

• This style is one of the most common 
résumé styles, and it organizes information 
into categories based on commonly 
grouped skills.

• It is a useful type for those with gaps in 
experience or a wide variety of work 
history.

• This format gives you flexibility to skip any 
jobs that do not apply, and you do not have 
to put the jobs in chronological order. 

Experience

There are two main styles of resumes. Each communicates different messages to potential employers, 
and some might be more effective for certain types of positions or work backgrounds.



Bullet Point Formula for Skills 
Statements

Purpose (Why did you do it?)
• Analyzed documentation and presented findings to hospital management team to develop a more 

efficient process to evaluate fall risk for patients

Method (How did you do it?)
• Used a Python script to scrape, parse, and clean data from an online archive before inserting it into a 

PostgreSQL database

Result (What happened because of what you did?)
• Developed new ideas for Exelon’s eFin and social media sites which increased traffic flow by 20% to 

company website and social media platforms.

POWER VERB (SKILL)  + IDENTIFIABLE TASK  + PURPOSE / METHOD / RESULT



Power Verbs for Skills Statements

Collaborate

Correspond

Promote

Review

Counsel

Encourage

Publicize

Consult

Mediate

Participate

Direct

Institute

Streamline

Supervise

Working with People

Evaluate

Conduct

Quantify

Formulate

Identify

Gather

Survey

Calculate

Collect

Categorize

Program

Sort

Define

Apply

Working with Data

Format

Improve

Install

Manufacture

Renovate

Repair

Upgrade

Construct

Produce

Utilize

Customize

Generate

Operate

Refinish

Working with Things

Discover

Modify

Draft

Apply

Change

Contribute

Diagnose

Respond

Refer

Perform

Select

Decide

Eliminate

Anticipate

Working with Ideas



Other Information 
to Include
You may also want sections that list:

• Certifications of Licensure

• Campus Involvement

• Honors, Awards, & Scholarships

• Community Involvement

• Professional Affiliations

• Class or Design Projects

• Practicums

• Teaching Experiences

• Publications

• Presentations



A cover letter is a type of job search 
correspondence that is sent along with your 
resume to a prospective employer to indicate your 
interest in a position

The cover letter should be related to but distinct 
from your resume. In your cover letter, you can:

•Explain your experiences in a story-like 
format that works with the information 
provided in your resume
•Go in-depth about important 
experiences/skills and relate them to job 
requirements
•Show the employer that you are 
individualizing (tailoring) this job application
•Provide a sample of your written 
communication skills

Cover Letters



Guidelines 
& 

Formatting

• 1 page
• Usually 3-5 paragraphs
• Follow business letter format
• Should always be typed
• Send as a PDF to maintain formatting
_________________________________________

• Treat the job description like a writing prompt 
and tailor to each position

• Use specific, relatable examples in alignment 
with the job description, company, and industry

• Remember, this is a sample of your work. A 
good cover letter can showcase your 
communication skills



Structuring a Cover Letter

Opening Paragraph: Pique 
the interest of the 
employer.
1. Name the position for 

which you are applying 
and how you heard 
about it.

2. Give information to 
show your interest in 
the specific company.

3. Briefly preview your 
skills and values and 
how they match the 
company.

Closing Paragraph: Pave the way for 
the interview.
1. Ask for an appointment
2. State that you will contact the 

employer in the near future.
3. Thank the employer for their 

consideration of future 
employment.

Middle Paragraph(s): Leave the employer 
wanting to know more about you.
1. Explain why you are interested in working 

for this employer.
2. Point out your achievements or 

qualifications in this field, especially those 
that meet the job description or 
requirements.

3. Reference a relevant fact, accolade, or 
unique aspect of the company’s 
operations and connect this with your 
desire to work there.

4. Avoid repetition between cover letter and 
resume by explicitly stating how your skills 
and experience will contribute to the 
position/company.
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