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What’s in it for Me?

• What is the purpose of a resume?

• Do I use a resume or a CV?

• Does my resume need an objective statement?

• What is an accomplishment statement?

• How do I write an effective cover letter?

• How do I reach out to a company I’m interested 

in, if they don’t have any job openings posted?



What is the purpose of a resume?



Resume or CV*
(*short for curriculum vitae which is Latin for “life story”)

A resume is …

Content: A succinct and 

readable summary of your 

education, skills and 

experience. Most commonly 

used format, appropriate for 

industry, business, non-

profit.

Purpose: to get an interview

Length: one to two pages 

maximum

A “CV” is …

Content: A detailed summary, 

including educational and 

academic background, any 

teaching experience, research, 

publications, presentations, 

grants, and awards. 

Purpose: Used for teaching or 

research positions or 

fellowships

Length: It’s long!



What to avoid in the body of a resume

• Too many or fancy fonts, wordy statements or 

paragraphs

– UPPERCASE LETTERS, underlining, and italics 

• Personal data

• Abbreviations except states

• Specific organization that employer is not familiar with

• Empty phrase such as “various duties”/tasks included 

• Emphasizing what does not exist (in other words, be 

truthful!)



The Order of Things

Your resume must be coherent. There IS an order for your information 

to be laid out in a resume. Based on best practices and what employers 

expect to see, your resume should generally follow this outline:

 Objective (or Summary)

 Education

 Awards (or Honors)

 Related Coursework (or Related Projects)

 Skills

 Related Experience (or Work Experience)

 Leadership

 Volunteer Experience



Do I need an “Objective”?

• An objective is usually used for very specific, 

intentional communication purposes. 

• “Objectives” include three components:

– Job function or position desired

– Organization type or general career field

– Knowledge, experience, or skills you can offer 

the employer (remember: it’s not about the 

skills or experience you want to develop)

Could also be put in a cover letter!



A sample “Objective”

Seeking an internship for summer 2019 in a non-profit 

environment utilizing strong skills in research, 

organization and communication.

Do not state what you are going to get from 

the position, e.g. “I want to learn. I want to 

develop skills”



What about a “Summary”?

• A “Summary” is used as an introduction to you and the rest of the 

document. It could be in paragraph form or bullets.

• Describe in 2-3 sentences or 3-5 bullets the experience and 

qualifications you have that best support your “case” for applying 

to the posting.

• This can also be used as a place to share a unique skill or 

interest to set yourself apart. You might also include the use of 

key words or most relevant strengths, skills and knowledge areas 

that directly relate to or are used in the job description.



Content for your resume

What to include

• Contact Information

• LinkedIn address

• Education 

• Skills

• Awards (optional)

• Leadership (optional)

• Experience with 

accomplishment 

statements 

What to leave off

• Personal information

• Photos

• References

• The word “resume” as a 

title

• “References upon 

request”

• Hobbies



An Option
If you do not have work experience, consider including a list of 

relevant coursework or projects that demonstrate you have 

some experience executing tasks, working on a team, doing 

research or producing something.

Example: 

Relevant Coursework:

- Facilitation of Diversity Issues

- Advance Research Methods

- Organizational Psychology

- Race, Class, and Gender in Business

- Conflict Management  



Common Mistakes

• Too long or too short – use only the words you need!

• Vague, poorly focused – the document needs to be 

coherent

• Includes the word “resume” at the top

• Too much “fluff;” exaggerated

• Difficult to read – poor spacing, different fonts, wordy

• Poor, incorrect grammar, misspellings, typos – NEVER!

• Copy and pasting your job description





Use of Key words and ATS
(Applicant Tracking Systems)

“Key words” is a term that is used to describe specific words used 

in a job posting, that uniquely portray the criteria for that job. The 

applicant (you) wants to pick those out – see which ones apply to 

you – and use them to describe your own qualifications for the job. 

This way you make it easy for the reader to make the connection 

that YOU are THE ONE for the job!

• Look for words like “marketing” and “accounting”

• In your document, don’t just list these, rather provide context: 

e.g., Leveraged social media, increasing traffic by 20%, to 

market company brand



A resume should not be a “copy and 

paste” of your current job description!

Job Description: includes tasks required, projects lists

Accomplishment Statements: HOW you did it; what was the 

result of what you did? What was the accomplishment?*

*use percentage increase or quantities to demonstrate frequency 

or breadth

Example:

Planned an event

VS.

Planned the student holiday sale which raised $1200 for 

education programming for the community service club 



A Good Accomplishment Statement

• Starts with an action verb describing what you did. This should always be 

in past tense, to demonstrate you’ve completed or accomplished it.

• The results of your activities. Think of it this way, did you:

– Lead a project?

– Envision or bring to life a project?

– Save the company time or money?

– Develop an efficiency of a process?

– Increase sales, revenue or customer satisfaction?

– Change or improve something?

– Manage a team?

– Bring in partners, additional resources?

– Were you a research machine?

– Write or communicate?

– Achieved or created something?



Examples*
(*N.B. use measurements such as numbers or percentages, amounts 

of money, or value-added for customers. Describe specific skills you 

gained or demonstrated in that experience.)

• Planned and coordinated the student holiday 

sale which raised $1200 for educational 

programming for the community

• Conceptualized and wrote a variety of marketing 

materials and policy documents, creating 

informed advocates

• Safely transported 20 veterans to doctors 

appointments, ensuring timely healthcare



Cover letters and Inquiry letters

• A Cover Letter is a one-page document (or email) that clearly articulates 

your interest in a position—and most importantly—outlines your specific 

experience and skills that relate to this position. This letter should 

communicate, “I’m exactly what you are looking for, and here’s why!”

• A Letter of Inquiry, also known as a prospecting letter or letter of interest, 

is sent to companies that may be hiring but haven't advertised job openings. 

It's a way for you to get your resume in front of a hiring manager and 

possibly be considered for employment even before a job is listed.



First Paragraph: The Purpose 

The name of the position 

How you found out about it (LinkedIn or personal 

referral, underscoring networking!) 

Show evidence of research about the 

company/organization, underscoring why you 

are interested



Middle Paragraph: The Proof
(This is the most important paragraph!)

 Cite specific skills that the organization is looking for 

 Cite specific accomplishments relevant to the job 

description

 Highlight any unique skills, experience and 

background which might not appear on your resume

 Do not repeat what is already on your resume; re-

interpret!



HINT! Use the “T-Style formula”! This chart helps you think 

through and then show how your skills and experience 

match, point for point, the requirements or criteria for the 

position. The following is intended as a guide:

Skills required

• Demonstrated leadership 

experience

• Strong analytical and 

problem solving skills

• Effective verbal and 

written communication 

skills

• High level of 

dependability

• Motivated

YOUR experience and skills

• Managed fundraising efforts for 

the Student Government 

Association

• Conducted audit of the last five 

years, balancing finances

• Compiled and presented monthly 

reports to 50+ members of the 

organization

• Received perfect attendance 

award

• Initiated annual voter registration 

drive



Last Paragraph: The Close

 Acknowledge what is enclosed (resume, writing 

samples, references only if requested)

 Indicate your interest in an interview or phone discussion 

about the position

 Specify when you will follow-up with a phone call or 

email (but then you have to do it!)

 Thank the person for their consideration of you and your 

application



Summary

 The purpose of a resume is to summarize your skills and experience 

in a digestible way, and to get you an interview.

 Use accomplishment statements to prove you have already done it 

with success!

 Your resume and cover letter are your chance to “make the case for 

yourself” as to why *you* are the best candidate.

 Have Career Services – or someone! - review your resume and cover 

letter before sending it out. 2 sets of eyes is always better than 1.

 Plan on following up to ensure your materials were received.



Why contact Career Services?



How to use our services

• Career Coaching is available between 8 am and 5 pm Monday 

through Friday.

• Contact Career Specialists who liaison to your college or major 

via email to set up an appointment and/or request a Zoom video 

conference appointment.

• Follow us on social media for useful and timely articles, a Pro Tip of 

the Week, Peer Advisor highlights and other information. Check us 

out on: Instagram, Facebook and Twitter.

• We are always adding content to Viking Resources, our online 

"library" of career development tools and resources, available 24/7.

• Log into Hire A Vike, our online job board, with your CSU ID and 

password. Yes! Employers are still hiring. 


