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Overview

• What is a resume used for?

• What are the basic formatting rules?

• What content should be included?

• How do I write a cover letter?

• Where can I find out more information?



Purpose

• Summary of your Qualifications

• A highlight of your relevant skills, 
education, and experiences

• Marketing tool

• Resume should be focused on your 
intended goal

• Can be used to apply for internships, 
jobs, graduate school, scholarships, etc



Resume Builder

An online tool to create profession-style 
resumes

• View resume samples

• Writing and formatting guidance

• Customizable formatting and styles

• Access by signing on at 
www.coastal.edu/career

http://www.coastal.edu/career


Basics

• One page is standard for most undergrads

• Stick to 10-12 font size

• Times New Roman and Arial are standard 
fonts

• Use bolding, italics, CAPS, etc for emphasis

• Order education and experience in reverse 
chronological format

• ½-1 inch margins are standard

• Balance white space and text

• Use neutral, professional resume paper



Writing Tips

Remember the three C’s:

• Clarity

• Consistency

• Conciseness



Writing Tips cont.

How do I choose what will ultimately go in 
the final draft?

• What things are most relevant to the job?

• Which things are most recent 
chronologically?

• What things make you unique among 
other candidates?



Resume Samples

• Heading

• Objective

• Education

• Experience

• Leadership & Activities

• Skills



Heading

• Full name in 14-20 font

• Include all contact information

• Complete address

• Phone number(s)

• Professional email address



Objective
• Indicates the type of position you are seeking and highlights 

your top qualifications

• Includes:

• Job type or industry

• Special interest area in the organization

• Interests, knowledge, or skills you can contribute to the 
organization

• Be specific and concise

• Examples:

• Honors student with four years of leadership experience 
looking for management position in banking industry.

• A position in an innovative technological company 

applying my knowledge of software development.



Education

• Names and locations of schools or programs

• Degrees or certificates

• Graduation date

• Major and minor

• Grade point average

• Awards, honors, and scholarships



Experience
• Include all relevant full and part-time jobs, self-

employment, volunteer work, research positions

• Job title

• Employer name

• City and state of the employer

• Dates of employment

• Use bulleted descriptions of your responsibilities to 
highlight your:

• Tasks

• Skills

• Contributions and Accomplishments

• Start bullets with action-orientated verbs



Action Verbs
Analyze
Arrange
Assemble
Assist
Build
Calculate
Collaborate
Compile
Compose
Compute
Conduct
Coordinate
Create
Demonstrate
Develop

Enforce
Enhance
Establish
Evaluate
Execute
Expand
Facilitate
Gain
Identify
Illustrate
Implement
Increase
Instruct
Interpret
Investigate

Lead
Maintain
Manage
Market
Measure
Merchandise
Monitor
Negotiate
Obtain
Operate
Perform
Plan
Prepare
Present
Process

Produce
Program
Promote
Recruit
Research
Review
Schedule
Sell
Study
Supervise
Teach
Test
Tutor
Train
Write



Experience cont.



Leadership/Activities

• Include all activities or leadership positions 
that demonstrate job-related skills

• This section may include clubs, professional 
affiliations, volunteer work, and honors



Skills

• Computer

• Be specific

• Students seeking technology positions should 
break this list down into subcategories such as  
programming languages, hardware, software, 
operating systems, databases

• Language

• Indicate proficiency such as Basic, Conversational, 
or Fluent

• Certifications



Types of Cover Letters

• The application letter is used for a 
specific job opening

• The prospecting letter inquires about 
possible positions

• The networking letter requests 
information and assistance in your job 
search



Application Cover Letter

• Should be focused on a specific position

• Highlights your interest in the 
organization and the position you are 
applying for

• Explains how your skills relate to the 
position



Prospecting Cover Letter

• Sent to prospective employers that may be 
hiring, but do not have a specific job 
opening

• Highlight your interest in the organization

• Explain how your skills and experience 
would be an asset to the organization



Networking Cover Letter

• Used to set up an informational interview

• Be clear in your interests and what you 
hope to learn from the interview

• Include how much time you are requesting 
(30 minutes is typical)



Cover Letter Format
• Intro – Why are you writing?

• How did you learn about the position/employer?

• What interest you about the employer?

• Body – Sell Yourself!

• Focus on skills, experience, and education

• Highlight relevant personal qualities

• Relate your experience to the contributions you 
can make for the employer

• Conclusion – What should be the next step?

• Include follow-up information

• Active or passive approach



Cover Letter Sample



Career Services Resources

• http://www.coastal.edu/career/resume.html

• Resume Builder, sign on at 
www.coastal.edu/career

• Call 349-2341 to make an appointment to 
have your resume or cover letter critiqued by 
a counselor

http://www.coastal.edu/career/resume.html
http://www.coastal.edu/career


Questions?


