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Career & Life Design Center Resume and Cover Letter Development Kit
	
Due to a high demand for our services, we have implemented a resume review process to ensure you get the time and attention needed to create a professional resume. To do this, we ask that you use this kit to create a resume as much as you can and then we will be happy to review it and provide feedback

Next steps:
· Review the information in this kit to create/improve your resume and cover letter.
· A resume template can be found at the end of this document.
· Complete one of the following:
· Submit your resume/cover letter to our DropBox—A member of our team will review it and email you a video with feedback.
· Stop by Reed 145 during our drop-in hours to have a Career Coach review your resume/cover letter. 
· Schedule a review with a Career Coach by visiting careers.fortlewis.edu and clicking Schedule an Appointment. 

If you have any questions, please stop by our office in Reed 145 or email askcareerservices@fortlewis.edu. We look forward to seeing your resume!

[image: Icon

Description automatically generated with low confidence]




First Name Last Name	Comment by Gomez, Jaityn: Although this resume is simple, this is the best format to get past Application Tracking Systems. Companies use these systems to optimize the hiring process and efficiently chose candidates. These systems scan your resume and if you are an ideal candidate, it is forwarded to the company. If your resume is difficult for these systems to read, it will be rejected so our goal is to help you get through this process with a simple and professional resume. Do not include graphics, columns, lines, tables, etc.
City, State	Comment by Gomez, Jaityn: Do not provide your street address. This provides an opportunity for bias and is unnecessary.
(XXX) XXX-XXXX | Email@gmail.com | www.linkedin.com/in	Comment by Gomez, Jaityn: Double check that your contact information is correct and up to date. It is preferred to use a Gmail account for your email address. Do not use Yahoo, MSN, etc. as they look unprofessional. You can use your FLC account but keep in mind you will eventually lose access to it once you graduate.	Comment by Gomez, Jaityn: Only provide your LinkedIn profile if it is up to date and completely filled out.

Summary (optional) 
Write 3-4 lines giving an overview of your resume. Highlight major accomplishments and why you are interested in a particular company or industry. Talk about what value you can provide them.	Comment by Gomez, Jaityn: This section is optional but it is your first chance to showcase why a company should hire you so we encourage you to include it. We suggest tailoring this for each job you apply for. Try using key words from the job description here.

Education                                                                                                                                   
Name of University, ABC school                                                                                                     May 2012
Bachelor of Science/Arts in Major 					                                            GPA: 3.5
Minor: XXXXX
Societies listed here   
**do not use bullet points in education section

Professional Experience                                                                                                                                   
Organization Name                	                                                                                                       City, State
Position Title                           	                                                                                       Month year–Present
· Write your main highlighted accomplishments.
· Think about how your task/project helped the company do better and how you added value to the company.
· Follow the format “Performed X by doing Y resulting in Z”
· Start with strong action verbs and avoid using responsible, helped, researched, or assisted. Showcase your essential and technical skills here.

Organization Name                	                                                                                                       City, State
Position Title                           	                                                                                       Month year–Present
· Write your main highlighted accomplishments.
· Think about how your task/project helped the company do better and how you added value to the company.
· Follow the format “Performed X by doing Y resulting in Z”
· Start with strong action verbs and avoid using responsible, helped, researched, or assisted. Showcase your essential and technical skills here.
 	Comment by Gomez, Jaityn: The activities section provides an opportunity to showcase your interests and soft skills. Do not include a “hobbies” section unless your hobbies specifically apply to the job (ex. You could include that you love to mountain bike if you were applying to work for a bike shop).
Activities 
Organization Name, Institution Name                                                                                         City, State
Title                                        	                                                                                       Month year–Present
Brief description of the organization and your role (1-2 lines).
· This might be activities related to a specific class, organization on campus or volunteer work experience.
· Try to show essential and technical skills you gained through this organization. Focus on leadership, teamwork and management skills here. 

Certifications 
Name of Certification                                                                                      Expiration or attainment date

Skills	Comment by Gomez, Jaityn: Skills should be in a list separated with commas. We suggest pulling keywords from the job description and using them in your skills. Application Tracking Systems will be more likely to forward your application to the company if your resume uses words from the description. 	Comment by Gomez, Jaityn: It is fine if your resume is longer than one page if your experience warrants it and there will not be a lot of empty white space on the second page. If not, keep it to one page.
Skill, skill, skill, skill, skill (ex. PowerPoint, sales, negotiation, time management, networking)

References	Comment by Gomez, Jaityn: Only include references if application requires them. Do not put “references available upon request.” References will go on a separate page from your resume.

Name 
Job Title
Employer
Phone: (XXX) XXX-XXXX
Email: person@gmail.com

















	Comment by Gomez, Jaityn: 










[bookmark: _Hlk109122158]First Name Last Name	Comment by Gomez, Jaityn: Cover letters should summarize your resume and highlight specific skills/accomplishments that qualify you for the role. Your cover letter should be one page at most and we recommend writing a cover letter even if the position does not call for it.
City, State
(XXX) XXX-XXXX | Email@gmail.com |  www.linkedin.com/in
                              
Today’s date 	Comment by Gomez, Jaityn: Written as July 19th, 2022

Recipient’s name and Title
Name of company
Company mailing address
City, State, Zip

Dear Mr./Ms./Dr. (recipients name),	Comment by Gomez, Jaityn: Do not write “to whom it may concern.” Research who you would address the letter to or address to the hiring manager.

Paragraph 1 – Tell the reader of the letter which position you are applying for. Give a brief description as to why you would be a quality candidate for this role.	Comment by Gomez, Jaityn: Example: I am writing to express my interest in the (position) with (department if applicable) at Fort Lewis College. My skills, education, and passion for Fort Lewis College make me an ideal candidate for this role.


Paragraph 2 – The second paragraph of your cover letter should respond directly to the job description. Describe how your previous job experiences, skills, and abilities will help you meet the company’s needs. To make that easier, you should include exact words and phrases from the job descriptions in your cover letter. This section should answer why they should hire you.

Paragraph 3 – The third paragraph is the call-to-action portion of your cover letter. Summarize your cover letter and inform the hiring manager that you would love the opportunity to interview. Provide your email address or other contact information. Thank them for spending their time reading your cover letter.	Comment by Gomez, Jaityn: Example: With skills in organization, communication, sales, customer service and an understanding of Fort Lewis College’s culture, I am confident that I would be an asset as (position). I appreciate your consideration for this position and I look forward to discussing the opportunity further through an interview. I may be reached at (phone) or by email at (email). Thank you for reviewing my application materials and I look forward to hearing from you.


Sincerely,

(Your name)	Comment by Gomez, Jaityn: Save all application materials as one PDF before submitting them for a job.





First Name Last Name
City, State
(XXX) XXX-XXXX | Email@gmail.com |  www.linkedin.com/in
                              
Todays date 

Recipient’s name and Title
Name of company
Company mailing address
City, State, Zip

Dear Ms. Doe,

I was excited to see your job listing for the Senior Digital Marketing position at Westward Strategies on Indeed.com. As a dynamic email marketing specialist with over two years of professional experience executing market research, analyzing consumer data, and running A/B tests to drive successful marketing campaigns, I’m confident that I would be a valuable asset to the team at Westward.

Your job listing mentions a need for someone who is experienced in email segmentation and campaign development, both of which are areas I have extensive experience in. I’m currently employed at Marketed Inc., where I’ve honed my skills by running numerous successful email marketing campaigns. While employed here, I’ve spearheaded a digital promotion campaign for the company’s new line of sandals that successfully raised our total online engagement by an impressive 13% over the course of six months, contributing substantially to the department’s annual goals.

I’m confident that my proven track record of excellent work ethic, unparalleled attention to detail, and high-performing email marketing campaigns will make me an immediate asset at Westward Strategies and allow me to contribute to the team’s success.

I look forward to discussing the Senior Digital Marketing position and my qualifications with you in more detail and I look forward to the opportunity to interview. I can be reached at (phone) or (email).

Thank you so much for your time and consideration.

Sincerely,

(Your Name)



First Name Last Name
City, State
(XXX) XXX-XXXX | Email@gmail.com |  www.linkedin.com/in
                              
Todays date 

Recipient’s name and Title
Name of company
Company mailing address
City, State, Zip

Dear Mr. Doe,

I was pleased to see your recent job listing for an account manager role. As an experienced and highly-qualified account manager, I've used my analytical and communication skills to identify clients' goals and implement campaigns that exceeded each milestone. I'd love to provide the same positive results to your company and clients.

I have three years of account management experience in my current role at Communications Solutions, Inc. During my time there, I've collaborated with several businesses in a wide variety of industries to bring in successful results for both our clients and the company. Some notable achievements I've accomplished during my time at the company include:

· Increased client retention rate by 60% in three years	Comment by Gomez, Jaityn: This cover letter uses bullet points rather than just paragraphs. Either way is fine however I personally like the bullet points because it automatically draws the reader’s eye to your accomplishments.
· Maintained a steady clientele of 30 clients
· Negotiated and renewed contracts with current clients, increasing the company's revenue by 20%

Thank you for taking the time to consider my application for your account manager position. I'd love to use my customer service, team-building and negotiation skills to help you attract and retain clients for your business. I look forward to the opportunity to interview. I can be reached at (phone) and (email)

Thank you again for your consideration.

Sincerely,

(Your Name)



Additional Tips

Project Experience 
Graphic Resumes 
Quantifying Experience 
How to Check Margins and Indentation
Font Sizes in a Resume
Font Types in a Resume
How to Check Font Type
How to Check Font Size 
Resume Sections
Using Images on a Resume
Applicant Tracking Systems (ATS) Explained 
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Margins on a Resume
PDF vs. Word 
Using Columns on a Resume
Should I Include High School Information?
Why You Should Avoid Blank Space 
Cover Letter information








Action Verbs
 




Administrative Skills 
Approved 
Arranged 
Classified 
Compiled
Executed 
Generated 
Implemented 
Operated 
Organized 
Prepared

Educating Skills
Advised 
Coached 
Communicated 
Demonstrated
Encouraged 
Facilitated 
Instructed 
Trained 
[image: Logo
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Corrected

Management Skills
Administered 
Assigned
Coordinated 
Delegated 
Developed 
Strengthened 
Improved 
Increased 
Monitored 
Scheduled 



Communication Skills
Addressed
Composed 
Edited
Explained
Negotiated 
Interpreted 
Persuaded 
Clarified 
Authored 
Marketed

Financial Skills
Allocated 
Analyzed 
Balanced 
Calculated 
Estimated 
Forecasted 
Quantified 
Tracked 
Reconciled 
Purchased

Research Skills
Classified 
Collected 
Evaluated 
Interpreted 
Reviewed 
Summarized 
Surveyed 
Critiqued 
Examined 
Tallied 



Creative Skills
Conceptualized 
Designed 
Directed 
Exhibited 
Initiated 
Performed 
Revitalized 
Shaped 
Transformed 
Integrated

Helping Skills
Assessed
Assisted 
Educated 
Led
Mediated 
Referred
Validated 
Volunteered 
Counseled 
Rehabilitated 

Technical Skills
Assembled 
Engineered 
Fabricated
Operated 
Programmed 
Recorded 
Repaired 
Solved
Upgraded 
Remodeled 



Transferrable Skills


Meet deadlines
Ability to delegate and plan
Customer service
Increase sales or efficiency
Time management
Problem solving
Manage money/budgets
Public speaking
Organization
Written communication
Computer skills
[image: Logo
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Collaborative
Critical thinking
Decision making
Flexibility 
Dependable
Developing rapport
Result oriented
Supervising
Defining needs 
Patience 
Persistence
Quick learner
Leadership
Responsible
Advising/counseling
Mentoring 
Diligence 
Conflict management
Interview skills
Active listening
Negotiation
Adaptable 
Event planning
Led meetings
Self-motivated
Analyze data
Take inventory
Research and find information/answers
Classify data
Compare, inspect or record data
Detail oriented
Logical
Convey complex information
Design
Edit
Cultural sensitivity
Focus on diversity, equity, and inclusion
Troubleshoot
Teaching
Facilitated group discussions
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TEMPLATE (COPY AND PASTE INTO NEW DOCUMENT)
First Name Last Name
City, State
(XXX) XXX-XXXX | Email@gmail.com | www.linkedin.com/in

Summary (optional) 
Write 3-4 lines giving an overview of your resume. Highlight major accomplishments and why you are interested in a particular company or industry. Talk about what value you can provide them.

Education                                                                                                                                   
Name of University, ABC school                                                                                                     May 2012
Bachelor of Science/Arts in Major 		    		                                                        GPA: 3.5
Minor: XXXXX
Societies listed here   
**do not use bullet points in education section

Professional Experience                                                                                                                                   
Organization Name                	                                                                                                       City, State
Position Title                           	                                                                                       Month year–Present
· Write your main highlighted accomplishments.
· Think about how your task/project helped the company do better and how you added value to the company.
· Follow the format “Performed X by doing Y resulting in Z”
· Start with strong action verbs and avoid using responsible, helped, researched, or assisted. Showcase your essential and technical skills here.

Organization Name                	                                                                                                       City, State
Position Title                           	                                                                                       Month year–Present
· Write your main highlighted accomplishments.
· Think about how your task/project helped the company do better and how you added value to the company.
· Follow the format “Performed X by doing Y resulting in Z”
· Start with strong action verbs and avoid using responsible, helped, researched, or assisted. Showcase your essential and technical skills here.
 
Activities 
Organization Name, Institution Name                                                                                         City, State
Title                                        	                                                                                       Month year–Present
Brief description of the organization and your role (1-2 lines).
· This might be activities related to a specific class, organization on campus or volunteer work experience.
· Try to show essential and technical skills you gained through this organization. Focus on leadership, teamwork and management skills here. 

Certifications 
Name of Certification                                                                                      Expiration or attainment date

Skills
Skill, skill, skill, skill, skill (ex. PowerPoint, sales, negotiation, time management, networking)

References
Name 
Job Title
Employer
Phone: (XXX) XXX-XXXX
Email: person@gmail.com
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Drop-in Hours

Monday-Friday 9:00am-5:00pm

Get your resume or cover letter reviewed today!
Stop by Reed Library 145.
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SENIOR CHECKLIST

Brought to you by Fort Lewis College Career & Life Design Center

CONGRATULATIONS!

The transition from college to your career sparks excitement and perhaps a f

about what comes next. We're thrilled to share this Senior Checklist with

some of the stress. If you're not sure where to start or have further questions about how
10 achieve your career goals, please do not hesitate to reach out!

Be patient, be prepared, and have fun!

GET JOB READY!

Tailor your resume to it the job you're applying for. Focus on keywords and
include any intermship, senior project, leadership experiencs, or certfcations.

R Considerthe twoorthvee skils, experiences,orcertfications that setyou apart
from other candicates. Be sure to indude whet YOU wil bing to the company
B ororganizaton.

YOUR  Contact Skyhawk Station to confim the process and timeline for obtaining your
offcal transciipts. Be prepared with PDF documents of any unoffcial transcipts.

Connectwith yourfavoritafaculty member,intarnship supervisor, or inspirational
mentor t0sea if they are willng to refer you o your desired job. Compile alistof
three to five references and be suro to include their contact information.

Create a simple, professional Gmeilaccount email that includes your irst name,
last name, and a few numbers.

BE PROFESSIONAL ON SOCIAL MEDIA!
Towmor cooos s

CIR  Erolorers will check your sociel media profies so maka the ffort 0 keep your
photos and comments professional.
MEDIA
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FIND YOUR DREAM JOB!

* Handshake * USA Jobs. * City/County/State websites
* ik * Compary wabstes
 Indoed T govenment wabstes

CREATE A NETWORK & KEEP IN TOUCH!
« Facuy + Morors * Pastand curontsporisons
o * Netwaring overts

APPLY FOR JOBS!

[l st up @ schedule for searching and applying fo jobs.
[l #oply o atleast two tofive jobs per wesk. The more you apply for, the better your odds are of getting 2 b

‘Organize all positions you have applied for, whera you found the position, application deadiines, and
contact names and numbers in an Excel spreadshee.

B oo s fokowup e ooy fer h cosing dt, B persistar

] 55 o ekt postions, evn i ey rn el Do el for e o you o 7 ol
chaso your carcer gools!

W oo
ACE YOUR INTERVIEW!

B Gooue st st 10w ustons el 0 your carr gl n th posion. PRACTICE!
B 52 porfooith your e, cover sl ofyour ek anbusnss carcs
T r————

B s wplninga suation it ostive ctcome s what scions you ok o schis .
I v sttt cusstons o8 th st abut e ompanyan e poston

L p————

KEEP US POSTE

I you r
reach out. We are here for

YOUR ACCOMPLISHMENTS
And good luck!

Jaityn Gomez, Career Engagement Specialist
jmgomezl@fortlewis.edu
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Linked

Profile Cheat Sheet

E) Profile Picture
Create a banner (can be made Only put your name.

‘on Canva.com) that conveys Linkedin does not like it
your credibility and experience. g when you put keywords
If your banner looks in your name section.
unprofessional or amatuer, it
can reflect poorly on you.

Jaityn Gomez @) Ghertien Fort Lewis College
e Engagement Specilst st Fort Lewis Colege Career Services
Career Coaching | Resume Review | Job Sesrching | Student ot LewisCollage
Success | Academic Advising | Sales|Linkedin Optmization Expert

Job Sechers
e Colrac Unias Stree Contact o

54 comnections

.. Yoy,

More )

Name Pronunciation
Headlines 10 second audio 50 you can

‘One of the most important pronounce your name. Can only
parts of your profile. Should bedmi::i; ;-:m":"-:;?
include current position and Great ot ome!

skills that you are seeing in
job descriptions. Separated by
the vertical line on your
keyboard.
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‘means you cannot message
them.
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Experience + 7

Fort Lewis Calege
Tysmes

© FistYear Launch Insructor

Experience o

on A ot 0 a8 T A0S S ot 8 3

Fillthis section out with past R Fdloton- Lsdai - o Devapnt. Acdhnic g Commriato
experience. This section can be

fonger than what is on your = Coreer Engagementspecalswih Creer nd e Desig Center
resume so provide detail about e
‘your role, what you did, how you ado.Unite St
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Education F Fort Lewis College

Sschalor o s - 54 Communcaton 103 s S

Fill this section out as much as.

possible as it leads to credibility. Acttin s it ke i TRID 32 3 udent 10 3 3 St | 0 worked wihFLC a5
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Licenses & certifications

Licenses & m Nano Tipsfo Finding a Job with Jery Lee

Linkedn

Certifications

If you have licenses or
certifications, make sure to

include them here. This s a great Itreduction to CRM with HubSpot
.Mway o > Cousers
qualifications. If you do not have

‘any, leave this section blank.

Skills (Coemonsaesie) + &
Skills Sresentaions

Jourtop 3 sklls be P 2 experences st o Lewis Colege

relevant to what you're currently P! For tews Calage
doing. Skills are an excellent

place to work in key words from  Resume Witing
the job desciption. T oo Gosoemen st G e vt For o o

Marketing

| S —

Show all 27 skll

Recommendations. + 7

Recsved G,

Recommendations A eyser

Musician, v Engines Prycholagy nthuise, Oigts Markata Sl Rssarcher, Communty Counielor

‘These really help boost your ducsor, Humaniaran.
credibility in Linkedin's eyes. o A was s o
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clients, etc. to send youa
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