
Resume and 
Cover Letter 



4 things to know about 
resumes and cover letters



Have your resume 
ready on a device 
or on paper. 

No draft yet? No problem!

Please make notes of what you 
would include to make it easier 
to start later. 



sections



What are the sections of 
your resume?



enhance your resume from this…

…to this



Contact Information



Education



Experience



Activities



content



Discuss an 
experience.
Involvement
Work
Volunteer
Academic



Start  with that  information,  and then start  
writing or  enhancing your bullets .



Let ’s  enhance a  bullet  point  
for  a  sample tutoring position.  

•

•



Keep building the experience.

•

•

•

•



match



Meet the 
employer’s 
needs.



format



6 seconds.



Avoid resume killers.



Work time.









For your experience, add or enhance:











Check your document:



cover letter



A cover letter tells the 
employer more about you.



The beginning 

and end.



The middle.



4 things to do regarding your 
resume and cover letter



MU CAREER CENTER 
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