Resumes and Cover Letters
Two documents will be essential to your job search – your resume and a cover letter – and it is well worth the time spent getting these into top form.  These pieces constitute your “story” for recruiters.

The resume is the foundation of your initial marketing to companies that you’re interested in; the cover letter draws attention to the highlights of your resume and also provides any additional information that might not appear on your resume (e.g., the name of the person who referred you, or an explanation of something unusual, such as transferring schools).  

Resumes and cover letters get interviews; interviews get jobs.
RESUMES
1. OVERVIEW

An effective resume is a marketing document that highlights your competencies, qualifications, accomplishments, and future capabilities as they relate to the position you seek.  
It is a focused sketch of your professional, educational, and personal background, tailored to the position you seek.  It is not a complete, unedited personal history.

It should be prepared in a style that is straightforward, logical, and easy to read, and it should demonstrate your written communication skills.  
The purposes/benefits of a resume are:

· For Yourself - Your resume helps define who you are, and who you will be when you graduate.  It’s the first step in being able to communicate your “story.”
· For On-Campus Recruiting - Your resume helps you get selected for interviews.

· For  a Tailored Job Search  - Your resume helps you to get a interview.
· During the Interview - Your resume serves as a DISCUSSION GUIDE.

2. ORGANIZATION
Reverse Chronological

· Most students use this format. 
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Lists specific positions and education in reverse order, starting with what you are doing currently and working backward.  See attached resume templates for examples.

· Alternatives include a skills-based or “functional” resume, but this is not recommended unless you have a great deal of work or other post-college experience.  Do file this away in your brain, however, because if you end up exploring several different careers as you get older, it can be a useful way to organize your resume.
3. SECTIONS AND CONTENT

Since resumes are seen by busy people who may see hundreds of resumes a day, your challenge is to get your message across quickly and easily.  The essential parts of your resume should include:

Identification
SYMBOL 183 \f "Symbol" \s 10 \h
Consists of your name, current address, telephone number, and email address.
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Your name should be as prominent as any other word on the page.  So if the largest word on the page is 12-point, bold, with capital letters, your name needs to be at least all of these.
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Conversely, your name should be no more than 4 points larger than the largest word on the document.  A name that’s too large will imply arrogance.
· If you are only interested in working in a place where you have an "alternative address,” consider including this too.  Your school address and telephone would appear on the left.  Your alternative address would appear on the right.  This can be a good place to put a “permanent address” – most likely your parents’ address.
· Make sure to use either your school email address or another professional-looking email address (e.g., john.smith@gmail.com) – do not use emails with a nickname or other goofy-looking userID.
Objective
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Not recommended for your resume because it is too limiting and takes up space.  You can communicate your interest in the job in the cover letter.  Later in your career, a “Summary” can be useful, but there’s no need for you to include this now.
Education
· This section typically follows the identification because it is what you are doing now and is potentially most relevant to your new career.  Later on, after you’ve worked for a while, you’ll want to put Experience first and Education last.
· Present graduate and undergraduate education in reverse chronological order.  Include all degrees as well as the names, locations, and dates when you received them.  Include other school if you recently transferred or spent a significant amount of time at the other school.  
· It may be appropriate to include study abroad here, as well as honors thesis titles, research projects, or relevant coursework.

· If you got a high score on a standardized test, you may include it here.  “High” is defined roughly as follows: 1400+ on SAT, 31+ on ACT, 170+ on LSAT, 700+ on GMAT, 700+ on each section of GRE.  If you got a high math score, it may make sense to show that as well (if you’re applying for a job that has a quantitative component to it).  For example, you might write: ACT composite: 31/36, ACT math: 35/36.
The following details may be included under Education, or can be in their own sections.  As your career plays out, you will likely collapse your college activities and awards into shorter bullets, or even eliminate them altogether.
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Relevant courses
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Academic projects (like research for professors or an honors thesis)
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Honors/awards (if you have just a few of these)
Honors and awards

· Make this its own section if you have an impressive array of Honors and Awards.
· Position it either immediately following Education (since it usually relates to education), or after Experience if you have a lot of very relevant work experience that you want the recruiter to see first.
· Examples:  Dean’s List, varsity letters, etc.

· Include explanations about selection criteria if not obvious (e.g., awarded to top marketing student annually).
· Include date awarded, or period that you have held the honor (e.g., 2005-present).
Extracurricular activities

· Make this its own section if you have an impressive array of activities.
· Can go after Education or after Experience; often, sophomores will have Activities before Experience, since they don’t have much work experience yet, and this arrangement will reverse itself when they’re juniors or seniors.
· Should cover any activities you are involved in at school or in your community.
· Athletic teams, clubs and organizations, student government, music/theatre/art interests and involvement, volunteer activities, sorority/fraternity involvement. 

· Highlight leadership roles and responsibilities – recruiters want to see that you take on positions of responsibility.  They love the words President, Co-Chair, Founder, etc.  But bear in mind that you should include the most information about the roles you’d like to talk the most about.  So if you were President of some club that meets once a year but were an important committee chair of a group that was very active, you will want to include more information about the latter.
· Note it if a position is elected or otherwise selective.
· Describe activities and duties for the activities you are most involved in – stressing accomplishments where possible (e.g., raised $5,000, organized 6 guest speakers, responsible for $10,000 budget).
· In some interviews recruiters will focus 50% of their discussions on this section.
· Don’t forget to include activities that might not be through school or other obvious groups (e.g., if you’ve played in chess tournaments, or pursued competitive skeet-shooting through a local organization).

Experience
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This section is also in reverse chronological order, starting with your most recent experience, including relevant summer or part-time experience.  If you have had 6 different landscaping/bartending jobs over consecutive summers, do not list each: instead, group them under one heading and list the dates.
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List the company name, location (city and state only), title and dates (years are sufficient).

Company Name, City, ST
Position Title, 200x-200y
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If your position title is more relevant to the position you seek, you may want to reverse the order in with the title and company appear

Position Title, 200x – 200y
Company Name, City, ST

· You may want to translate your titles so they are recognizable in your target industry.  Some titles are idiosyncratic to a particular company and may not be recognizable without your renaming them.  Choose titles descriptive of what you did, or relevant to the industry you seek. Be careful not to choose a title that indicates a different level in the organization.

· Describe your experience in functional terms.  Stress accomplishments.  Use action verbs, quantifying and qualifying your background wherever possible.  Be concise and factual.

· If you cannot quantify, give an idea of the scope of your accomplishments (e.g., “led,” “created,” “managed,” etc.).
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If you opt for the functional-within-chronological format, for each position, select 1 - 4 skill-based subheadings and include relevant experiences/accomplishments under each.  
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Non-professional experience needs to be translated to professional terminology to be sure that readers will grasp the scope of your accomplishments.  You may want to stress budgeting responsibilities; training, development and supervision of staff; management of complex projects; and other demonstrations of leadership, administration, and problem-solving.  When describing your responsibilities, focus on the skills that future employees will look for (analytical skills, management, promotions, being given more responsibility, etc. rather than “cut the grass”, “mopped up spilled beer,” and so forth).
· Do not be embarrassed to include menial work experience – many of the people you will interview with will have worked jobs in college waiting tables and doing construction – people like hard workers and dedication, and many service jobs show an ability to work under pressure, interact with the public, and multi-task.  Just try to describe the job in terms of developing skills/traits that future business employers might look for.
· Accomplishments should be brief and precisely stated.  Begin each statement with an action verb.  Statements should specify the result or impact upon the organization and illustrate your contributions to the company/organization.  Whenever possible, include measurement in numerical terms.  This is useful for two reasons: (1) it helps give the employer an idea of both your accomplishments and the context in which you achieved them and (2) it helps anchor the eye as some busy person is skimming the resume, forcing him or her to read through that entire line.  Spell out the numbers one, two, and three, but use a numeral for anything higher.  (Note: if writing a letter or other business document, spell out all numbers zero through nine, then use numerals for 10 and up.)
· Avoid being too general - e.g., laying claims to improving morale, reducing costs, improving profits, increasing efficiency, etc., without a quantified measurement.  Your goal is to distinguish yourself by citing accomplishments and measurements of impact to those who explore your background and experience.  Also, you are likely to be asked about this an interview, so quantifying the results will prepare you well and help you avoid problems.

· In general, consider an activity to be an accomplishment if any one or more of the following is satisfied:

•  Your performance exceeded past performance.

•  Equal results were achieved with fewer resources.

•  Things were made easier or simpler, or were done more quickly.

•  Potential problem issues were resolved with little or no increase in time or money.

•  Something new was achieved for the first time.

Interests
This section is often a favorite of interviewers, because it can lead to more interesting conversations than the usual “tell me about why you chose finance?” types of questions.  Moreover, because other applicants may have experience and education similar to yours, the Interests section helps round you out as a person and makes you seem more distinctive.  
Please note that some university career centers do not recommend including interests, but we find that it can be very important.  Students from Ivy-League and equivalent schools will all have interests on their resumes, as will MBAs from Harvard and Stanford.
· Include 3-5 interests on one line, separated by commas or semicolons.

· Be as specific as you can, while still being succinct (e.g., “Russian literature” will be more likely to lead to an interesting conversation than will “Reading,” and “classic films” is better than “movies”).

· Make sure your interests are interesting – avoid including bland or common pursuits like watching television, reading magazines, or working out unless you have an interesting angle on these activities that you could discuss in an interview.

THESE REMAINING SECTIONS ARE OPTIONAL

You may choose to create several additional sections, one catchall called "ADDITIONAL INFORMATION" or “OTHER” or none at all.  Sections may include the following:
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Technical/Computer Skills:

· Do not include the basic Microsoft Office applications (Excel, Word, PowerPoint, and Internet Explorer) – you had better know how to use these if you’re applying for a job.
· You may include more specialized Microsoft applications (FrontPage, Access, Project).

· You may include financial technologies (e.g., Bloomberg, Crystal Ball, etc.) and research tools (e.g., Lexis-Nexis, Factiva, Investext, etc.), but these do not necessarily add a great deal.
· You may include any programming languages or web-design technologies (e.g., DreamWeaver, etc.) – as with foreign languages, you might want to gauge your level of expertise (e.g., “Basic knowledge of DreamWeaver”). 
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Language Competencies:  Make sure you accurately gauge your level of expertise:
· Conversational generally means you can talk to the locals fairly well if you’re on a trip.  But note that it’s more than just being able to ask where the bathroom is – you should be able to hold an actual conversation, even if it isn’t a complex or technical one.
· Proficient generally means you can read, write, and speak the language well, but you’re not yet fluent.  This is the safe way to go if you’re not 100% confident saying you’re fluent.  This is also appropriate for people who may have learned to speak a language fluently as children, but really only know vocabulary at, say, the level of a ten-year-old.

· Fluent means you are willing to conduct the interview in that language.  More than one person has landed themselves in trouble by putting down “fluent.”  Note that you might be fluent in a language but not its business terminology, in which case you might want to say “proficient.”
· You may make distinctions in reading/writing and speaking if relevant (e.g., “Fluent in spoken Mandarin; proficient in written Mandarin”).
· Travel
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Community Activities (if not already listed under Activities)
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Registration/Licensing/Certifications
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Publications

· Professional Affiliations

4. FORMAT AND PRESENTATION
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One page – never go onto two pages (until much later in your career)
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Use formatting to create an outline of your background.  Highlight those parts of your experience that work for you and obscure what doesn't by selectively using bolds, underlines, capitalization, and italics.  See sample resumes for different ways of doing this.
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Choose between bullets or paragraphs, or a combination of both while writing up your experience, education, etc.
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A left margin resume format is the classic formatting approach:  include headings (e.g., EDUCATION, EXPERIENCE) in the left margin.  
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Maintain consistency of approach.  Formatting and writing styles should remain consistent throughout.

· Use only serifed, professional-looking fonts.  Do not use Arial (even though it’s used in most email programs) or anything “creative.”  Times New Roman is best – it both looks professional and allows you to get a good number of characters on each line.  Other good options: Garamond, Palatino, Centaur (these are elegant, but the characters are more spaced out, which may not let you get enough information onto each line).
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On 8 1/2"x11" paper.  Done on computer.  Typeset quality.  Laser-printed.  
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On high-quality bond paper, at least 20 point weight.  White or ivory only.  Do not use the speckled white-gray or rose-tinted paper that they sell at the bookstore – it isn’t professional.
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One-inch margins all around to make it visually appealing.  Note: if you have so many activities, etc. that you’re having a hard time getting it all on one page, you may decrease the margins.  But do not do this just because you’re lazy about editing down your bullets.
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At minimum, 10-point font size.

· No graphics.  Lines are useful and can make your resume easier to read.  Using the “small caps” function on the font menu can also help for your name or headings.
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Do not be unconventional in the physical make-up of your resume.  Avoid binders, bright colors, or covers.  An unusual resume will get attention for the wrong reasons.
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Proofread and spell-check your resume to ensure that there are no typographic, spelling, or grammatical errors.  Have someone else proofread it to catch anything you’ve missed.

5. WRITING STYLE
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Dynamic and concise.
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Omit the words I, me, my, a, an, the.
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Use action verbs and active voice to describe your accomplishments.
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Stress results and achievements.  Quantify wherever possible.
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Stress transferable skills that relate to your future objective.

6. WHAT *NOT* TO INCLUDE
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No salary history or requirements.
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No abbreviations, acronyms, or company-specific terminology.  Do not assume the reader will understand.
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No reasons why you left or were terminated from positions.
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No information that is not relevant to your professional competencies, which could be used to discriminate against you, including the following:  sex, age, race, ethnic background, marital status, or health status.

· No references.

· Generally, we tell people not to include politics unless it represents a major activity or experience for you.  So leave out “College Democrats” or “College Republicans” unless you were, for instance, President.  But avoid putting, for example, “Politics” into the “Interests” section, unless you feel as though you can discuss it in an even-handed, non-partisan way.  
7. REFERENCES 

· Should not be mentioned on the resume.  

· Prepare a separate sheet listing 4 - 6 contacts, both professional and academic.  List each individual’s name, title, organizational affiliation, address, and phone number.  Have this ready if asked for references in an interview.  There is no need to send this list with a resume when first contacting a company.

· Contact each person prior to putting them on the list to ask their permission to use them as a reference.  This may sound obvious, but be sure the people you list will give you a glowing recommendation.
8. ACTION WORDS
Use strong action words to describe your accomplishments (in  Experience and Extracurricular Activities sections).   Think of the accomplishment statements as flags waving at the top of a fortress.  But you need a foundation for each statement - the word that starts each phrase.  Without fail, that word must be a strong, active-voice verb.  Look over the following lists of suggested verbs, and use them in your resume.

Action verbs that address your planning skills include:

Conceived
Formulated
Projected

Created
Initiated
Reorganized

Designed
Innovated
Revised

Developed
Instituted
Scheduled

Devised
Invented
Solved

Engineered
Justified
Systematized

Established
Laid out
Tailored

Estimated
Organized
Transformed

Experimented
Originated

Formed
Planned

Action verbs that address your skills in directing employees include:

Administered
Determined 
Ordered

Approved
Directed
Prescribed

Authorized
Guided
Regulated

Conducted
Headed
Specified

Controlled
Instructed
Supervised

Decided
Led
Trained

Delegated
Managed

Action verbs that suggest that you have skills in assuming responsibility include:

	Accepted
	Developed
	Operated

	Achieved
	Doubled
	Overcome

	Adopted
	Established
	Performed

	Arranged
	Evaluated
	Prepared

	Assembled
	Evaluated
	Produced

	Assumed
	Gathered
	Received

	Attended
	Halted
	Reduced

	Audited
	Handled
	Reviewed

	Built
	Improved
	Sold

	Checked
	Implemented
	Simplified

	Classified
	Initiated
	Transacted

	Collected
	Installed
	Tripled

	Compiled
	Integrated
	Used

	Constructed
	Maintained
	Utilized

	Described
	Made
	


Action verbs that embody an ability to provide effective service include:

	Carried out
	Explained
	Provided

	Committed
	Facilitated
	Purchased

	Delivered
	Furnished
	Rewrote

	Demonstrated
	Generated
	Sent

	Earned
	Inspected
	Serviced

	Exchanged
	Installed
	Submitted

	Expanded
	Issued
	Transmitted

	Expedited
	Procured
	Wrote


Interactive skills with people are suggested by the use of these action verbs in your accomplishment statement:

	Advised
	Coordinated
	Negotiated

	Aided
	Counseled
	Participated

	Apprised
	Helped
	Promoted

	Clarified
	Informed
	Recommended

	Conferred
	Inspired
	Represented

	Consulted
	Interpreted
	Resolved

	Contributed
	Interviewed
	Suggested

	Cooperated
	Mediated
	Unified


Finally, your investigative skills merge with the use of these action verbs:

	Analyzed
	Evaluated
	Reviewed

	Assessed
	Familiarized
	Searched

	Calculated
	Investigated
	Studied

	Computed
	Observed
	Verified

	Correlated
	Proved
	

	Discover
	Researched
	

	
	
	


COVER LETTERS
1. OVERVIEW

Many companies require that you submit a cover letter along with your resume – either as a separate document or in the email message text.  They ask for cover letters for several reasons:

· To see whether you’re well informed about the position available.

· To see whether you’re educated about their firm.

· To find out any additional information that might not be apparent solely from reading your resume.

· To assess your professionalism and manners.
· To assess your writing skills.

Some caveats:

· Your resume is still the more important of the two documents, so you should avoid the temptation to try too hard in your cover letter to stand out.  Don’t be cute, sales-y, or attention-grabbing in your cover letter; this is far more likely to hurt you than help you.  Don’t throw in rhetorical questions or write it as a fictional narrative.  If your cover letter starts to sound like a TV advertisement, it’s too much.

· Always remember that your guiding approach needs to be what YOU can do for the COMPANY, not vice versa.  This is a very common mistake on a first draft of a cover letter.  Naturally, in your mind, you’re thinking about what this internship or job can do for you, but they want to know why they should hire you instead of another applicant.  

· ALWAYS PROOFREAD your cover letter for “find-and-replace” mistakes!  You may be using one template and then modifying it for each firm.  Many an applicant has hurt himself or herself by sending, for example, a letter to Boston Consulting Group explaining why McKinsey is such a great consulting firm.  And, anyway, even if you are using a template, you should always tailor each letter to express your respect for the company you’re applying to (which means knowing the strengths it believes it has), and sometimes you’ll even want to include different highlights from your own resume to match the requirements of the job.  If you’re applying for jobs in different fields (e.g., banking and consulting), you should have a separate template for each, in all likelihood.
2. FORMAT
· Generally include a date, address block, salutation (“Dear Ms. Smith”) - see attached examples.

· Usually three paragraphs in the main text (more on this under “Content”).

· Use a polite sign-off (e.g., Sincerely, Very truly yours, etc.)

· Include both your typed name and a space for you to sign (if you were to print it and sign it, that is).

· Include your contact information on the page – either below your name at the bottom or at the top in an address block.

· If you’re writing to a woman and you don’t know her prefix, use “Ms.”, not “Miss” or “Mrs.”

· If you don’t know the gender of the person you’re writing to, you can write “Dear Pat Shores,” even though this isn’t entirely elegant (but is better than getting it wrong).  

· If you don’t have a specific addressee, you should use “To Whom It May Concern:”

· Use the same font as your resume, no smaller than 10-point (but preferably 11 or 12, even if your resume is 10).  Use white or ivory paper (if you’re printing it).

· No crazy address blocks at the top; if you choose to use one, make it simple and traditional.

· If you’re sending it in the body of the email, be sure your contact information is included at the bottom.

3. CONTENT

See attached examples for more-specific information.
· The first paragraph is essentially an introduction, and should be relatively short (3 sentences or so):

· Mention the name of the person who referred you immediately (if relevant).  This will help ensure that the letter and resume get read.
· State something basic about yourself (e.g., “I am a junior Finance and Political Science major at the University of Iowa…”) and tie it to expressing your interest in the job (e.g., “…and I am writing to express my interest in financial analyst positions at Morgan Stanley.”)
· The final sentence would be a good time to show you know something about the firm.

· The second paragraph is generally the longest of the three; it’s where you talk about yourself and your skills, matching them to the needs of the position.  

· It’s helpful to focus in on, say, three key characteristics of your experience and skill-set that you would like to highlight.  

· Avoid general claims (e.g., “I am hard-working.”) – everyone thinks that they’re hard-working, diligent, etc.  Try to be as specific as possible with each claim, and link it to specific examples of experiences you’ve had.

· Sometimes, it may make sense to break this paragraph into two.  The time to do this is when you have an unusual background that requires separating the paragraphs in order for the letter to make sense (see example). 

· This is the paragraph to explain anything that might not be clear from your resume.  Examples of topics to bring up in this section include the following:

· A longstanding interest in the field (with examples)

· An unusual academic record (e.g., if you transferred or changed majors, if your GPA doesn’t tell the whole story because you’ve been improving it, etc.)

· An unusual work record (e.g., if your experience does not directly relate to the field of interest – see example)

· The third paragraph is a time to reiterate your enthusiasm for the position, to thank the person for their consideration, and to express your willingness to answer any questions. 

· Should be 3-5 sentences long.

· If this is part of an independent job search (vs. on-campus recruiting), it can be useful to say when you’ll follow up with them (to give them an impetus to act).

4. STYLE
· Generally, the same rules that apply to resumes apply to cover letters (although, of course, you’ll be using complete sentences and words like I, me, the, etc.).

· Use transitions as needed in the second paragraph to help anchor the reader’s eye (e.g., First, Second, etc.; In addition; Moreover; etc.) and guide them through the paragraph.

· Use active voice and avoid passive voice as much as you can.

· Be very polite, succinct, and confident, but do not be arrogant.  Do not put on the hard sell.  Remember: no matter how smart you are, the recruiters have to like you, and you don’t want to put them off during their first impression of you.

· Avoid using contractions (I’m, I’ll, doesn’t, etc.).  That having been said, sometimes a sentence can come out sounding so overly formal and stilted that a contraction would be more appropriate for flow.  Assess on a case-by-case basis.

· Proofread, proofread, proofread: typos matter a great deal more during a first impression with a potential employer than they do if you’re emailing a friend or even a co-worker.  The jobs you are applying for all require attention to detail, and they’re not going to buy your claims that you have it if your letter is riddled with mistakes.  Each typo that you make represents an additional hurdle that the recruiter will have to get over in order to give you an interview.
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