RESUME AND COVER LETTER
WRITING
A digital guide for students to use for writing your best cover letters and
resumes!

Types of Resumes
A chronological resume starts by listing your work history,
with the most recent positions listed first.

CHRONOLOGICAL
RESUME

It is considered one of the most common resume structures.

A chronological resume works best
when you have an extensive work
history that is in the same line of work
as the job for which you are applying.

Employers typically prefer this type of resume because it's
easy to see what jobs you have held and when you have
worked at them.

FUNCTIONAL
RESUME

COMBINATION
RESUME

TARGETED
RESUME

A functional resume focuses on your skills and experience, It's ideal for candidates who have gaps
rather than on your chronological work history.
between jobs, are early in their career
(or have only internship-based
It is typically used by job seekers who are changing careers,
experience), or are making a career
who have gaps in their employment history, or whose work
switch.
history is not directly related to the job.
Combination resumes can be used to show the employer your
most relevant skills, while still documenting your work history.

The layout first captures the attention
of the employer or recruiter by
highlighting key skills and capabilities
This resume format is also a good way of answering the
of the applicant in a “qualifications
reader’s questions about career changes, gaps in work
summary,” and then supports this
history, and other potential red flags.
introductory section with an account of
prior work experience.
A targeted resume focuses on a specific job opening.
Customizing your resume allows you to
showcase the qualifications,
The targeted resume is written to highlight the skills and
accomplishments, and particular
experiences relevant to a particular position.
aspects of your work history that
When sending targeted resumes, the resume will be edited or match closely with the requirements
listed in the job description.
rewritten for each job which the candidate applies.

Examples of the Four Resumes
Chronological

Functional

Examples of the Four Resumes Cont.
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Tips For Writing
Resumes

Telling Your Story
•
•
•
•

•
•

•
•
•
•
•

Don’t Put Everything on There
But Keep a Master List of All Jobs
Put the Best Stuff “Above the Fold”
Ditch the Objective Statement (the only occasion
when an objective section makes sense is when
you’re making a huge career change and need to
explain from the get-go why your experience
doesn’t match up with the position you’re applying
to).
Keep it to a Page.
Consider an Online Supplement, such as a personal
website that covers other important details of your
professional work life.
Keep it simple, but carefully stand out!
Make Your Contact Info Prominent. Your name,
phone number, and e-mail will work!
Always provide references along with your resume.
PROOFREAD!!! One small error can result in an
ignored resume!
Name your file smartly ( ‘James Smith Resume’
instead of just ‘resume’)

“Be so good, they can’t ignore you.”
- Steve Martin

Work Experience
•
•

•
•
•
•
•
•
•
•

“Be the best version of YOU.”

•

Keep it Recent, Keep it Relevant.
No Relevant Experience? Focus on your skills
with any academic other relatable projects, along
with a strong cover letter.
Make sure that your resume is readable, relevant,
and interesting to your potential employer.
Use as many facts, figures, and numbers as you
can in your bullet points.
Be sure to include non-traditional work such as
volunteering.
Mix up your word use!
Use keywords that recruiters and employers can
easily find (especially those on online job sites)
Experience first, education second.
Include continuing or online education.
List interesting and relatable skills that align with
the job that you desire.
Brag, brag brag!!! Let potential employers know
what you’ve accomplished at your previous jobs.

Reference List
• Make a reference list that is separate
from your cover letter and resume.
• Make sure you have gotten permission
from your references to use them as
references!
• Use people who you have a great
relationship with (supervisors, mentors,
professors)
• List at least three references.

“Keep calm and ACE your interview!”

Resume Action Words

Expand Your Vocabulary in Resume Writing!

Examples of Resume
Writing

“Confidence has a lot to do with interviewing.”

Cover Letters

What is a Cover Letter?
•

An effective cover letter should be directed towards a specific position or company
and describe examples from your experience that show off skills the employer
needs.

•

Try not to simply repeat your resume in paragraph form, but to complement your
resume by offering a little more detail about key experiences.

•

You want to convince the reader that your interest in the job and company are
genuine and specific. You also want to demonstrate ways that your experience has
prepared you for the role by sharing a few brief stories that highlight your
qualifications. This takes time and research; use the job description and the
company’s web site or LinkedIn page to identify traits and skills the company
values.

•

Lastly, cover letters are also a chance to demonstrate the communication skills
necessary to most jobs. Careful composing and revision are essential.

Cover Letter Structure
and Format

•

Cover letters should be no longer than one page with a font size
between 10-12 points. Be sure to include your contact information
and address it directly to a named individual whenever possible.
If you aren’t sure who to address it to, you can address as “Dear
Hiring Manager.”

•

Cover letters typically take the following structure:

•

Introduction: 1st paragraph

•

Say who you are and what position you are applying for (“I am an
MIT Chemistry major graduating in June. I am writing to express
my interest in the Chemist position with [Company Name].”)

•

Specify why you are interested in that specific position and
organization

•

Body: 2-3 paragraphs

•

Cite a couple of examples from your experience that support your
ability to be successful in the position or organization

•

Closing: Last paragraph

•

Thank the reader for their time.

•

Consider restating succinctly why you are a good candidate

•

State your desire for an interview and include your contact
information (phone/email)

•

*Make sure to close out your cover letter with A SIGNATURE that
includes a complimentary close (“Thank You, Sincerely) and a
signed and typed version of your name*

Examples of Cover
Letters
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