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INSIDE 
THIS 
GUIDE 
Resumes 
A marketing tool and advertisement 
on you. Learn the tips that make 
your resumes standout. 

References 
Tips on how to add references - 
people who can verify your abilities. 

Cover Letters 
Present the case for why you should 
be hired and distinguish yourself 
from other candidates. 

 

APPLICATIONS 101 
GET YOUR DREAM JOB 

Before you start your job search, it is important to take the time to get organized. The more 
organized you are, the easier it will be to have a productive and quick job search.  

When you are applying for jobs, many employers will require a resume and a cover letter. It's 
a good idea to have your resume written, list of professional references, and a draft of a cover 
letter prepared before you start your job hunt. 

Review this guide for writing resumes and letters that will help you get an interview, plus 
samples to get ideas for your application. 

careerservices@cleary.edu  



 

RESUME 
WHAT IS A RESUME? 
 

Simply put, a resume is a one- to two-page document that sums 
up a job seeker's qualifications for the jobs they are interested in. More 
than just a formal job application, a resume is a marketing tool that job 
seekers use to communicate their value to employers. 
Your resume is your most important tool when applying for a job. It 
doesn't matter how qualified you are, or how much experience you have 
- if your resume is poorly presented or badly written, you're going to 
have trouble getting the job you want - or even an interview. 
Key things to keep in mind while preparing your resume: 
 

• Know your audience. 
• Be prepared to spend time preparing, reviewing and proofreading 

your resume. 
• Sell your skills, experience and talents! 
• A summary of your qualifications. 
• Education, experiences, skills and abilities (NOT duties and 

responsibilities). 

WHAT IS ON A RESUME? 
 

A resume summarizes the most important information 
an employer needs to know when they consider your application. 
Your relevant qualifications, training, and work history listed 
under easily understood resume headings such as "Summary of 
Qualifications," "Professional Experience," or "Education." A 
typical resume will include the following: 
 

 Heading 
o Name, address, phone, email, LinkedIn URL 

(optional) 
 Professional Summary 
 Education 

o University, city, state 
o Official degree name and major (from catalog) and 

anticipated date of graduation 
o GPA only if above 3.0 
 NOTE: Once in college, no need for high school 
information 

 Skills summary, including computer program knowledge 
 Work experience (include internships, volunteer and 

community service experience)  
o Name of company, city, state and dates of 

employment. 

o Bulleted experiences - USE ACTION WORDS! 
o Give brief, measurable examples whenever  

possible  
o Military Service, If applicable 

 Military Service, If applicable 

Source: The Job Hunting Handbook 

 
GIVE YOUR RESUME A KISS 

The popular belief is that resumes land employment. Not 
true. The sole purpose of a resume is to land you an opportunity for 
an interview. If employers like what they see in your resume, they will 
contact you to schedule an interview. During the interview, they will 
evaluate how well your skills match the job requirements, and how 
well your personality fits with their team. The most important thing is 
to get the most useful information across first.  

 Limit to one page 
 Keep sentences brief - Do not write in paragraphs 
 Use simple, everyday language 
 Be specific, stress achievements and give examples 
 Be positive, enthusiastic, honest and don’t exaggerate 
 Don’t list references on your resume 
 Don’t mention salary or wages 
 Avoid fancy type such as outline, shadow, script or other 

difficult to read styles and avoid cute artwork or flourishes 
 Bold, underline or CAPITIALIZE section headings to make them 

stand out 
 Use bullets at the beginning of each entry to separate the items 
 Proofread for spelling and grammar 
 Use standard 8.5” by 11” paper and choose white, ivory or gray 

resume paper 

SAMPLE ACTION WORD LIST 
Accomplished, Evaluated, Negotiated, Achieved, Expanded, 
Organized, Analyzed, Facilitated, Oriented, Arranged, Built, 
Implemented, Processed, Controlled, Raised profits, Initiated, 
Improved, Produced, Created, Increased, Proved, Demonstrated, 
Guided, Planned. 

  



RESUME FORMAT 
CHRONOLOGICAL RESUME 

A chronological resume is the most commonly used resume format 
among job seekers. Also referred to as a reverse-chronological format.  
This resume style gets its name from the way the Professional 
Experience section lists a candidate’s past jobs in a reverse-
chronological order. 
 

College students and new graduates prefer this format 
because it accommodates all industries and levels of experience. Since 
the chronological style is so conventional, veteran HRs, also favor it 
over other formats. Since its work experience is listed chronologically, 
this format is nice for those who want to demonstrate a vertical career 
progression. 

 

 

 

FUNCTIONAL RESUME 

A functional resume focuses on your skills and 
experience, rather than on your chronological work history. 
Job seekers who are changing careers, who have gaps in their 
employment history, or whose work history is not directly 
related to the job, typically use it.  

 

  



 

 

 RESUME FORMAT 
COMBINATION/HYBRID 

Job seekers who already have quite a bit of 
experience use combination resumes. Like functional 
resumes, a combination style focuses on the 
applicant’s skills and abilities. For those applying for 
a position that requires many technical skills and 
expertise, using a combination format is the best way 
to display these abilities to the hiring manager. 

  
 

  

Typos or factual errors 

 

Submitting a resume with spelling mistakes will guarantee 
you do not get an interview spot. You should spellcheck your 
resume before you submit it. Preferable, you should also get 
someone else to read it as well and check for mistakes you 
might have missed.  

Double-check the information that you include in your 
resume. If you mention the company's name, make sure it is 
correct. If you mention the name of places you have worked 
before, make sure you get that right. 

 REMEMBER: An employer will only take 15-20 seconds to 
review a resume. 

 



 

REFERENCES 
WHO SHOULD BE ON MY LIST? 

A resume reference is someone who can verify the information you 
have provided in your resume and can provide information about your 
character. 
 
For each new job opportunity, you should make sure your list of 
references is the right fit. Think about your relationship with each 
person. How closely did you work with them? How recently did you 
work together? How will they explain your qualities to the hiring 
manager? All these details play a role in who goes on your list. You 
need to select people who will emphasize your strengths to potential 
employers. 
 
 If you are new to the work force, they can be personal references: 
former teacher/professor, acquaintance, coach, etc.; or if you are 
using past work references, they can be former bosses, clients, 
managers, supervisors, etc.  
 
FORMATTING 

 One page, separate from resume 
 Same header and font as resume (size & type)  
 List all information for references including:  
 Full name, Title and company name, Address, Phone# and 

Email address 
  



COVER LETTER 
A cover letter (also known as an application letter or motivational 
letter) is a document, which explains why you are sending in the 
resume and adds extra information. 
 

Precisely because this letter is your introduction to an 
employer and because first impressions count, you should take great 
care to write an impressive and effective letter. Remember that the 
letter not only tells of your accomplishments but also reveals how 
effectively you can communicate. 

 
WHAT TO INCLUDE IN A COVER LETTER 

• Try to limit your letter to a single page. Be succinct. 
• Assess the employer's needs and your skills. Then try to 

match them in the letter in a way that will appeal to the 
employer's self-interest. 

• As much as possible, tailor your letter to each job 
opportunity. Demonstrate, if possible, some knowledge of 
the organization to which you are applying. 

• Write in a style that is mature but clear; avoid long and 
intricate sentences and paragraphs; avoid jargon. Use 
action verbs and the active voice; convey confidence, 
optimism, and enthusiasm coupled with respect and 
professionalism.  

• Arrange the points in a logical sequence; organize each 
paragraph around a main point. 
 
 

HOW TO ORGANIZE YOUR COVER LETTER 

1st paragraph - Introduction 

 For what position are you applying? 
 Where did you hear about the position? (Include 

names whenever possible)  
 Briefly describe how you are qualified and ask to 

be considered  

2nd Paragraph 

 Highlighting relevant experiences, education 
and accomplishments 

3rd Paragraph 

 Reiterate your interest in the position 
 Give best way to contact you and contact 

information (i.e. phone/best time, email, etc.) 
 If you say you will call, be sure to do it! 
 Thank the reader for their consideration.  

 

 

 

  



APPLICATION 101 
WHAT IS A JOB APPLICATION? 

A job application is a form that employers use to collection information about you to see if you are a good fit for 
the position. It is usually a part of the formal hiring process. 

Unlike the resume and cover letter that are written and formatted to highlight the applicant’s most significant and 
impressive credentials, the job application is a listing of questions that require factual responses. Dates of employment, 
positions held, names and contact information for supervisors, dates of degrees, name, address, and phone number are 
examples of facts required on the job application. 

 
TIPS 

 Be prepared with specific dates, duties, addresses and full reference information 
 Neatness and accuracy counts 
 Print using black or blue ink 
 Answer every question-If not applicable, enter N/A 
 Use legal, full name 
 Neatness and spelling ARE important! 

  

  

 

 
 

For more information or to have your documents reviewed, contact Cleary University Career Development at careerservices@cleary.edu 
 


	INSIDE THIS GUIDE
	APPLICATIONS 101
	GET YOUR DREAM JOB

	RESUME
	WHAT IS A RESUME?
	WHAT IS ON A RESUME?
	GIVE YOUR RESUME A KISS

	RESUME FORMAT
	FUNCTIONAL RESUME

	RESUME FORMAT
	COVER LETTER
	WHAT TO INCLUDE IN A COVER LETTER

	APPLICATION 101
	WHAT IS A JOB APPLICATION?
	TIPS


