
Common Mistakes: For More Information and Resume Examples:

Keep your
resume to one
page, that’s all

that most
recruiters will

read. 

Schedule an
appointment with

your Career
Consultant or a Peer

Career Advisor!

Check out our
Handshake

Resources Page
for major-specific

sample resumes

Remember to
place your

experiences
in reverse

chronological
order!

 Include your
anticipated
graduation

date, major(s),
and GPA (if it
is over 3.0) in

your Education
section.

Your email, location, phone
number, and LinkedIn account

are great information to include
in your header.

Select and
tailor your

experiences
according to
the job you

are applying
to.

Explain (don’t list) your skills. 
Remove high school info.
Avoid adding objective statements, personal summaries,
and references
Do not use templates or text boxes.
Use consistent font styles and sizes, and do not use 

       abbreviations or pronouns.

When crafting your
position descriptions,
begin with a verb and

then describe what
you did, how you did

it, as well as the
outcome.



Use the header
from your

resume for your
cover letter, too

DEMONSTRATE QUALIFICATIONS and MOTIVATION

Research the organization to identify their needs and goals, then
use skill words directly from the position description in your letter
Revise/target your cover letter for every position application
This is your first impression to the employer, so make it strong;
express enthusiasm in your words
Keep it short so employers want to read it; stay concise and
specific
Ask a friend, professor, Peer Career Advisor or your Career
Consultant in the CPPD to proofread your letter

The Goal General Tips

Why them? Communicate why you are interested in the organization
and this role -- demonstrate the results of your research into their
organization, your understanding of their mission and values, and your
sincere motivation to work with them
Why you? Highlight a few of your most relevant experiences from
your resume to show your qualifications and skills for this specific role

The objective of a cover letter is to demonstrate your qualifications and
communicate your interest in the role. Your letter should answer two
questions:

Don't be afraid
to "name drop" a

connection or
referral!

Address the letter to a specific
person if you can; it establishes a
personal connection. If not, use

Dear Hiring Manager:

In some cases you'll write a cover email and
attach your resume, rather than writing a
complete letter; follow a similar format as

the letter but be even more concise

Demonstrate
your

understanding
of their

organizational
culture


