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When first beginning the search for an internship or job opportunity, the most immediate, 
recognizable need is to create a strong résumé.  While a résumé is critical to any job or internship 
search, it’s important to understand that this is more than just a summary of what you’ve done, it’s a 
marketing tool used to outline the skills, characteristics and attributes you can offer prospective 
employers or organizations. 
 
As such, there are key strategies and techniques needed when developing this and other job-search 
related documents. The following will help you to understand and utilize these strategies to help you 
market yourself as effectively as possible. 
 

IT’S ABOUT SKILLS! 
 

What skills do you have to offer a potential employer? How well do your skills and qualifications align 
with the employer’s needs? 
 
As you start writing your résumé or cover letter, begin to think of the skills you have developed 
through your coursework and experiences.  You can develop your documents by demonstrating these 
skills through the description of your experiences (see page 7).  
 
To start, review the list of skills commonly sought by employers and think about which areas pertain 
to you. 
 

● Communication skills, both verbal and written 
● Ability to work as part of a team 
● Problem solving skills 
● Work ethic 
● Analytical/quantitative skills 
● Technical/computer skills 
● Initiative/motivation 
● Flexibility/adaptability 
● Interpersonal skills 
● Organizational skills 
● Creativity 

 
(National Association of Colleges and Employers, “Job Outlook: The Candidate Skills/Qualities 
Employers Want, the Influence of Attributes,” Spotlight for Career Services Professionals, November 
12, 2014. 
 

 See more at: http://www.naceweb.org/s11122014/job-outlook-skills-qualities-employers-
want.aspx#sthash.6hc8kFHD.dpuf) 

 
  

http://www.naceweb.org/s11122014/job-outlook-skills-qualities-employers-want.aspx#sthash.6hc8kFHD.dpuf
http://www.naceweb.org/s11122014/job-outlook-skills-qualities-employers-want.aspx#sthash.6hc8kFHD.dpuf
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There’s no one, right way to write a résumé!  There are several different types of résumés and many 
strategies you can use to market your skills and experiences effectively. Decide which format works 
best for you, your goals and your specific experiences. Here are the most common types of résumés:
 
Chronological 
This is the most common style. Chronological résumés are generally used by individuals with a stable 
work history. Beginning with the most recent experiences and going backwards, this format highlights 
the position held, name and location of organization, dates of employment, and specific job 
responsibilities or accomplishments. 
 
Functional 
Used primarily by individuals who have worked numerous jobs, have gaps in employment, or are 
changing careers, the functional résumé focuses on skills and qualifications instead of each position 
held. Categories are defined by what the candidate would like to highlight. Since this type of résumé 
is not as common, potential employers may have concerns the candidate is hiding something. 
 
Combination 
Using elements of both the chronological and functional formats, the combination résumé highlights 
skill areas and related chronological work experience. This can help ease potential employer 
concerns regarding potential hidden information. 
 
Federal 
Structured differently than a résumé for the private sector, federal résumés often require a social 
security number, citizenship status, employer contact information, and details pertaining to prior 
federal or military experience. Federal résumés tend to be more detailed and can be several pages in 
length. 
 
Curriculum Vitae (CV) 
Typically used in fields of academics or research, a CV provides significant detail about academic 
research, publications and professional presentation experiences. Like the federal résumé, a CV is 
typically several pages long. It is primarily used when applying for scientific or research positions, 
professor-level academic positions or fellowships, or grant applications. 
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The strategies and guidelines outlined below will assist you through the creation of your 
résumé.  Review these prior to writing your document AND after you have completed it to ensure you 
meet the guidelines. 
 

● Avoid using templates. Open a new, blank document in MS Word or Google Docs. 
 

● Fill the entire page, minimizing unused white space. 
 

● Use one type of clear, easy-to-read font throughout the document. 
 

● Keep font size to between 10-12 size for body text and 12-14 size for your name and section 
headings. 

 

● Underline, bold and italics can add emphasis to key areas, but use sparingly. 
 

● Use black text only.  Avoid graphics or pictures unless you are applying for design-related 
positions. 

 

● Keep document to one page in length.  Two pages can be used if you have significant 
experience. If you use a second page, make sure your name and “page 2” appear at the top of 
the second page. 

 

● If two pages, print your résumé single-sided and paper clip the pages together. Do not staple. 
 

● Do not include high school information unless the experience is specifically related to your 
career goal or if you have limited college experience. 

 

● Print your résumé on light-colored or off-white résumé paper. 
 

● References will go in a separate document (see page 15) so avoid listing names and contact 
information of references on your résumé. 

 

● Remember to proofread for spelling and grammar errors.  Do not rely on spelling and grammar 
checks. 

 

● Consistency is key! Make sure the formatting is the same throughout the entire document. 
 

● Watch alignment, making sure bullets and spacing align throughout the document. 
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When it comes time to organize the content of your résumé, think about what you want a prospective 
employer to see first. It’s important to highlight your strongest qualifications and experiences near the 
top of the page. As a college student or recent alumni, your education typically appears near the top 
of the page, since it is often your most recent and most relevant qualification. 
 
You can also use section headers or categories to position your information strategically. Below are 
some common sections you can use to organize your résumé. Please note: sections should be 
modified to correspond with your specific experience.  
 
Contact Information 

● Full name, without nicknames. 
● List your campus address and your permanent address, which can be helpful if you are 

applying for positions in your hometown. 
● Email address that is both professional and with an account that you check regularly. 
● Phone number.  Be sure that your voicemail is updated and professional. 

 
Summary (Optional) 

● Consider including a “Summary” or “Professional Profile” section to highlight 3 to 5 key skills, 
characteristics, qualifications, etc., that may help to sell you as a potential employee.   

 
Education 

● List the institution by name and its location (city, state). 
● Spell out your degree and list your major(s), minor(s), and graduation date.  
● If you have more than one degree, start from the most recent and work chronologically 

backwards.  
● If your grade-point average is 3.0 or above, it should be included in this section.  
● Any academic awards or honors can be included in this section. 
● Certifications can also be included in this section. 

 
Related Experience 

● This section is used for experiences that are directly related to your career.  
● Include jobs, internships, externships, volunteer work, and summer employment.  
● List position held, name of organization, location (city, state), and dates of employment. 
● Highlight your skills and accomplishments (see page 7) using action verbs and bullet points.  
● List each experience, starting with the most recent and working backward chronologically.  

 
Additional Experience 

● Similar to above except the experiences listed are not directly related to your career goal. 
● Do not underestimate the importance of this section. Many skills are transferable, such as time 

management, customer service, communication skills, administrative responsibilities, etc. 

 
Community or Campus Leadership/Involvement 

● Membership in clubs and organizations, volunteer work, service trips, committee involvement, 
and other extracurricular activities are included in this section.  

● Highlight your leadership roles and positions. If you held several leadership roles, you may 
consider creating a separate “Leadership” section. 
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On page 3, we discussed the importance of marketing your skills effectively through your résumé. 
This is done through the descriptions of your experiences, activities, and involvement.  Each position 
listed can have one to five bulleted statements under them.  Each bullet should outline a skill you 
used to succeed in that position or to highlight an accomplishment during that experience. 
 

Rather than focus on your job responsibilities, stay focused on your skills and accomplishments. A job 
responsibility is written as if you were reading your job description. This description only highlights 
what you ‘should’ be doing, but does not let the employer know if you have been doing it well. 
 

Alternatively, skills and accomplishment statements highlight specifics, emphasize outcomes, and 
focus on the contribution you made to the organization. Compare the difference between 
responsibilities and accomplishments in the two examples below: 
 

Job Responsibility: 
● Coordinate various activities for the organization. 

VS. 
Accomplishment: 

● Planned and coordinated three student-led professional development programs during each 
semester. 

 

Job Responsibility: 
● Perform customer service and cashier duties when assigned.  

VS. 
Accomplishment:  

● Resolved customer complaints in a timely and professional manner. 
● Processed $3000 to $4000 worth of transactions during each 8-hour shift. 

 

So how can you write skills and accomplishment statements effectively?  It’s a three step process for 
each bullet: 
 

First – Identify the transferable skill you want to demonstrate. 
Second – Select a strong action verb that you feel immediately highlights that skill (see page 8). 
Third – Answer two of the following questions:  

● Who did your accomplishments assist or involve? 
● What did you work on or do? 
● When did this occur? 
● Why did you perform this task? 
● How did the outcome turn out? 

 

 
 
 
 
 
 
 
 
FINAL PRODUCT= Collaborated with four classmates to conduct in-depth research on environmental 
standards and to present findings to entire class. 
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Adapted 
Addressed 
Adjusted 
Administered 
Advertised 
Advocated 
Aided 
Allocated 
Analyzed 
Answered 
Appointed 
Appraised 
Approved 
Arbitrated 
Arranged 
Articulated 
Assessed 
Assigned 
Assisted 
Attained 
Audited 
Authored 
Authorized 
Balanced 
Budgeted 
Calculated 
Chaired 
Clarified 
Coached 
Collaborated 
Communicated 
Composed 
Computed 
Conceptualized 
Condensed 
Conferred 
Conserved 
Considered 
Consolidated 
Consulted 
Contacted 

Contracted 
Contributed 
Controlled 
Converted 
Conveyed 
Convinced 
Cooperated 
Coordinated 
Corrected 
Corresponded 
Counseled 
Customized 
Debated 
Decided 
Decreased 
Defined 
Delegated 
Demonstrated 
Determined 
Designed 
Developed 
Diagnosed 
Directed 
Discussed 
Displayed 
Drafted 
Edited 
Educated 
Elicited 
Eliminated 
Emphasized 
Encouraged 
Enforced 
Enhanced 
Enlisted 
Ensured 
Entertained 
Established 
Estimated 
Executed 
Expedited 

Explained 
Expressed 
Facilitated 
Familiarized 
Fashioned 
Forecasted 
Formulated 
Founded 
Furnished 
Generated 
Guided 
Handled 
Helped 
Hired 
Hosted 
Illustrated 
Improved 
Incorporated 
Increased 
Influenced 
Initiated 
Inspected 
Instituted 
Insured 
Integrated 
Interacted 
Interpreted 
Intervened 
Interviewed 
Introduced 
Invented 
Involved 
Joined 
Judged 
Lectured 
Led 
Listened 
Logged 
Maintained 
Managed 
Marketed 

Measured 
Mediated 
Merged 
Modeled 
Moderated 
Modified 
Monitored 
Motivated 
Navigated 
Negotiated 
Observed 
Obtained 
Operated 
Organized 
Originated 
Outlined 
Overhauled 
Oversaw 
Participated 
Performed 
Persuaded 
Photographed 
Planned 
Prepared 
Presented 
Presided 
Prevented 
Prioritized 
Produced 
Programmed 
Projected 
Promoted 
Proposed 
Provided 
Publicized 
Purchased 
Qualified 
Recommended 
Reconciled 
Recorded 
Recruited 

Reduced 
Referred 
Registered 
Rehabilitated 
Reinforced 
Reorganized 
Replaced 
Reported 
Researched 
Resolved 
Restored 
Responded 
Retrieved 
Reviewed 
Revised 
Revitalized 
Scheduled 
Secured 
Selected 
Shaped 
Simplified 
Solicited 
Solved 
Specified 
Spoke 
Streamlined 
Strengthened 
Submitted 
Suggested 
Summarized 
Supervised 
Supplied 
Supported 
Synthesized 
Translated 
Updated 
Validated 
Verified 
Volunteered 
Wrote
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Highlight your experiences 
that most closely align with 
your major or occupational 

interest under “Related 
Experience”.  Use strong 
action verbs to describe 

duties. When possible, focus 
on accomplishments rather 

than responsibilities. 

Use an “Additional 
Experience” section to 

showcase non-career related 
experience.  Rather than 

focusing on specific tasks, 
highlight transferable 
skills/duties which are 

valuable to any employer 
(e.g. customer service, 

personnel 
training/management, conflict 

resolution, etc.) 

Positions within major-specific 
organizations are important to 

highlight.  The skills 
developed can be 

comparable to those gained 
from internships or 

employment. 

Include your full name (larger 
font, bold) and contact 

information at the top of your 
résumé.  Be sure your email 

address and voicemail 
message are professional. 
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Ensure that your verb 
tense matches your 

experience.  Use past 
tense for past experiences 

and present for current 
involvement. 

Keep each section of your 
résumé in reverse 

chronological order.  Your 
most recent experiences 

should appear first. 

Highlight your education 
close to the top of your 
résumé.  Include your 

degree, major and minors (if 
applicable).  You can include 

your major or cumulative 
GPA if a 3.0 or above. 

Differentiate yourself from 
other applicants. Don’t forget 

to include unique 
experiences in your 

descriptions such as working 
with special populations or 

related technologies. 
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Though most résumés are 
typically one page, certain 
exceptions do exist.  If you 
have two pages, be sure 
both pages are filled with 

relevant content. 

If you need to use a two-
page résumé, your full 

name and page number 
should appear in the 

heading of your second 
page. 

Don’t forget to highlight 
your accomplishments!  

Honors and awards can be 
a separate category, or 
incorporated into your 
“Education” section. 

 

Volunteering is important 
to include in your résumé.  
Although the experience is 

unpaid, the skills 
developed from are 

equally valuable. 
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Similar to internships, 
built-in field or clinical 

experiences are 
essential to include in 

your résumé. 

Leadership and teamwork 
experience is important to 
all employers.  Don’t forget 
to highlight leadership roles 
or memberships in clubs, 

organizations and 
professional associations. 

Be sure to highlight related 
certifications when possible.  

These can be illustrated 
within various sections such 

as “Education”, 
“Certifications & Training” or 

“Professional 
Development”. 
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If you are lacking robust 
internship or employment 

experience, illustrate 
your related knowledge 
and abilities by including 
an involved class project.  

Still use strong action 
verbs to describe your 

duties and 
accomplishments. 

 
  

Emphasize targeted 
competencies in your 

“Skills” section.  This can 
include language abilities 

and technological 
proficiencies. 

Include service 
experience in your 

résumé (like Alternative 
Spring Break) to set 
yourself apart from 

other applicants.  This 
type of involvement 

demonstrates 
responsibility, passion, 
commitment and crucial 

skill development. 

Although optional, including a 
“Related Courses” section 

can highlight specific 
knowledge and areas of 

competency. 

Being a college athlete takes 
tremendous skill on and off 

the court.  Showcase this on 
your résumé while focusing 

on the professional skills 
developed (e.g. teamwork, 

leadership, time 
management, etc.). 
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Your reference document 
should have the same “look 
and feel” as your résumé. 

(See page 13.) 

 
Occasionally during your job search you will be asked to provide a list of references.  These 
references should be professional in nature (supervisors, administrators, faculty, advisors, coaches, 
etc.) rather than personal, character references. 
 
Do not include these on your résumé. Instead, create a separate document that you will provide when 
it is requested. 
 
 
  

Choose professionals who 
can speak positively about 
your skills, strengths and 

qualifications. 

Prior to listing anyone as a 
reference, make sure you 
ask for their permission to 
do so. If they agree, verify 
their contact information 
and provide them with a 

copy of your résumé. 

Share periodic updates with 
your references as you 
progress through your 

career. This will make it 
easier if you need to list 

them as a reference in the 
future. 

Keep your references up-to-
date on your job search.  
Let them know when you 

have interviews scheduled 
so they can be more 

prepared if contacted. 
Inform them when you get 
hired, even if they were not 

contacted. Send them a 
thank you letter with your 

new, updated résumé. 
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The cover letter is the other crucial piece of the job search process. A good letter allows you to 
emphasize information you want the reader to notice in your résumé.  It also gives you the 
opportunity to provide more detail than your résumé allows.  Your cover letter an important way to 
market yourself! 
 

Letter of Application 
● Written in reference to a position that has been advertised by an employer.  
● The letter needs to be specific and oriented toward the needs of the employer.   
● The content should reflect as much knowledge of the employer and position as possible.   
● It must emphasize skills that appear most compatible with the employer and needs of the 

position.  
● This is the writer’s chance to tell the employer why they should take time to talk with you by 

telephone or meet you in person to further discuss your qualifications. 
 

Letter of Inquiry 
● This letter is written to state your interest in a specific company and any openings they have 

that fit your experience and interests. 
 

Tips for Writing an Effective Cover Letter 
 

Include Your Résumé.   Never send a résumé without a cover letter unless specifically told to do so. 
 

Keep To One Page: Be concise and to the point.  Employers will not read more than one page.  
 

Give Them What They Want: Speak to the requirements of the job, especially when you are 
responding to an ad.  Let the employer know how you can contribute to the company. 
 

Sell Yourself: Get the reader interested in you.  Open with an idea that captures the attention of the 
prospective employer so the letter and résumé are considered worth reading.  Highlight and draw 
attention to the points in your résumé that uniquely qualify you for the position. 
 

Be Assertive: Let them know the purpose of your letter.  If you want to arrange an interview, then say 
so.  Say at the end of the letter that you will contact them and then do it! 
 

Use the Person’s Title: Make sure to refer to them by the correct title, name.  You also want to spell 
it correctly.  Call the company for the info if you have to.  Try not to address the letter to “Human 
Resources Department.” 
 

Match Your Résumé: Make sure you use the same font and size.  
 

Positivity: Always be positive.  Never use a negative word and make sure to leave a good 
impression. 
 

“I” Statements: Do not overuse the word “I.”  Vary your sentence structure and use compound 
sentences.  Try to be reader-oriented and use “you” or the organization’s name more than you use “I” 
and “my.” 
 

Spelling and Grammar: Use correct spelling and grammar.   
 

Review Your Work:  Make sure you go over what you have written.  Does it say what you want 
to?  Does it look/sound professional? Before you send it out make sure others have read your work 
so you do not miss any mistakes. 



 16 

 

 
When drafting your cover letter, first read the position posting carefully to determine the employer or 
organization needs.  Your cover letter should show how your education and experience is 
connected to the position requirements and responsibilities.  Review the information below to 
see how elements of the position description can be incorporated. 
 

 
 
 
 
 
 
 
 
 
 
 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Don’t forget!  The Center for Career and Civic Engagement is happy to review your cover letter and 
résumé.  Stop by during drop-in hours or schedule an appointment to meet with a counselor! 

 
 

 

 
 
 
Partners for Education of the Lehigh Valley (PELV) is a 501c3 non-profit 
dedicated to providing quality support services to at-risk youth in 
Northampton County.  Our mission is to support those with diverse 
challenges, and to assist children and young adults in gaining self-sufficiency 
through advocacy and mentorship. 
 
The Mentor Coordinator supervises the PELV mentor programs while 
working collaboratively with PELV staff to determine the goals and needs of 
the program.  
 
Primary Responsibilities: 

 Interview, hire and train mentors; match mentors with mentees 
(students/community members) 

 Develop programing and activities to facilitate engagement between 
mentor and mentee 

 Create, plan and coordinate community events and fundraisers 
 Develop and administer structured evaluations of programs and 

mentors 
 Report on evaluations and events during board meetings 

 
Requirements. 
A Bachelor’s degree in Psychology, Sociology, Education or other related 
field required.  All applicants must have one year of experience working 
with children/young adults in an employment, volunteer or internship 
setting.  Also required: desire to help others, strong communication and 
leadership skills and the ability to work empathically with diverse 
populations. 
 

Your opening paragraph should 
describe… 

-The position for which you are 
applying 
-How you identified the opening 
-Why you are interested in the 
position 

Your middle 1-3 paragraph(s) 
should explain… 

-How your knowledge, skills 
and experience meet the needs 
of the employer/program 
-What you can contribute to the 
organization or how you plan to 
meet goals/targets. 

Your closing paragraph(s) should 
include… 

-Your interest and related 
skills/experience  
-Intent to discuss your 
qualifications further  
-Thank the reader for their time 
and consideration  
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ADDITIONAL TIPS 

 Be sure to keep your letter to one page.  Always include a cover letter when sending a résumé 
(unless specifically told not to do so). 

 Always use correct names and titles. Try to avoid addressing the letter to “Human Resources.” 

 Get the reader interested in you.  Open with a strong first sentence to catch the reader’s 
attention. 

 Always stay positive and vary your sentence structure.  Do not overuse the word “I”. 

 Let the reader know the purpose of your letter.  The first paragraph should note if you are 
applying for an open position (letter of application), or inquiring about potential availability 
(letter of inquiry). 

 Always speak to the requirements of the position.  Highlight how your experience meets the 
needs of the organization. 

 Your résumé and cover letter are cohesive marketing documents.  Be sure your font style and 
size match. 

 Review your letter carefully to ensure it is free of spelling or grammar errors. 
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Beyond the résumé, cover letter, and references, another important piece of the job search process is 
knowing how to effectively communicate with potential employers through email.  
 
The following guidelines can be used for email when writing or responding to: potential employers, 
colleagues, reference requests, and others in your professional network.  
 
Avoid Common Mistakes: 
• Using emoticons 
• Being too informal 
• Misspellings and poor grammar 
• No capitalization 
• Spellings words how they sound: ur = your 
 
Guidelines when writing an email in which you are job prospecting or applying for a job: 
 

● Make sure you change the contact name and content according to the person and company to 
whom you are sending the message. 

 

● If you are responding to an e-mail, include the original message in the reply, so the receiver 
can put your e-mail into the correct context. Also, respond within 2 business days. 

 

● Always spell words correctly and don’t just use spell check. It won’t catch words that are 
spelled correctly, but are misused within the context of the sentence. 

 

● Never use all capital letters. It can be implied that you are screaming. It is also difficult to read. 
 

● Think about the message an email address can send. Keep it simple and avoid names similar 
to “studmuffin” or “partygirl.” 

 

● Read your message carefully. The tone of an e-mail can often be misinterpreted by the way 
the e-mail is written. 

 

● Have someone else proofread it before you send it. It may be easier to find errors if you print 
and review it. 

 

● Name your document “your name, résumé.” Employers receive hundreds of résumés via e-
mail. If you follow-up by asking if they received it, they won’t want to take the time to look 
through 300 attachments called “résumé.” 

 

● If you are attaching your résumé, attach it as a pdf. If possible. 
 

● Do not assume that if an employer is informal that you should be. 
 

● Don’t rely just on e-mail. E-mails can get lost. Follow-ups can be done via the phone whenever 
possible. 
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Your e-mail can be a brief introduction: 
 

 
 
 
Or your e-mail can be your cover letter: 
 

 

Make sure the subject line 
tells them what you are 

applying for. 

An e-mail to an employer 
should never just say “see 

attached.” The receiver may 
not even open the 

attachment. 
 

Treat your emails as if you 
were writing a professional 
cover or thank you letter on 

paper, but be brief. 
 

Always introduce yourself 
the same way you would in 
a cover letter. “Dear _____,      

I am writing in regard to 
____.” 


