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Resume Building & Interviewing: 

Know your audience when writing resume 
Use their language 
Resume is a tool w/ one specific purpose: to win an interview (nothing more nothing less) 
An Ad “if you buy this product, you will get these specific, direct benefits” 
Don’t use personal pronouns like “I”  
Don’t exaggerate qualification or experience  
5 key concepts of Resume purpose: 
 It’s a marketing tool (not a personnel document) 
 Its about what the job seeker brings (not just the jobs you held) 
 It focuses on your future 
 It emphasizes accomplishments (not just past job duties or descriptions) 
 It documents the skills you enjoy using (not skills you USED b/c you had to) 
Reasons to update your resume: 
 Promotion  Thinking about relocating education/training/development 
 Contact Info changed Career goals & aspirations its been two or more years 
 Awards, memberships, networking – you never know when you will be recruited!!!!!!!!!! 
 
Resume Tips: 
Prepare- Prepare- Prepare  
Focus on employers needs not YOURS 
Employers want: 
 Willingness to share information & ideas 
 Commitment to continues learning, skill development 
 Ability to communicate clearly & honestly w/peers, managers, customers 
 Willingness to take calculated risk, w/o fear of consequences 
 Ability to work under pressure 
 Commitment to teamwork 
 Ability to speak multiple languages 
 Sense of ownership of work & ideas 
 Responsive to change 
Proofreading involves applying an understanding of punctuation and capitalization rules to review 
written works.  It’s vs Its Your vs You’re Insure vs Ensure There vs Their 
View your document at 125 or 150 percent in Word 
•Don’t just skim 
•Read your resume out loud 
•Print your resume 
•Review with your coaches, friends, etc 
Spell out employer or School: SMU, TCU, GPISD 
Check VM & make sure employer can leave a message and greeting is appropriate  
 

Make sure email address is not Unprofessional  
 
 
 
 



 
 
Cover Letter 
List most Significant Accomplishments- potential employers are interested in how you can help them 
solve their problems 
MOST SIGNIFICANT ACCOMPLISHMENT 

•Did you identify a problem and solve it?  What were the results? 
•Did you introduce a new system or procedure that produced significant results? 
•Did you significantly increase revenue and/or membership for a branch? 
•Did you interact with the Board in a specific way? 
•Did you save or raise a significant amount of money, create new programs, increase membership… 

 
A cover letter is a short introduction letter that accompanies your resume. The cover letter should 
persuade the employer to read your resume. 
•In any good letter, you are speaking person-to-person, one-to-one. 
•Know by name the person to whom you are sending the letter. 
•Make certain you are accurately spelling the person’s name, position and company. 
•Your prospective employer gleans information about your personality, your communication style, your 
attention to detail, and your professional qualifications. 
•Your cover letter gives you an opportunity to explain an employment gap. 
 
 
Interview 
Smile 
Address those interviewing you by name  
Executive Presence, Book by Silvia Ann Hewlett 
Let them know what you bring to their company and what can be accomplished together 
Employers WANT: Personality, Problem Solvers, Do’ers, Team Builders, I want you to HELP me  
Answers should be about two minutes long 
Be prepared to provide examples 
Practice 
What are the key points you want to make  
Ask questions at the end: 
What unanswered questions do you have that give you hesitation to select me for this position? 
What are the next steps? 
 
Follow UP: 
Thank you note 
Thank you email 
 
Transferable Skills 
 
Future trends: Remove applicants names/ city/ colleges/ GPA/ anything identifiable to race or gender 


