Module 3—Resumes and Cover Letters
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	Note to the Facilitator:
The intent of this module is to expose participants to the subject matter, by topic, and to provide resources for use in constructing a quality résumé and cover letter. Facilitators and participants should not expect to leave the class with a completed résumé. Participants should be encouraged to use available resources within the CRMC to work on and complete a résumé and cover letter after class.

The topic of developing a curriculum vitae is addressed very briefly in slide 17, with appropriate available resources indicated in the “Note to the facilitator” column. Very few participants will need to develop a curriculum vita; therefore, the topic was not addressed in a separate slide.



	Goals and Objectives
During this module, participants will: 
· Learn about various résumé styles, the advantages of each, and how to properly format them 

· Review the major elements of a résumé, including: 

· Heading

· Objective

· Summary of Qualifications

· Education and Training

· Experience

· Personal/Professional Information

· Understand the importance and proper use of references and letters of recommendation 

· Develop outlines for a quality cover letter and personal résumé
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Content Topics
· Résumé Types

· Chronological

· Combination

· Curriculum Vitae
· Résumé Format and Content

· Format Basics

· Heading

· Objective

· Summary of Qualifications

· Education and Training

· Experience

· Personal/Professional Information

· Cover Letters

· Format

· Content

· References and Letters of Recommendation



	Participant Handouts
· Chronological Résumé (Male)
· Chronological Résumé (Female)
· Combination Résumé (Male)
· Combination Résumé (Female)
· Cover Letter (Job-Seeking Family Member)

· Cover Letter (Infantry Marine)
· Functional Transferable Skills

· Basic, Advanced, and Executive Competencies

· Personality Characteristics

· Homemaker/Volunteer Competencies, Skills, and Personal Attributes
· Action Words Used For Résumé Writing
· Homemaker and Volunteer Sample Résumé Entries
· Résumé and Cover Letter Examples for Different MOSs*

· Schedule of CRMC Workshops*

*Developed and maintained locally


	Facilitator’s Tools

· Chart paper
· Markers
Optional Tools
· Mil-Skills Translator™ offered by TAOnline at http://www.taonline.com/mosdot/   
· Military Occupational Classification (MOC) Skills Translator offered by O*NET at http://online.onetcenter.org/crosswalk/  
· Copy of VMET (Verification of Military Experience and Training), DD Form 2586
· Encourage active-duty participants to obtain this prior to attending the workshop and bring it with them
· Work done by participants in the Identifying Transferable Skills section of the Job-Search Strategies class, for inclusion in the Summary of Qualifications section of the résumé


	Slide 1: Introduction and Learning Objectives
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[image: image3.emf]
	Focus: Introduce the topic

Marines know the importance of making a favorable first impression. That’s why they take pride in looking sharp in uniform. Marines also know it takes preparation to do well in activities where a score or grade is assigned, such as a PFT or inspection. 

Anyone who has been to school knows that in order to do well in a graded written assignment, you must prepare the assignment carefully and review it for errors before submitting to the professor.  

Failure to prepare for a PFT, inspection, or term paper will result in an average grade at best, or a failing grade at worst.

In today’s class, we will learn about techniques, tips, and resources for creating a résumé that will get you the best grade possible in your job search…a job offer. 
In this class, you will:
· Learn about various résumé styles, the advantages of each, and how to properly format them 

· Review the major elements of a résumé, including: 

· Heading

· Objective

· Summary of Qualifications

· Education and Training

· Experience

· Personal/Professional Information

· Understand the importance and proper use of references and letters of recommendation 

· Develop outlines for a quality cover letter and personal résumé
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	Slide 2:  Résumé Format: The Basics
[image: image5.emf]
Note to the facilitator:

Malcolm Gladwell recently published a book for the business and professional development field titled Blink.

The book is about rapid cognition, about the kind of thinking that happens in the blink of an eye. It examines what happens when you meet someone for the first time, or walk into a house you are thinking of buying, or read the first few sentences of a résume or book. The book supports the notion that your mind takes about two seconds to jump to a series of conclusions, and that those instant conclusions are often very accurate and will stay with you. Think about this within the context of reading résumes. It underscores the notion that the first look is exceptionally important.  
	Focus: Basic résumé-formatting concepts
Now that you understand why a résumé and cover letter are important and are aware of the areas we will cover to help you create a dynamite résumé and cover letter, let’s go over in detail some important basics for properly formatting a résumé.

[image: image6.wmf]Provide the Chronological Résumé (Male), Chronological Résumé (Female), Combination Résumé (Male), and Combination Résumé (Female) handouts. Instruct participants to lay them out in front of them for reference.
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            Ask participants: “How much time on average does a recruiter spend reading a résumé”? The correct answer is 15 to 30 seconds.
Not much time, huh? Looks like you’ll have to catch their eye quickly, and keep it when you do. We’ll talk about keeping their eye on the résumé later, but right now let’s make sure your résumé catches their eye by addressing these standard formatting guidelines:

· One page in length is preferred, but if two pages are needed, print it on two separate sheets of paper, not front to back.
· Margins should be 1” maximum to .7” minimum.
· Balance the use of centering, tabs, indentations, and spacing.
· Be consistent when bolding, capitalizing, italicizing, or underlining text, and when using bullets, dashes, or other characters.
· Use familiar fonts such as Palatino, Times New Roman, Helvetica, Arial, or Courier New.
· Use 11-point or 12-point type.
· Print it on résumé paper (not copier paper) of a conservative color such as white, off-white, cream, ivory, or gray.
· Print it in black using a laser printer (not a photocopier or ink jet printer)
Take a look at the résumés in front of you to see how each one incorporates these standard formatting guidelines. Why are these guidelines important? If the résumé is not formatted properly and, as a result, it is confusing or difficult to read, the employer might not bother reading it and will move on to the next one. And guess what? If the résumé passes the 15- to 30-second test, the reader will spend more time on its content and your qualifications.
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	Slide 3: Résumé Content: Focus and Heading
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	Focus: Résumé focus and heading
Before we learn how to create the content of each section of the résumé, let me point out one content rule that is critical to all sections of the résumé:
As much as possible, make sure your résumé focuses on the needs of the employer and how your qualifications match them.

Okay, now that we know this important rule, let’s learn about the first section of the résumé.

The first section of the résumé, the heading, is where you place your contact information, including your e-mail address and cell, home, and/or work phone numbers. 
The heading can be centered, placed on the right and left margins, or some combination of each. There is no correct or preferred way to display this information.

Look at the sample résumés for examples and, while doing so, take note of these cautionary points:
Caution! Take care not to use an e-mail address that is personal or inappropriate, such as: 
· “cutiebearlovesjohnny@aol.com”

· “marinekillingmachine@comcast.net”

Instead, use one with only your name, initials, and/or numbers.
Caution! Make sure the greeting on your cell or home phone is professional. A recruiter might not look favorably upon a cute, obscene, or overly personal greeting, including long music lyrics or a joke.
[image: image10.wmf] Next slide



	Slide 4: Résumé Content: The Objective
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	Focus: Use of the objective in a résumé 

At the beginning of class, I mentioned that writing a résumé is much like writing a term paper in school.  

            Ask participants: “Does anyone know what the term ‘thesis statement’ means?”
· A good answer is that it is the topic of the paper.
· Another answer is that it tells the professor what your paper will focus on, or “prove,” with factual information.
In effect, the objective of a résumé is like a thesis statement for a term paper…it is the topic of the paper, or your qualifications for the job for which you are applying. Like a thesis statement, the rest of your résumé must “prove” your qualifications with factual information.
You can use a cover letter to provide focus for your résumé and, as a result, many résumé experts say that stating an objective on your résumé is optional.  

If you choose to include one, there are four elements of a good objective. We recommend that you include at least the first two. The four elements are:

· The exact title of the position you are applying for 
· The name of the organization or business with the opening

· What you can offer the employer

(e.g., “Customer Service Clerk position with Alpha Office Supplies, offering exceptional interpersonal skills”)

· What impact or positive effect your presence can have on the organization
(e.g., “Customer Service Clerk position with Alpha Office Supplies, offering exceptional interpersonal skills that will improve customer satisfaction with purchases and increase the likelihood of return business from customers”)

Take a look at the objectives on the sample résumés to see how each includes the four elements. 
What is the benefit of constructing a good objective? A well-written objective statement immediately grabs the reader’s attention and increases the chance that the entire résumé will be read.
  [image: image12.wmf] Next slide


	Slide 5: Summary of Qualifications
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Note to the facilitator:
Ask participants if they have attended this workshop. If so, have them refer to what they learned or did in this class to help them build this section of the résumé.

Advise participants who have not attended the Job-Search Strategies class that the section on Identifying Transferable Skills will provide further instruction and assistance for use in filling out this section of the résumé.  


	Focus: Adds a summary of key skills, competencies, and strengths to the résumé 

Continuing with our analogy of a résumé being like a term paper… 
              Ask participants: “What do you usually find at the beginning of a textbook, before the first chapter or at the beginning of a term paper?” The correct answer is an introduction or table of contents.
The next section of a résumé should be the “summary” or “table of contents” of your qualifications for the job. Label this section “Summary of Qualifications,” “Competencies and Skills,” “Special Competencies,” “Strengths and Skills,” “Special Qualifications,” or “Competencies, Skills, and Personality Strengths.” List entries in this section in bullet form, like in the example résumés. You can also provide information in this section in paragraph form, writing three to seven sentences that highlight your qualifications. 

             Ask participants: “Would anyone like a list of phrases to choose from to include in this section?”

[image: image14.wmf]Provide the following handouts:
· Functional Transferable Skills

· Basic, Advanced, and Executive Competencies

· Personality Characteristics
· Homemaker/Volunteer Competencies, Skills, and Personal Attributes
Use these handouts to build this section of the résumé, but remember that anything included in this section must be supported in the experience, education, and training sections that follow.

If you have limited paid work experience, be sure to select some of the words from the Personality Characteristics handout. This allows you to include personal characteristics of value to employers that you naturally possess or have developed in other life roles, such as homemaker or volunteer.
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 The CRMC has a Job-Search Strategies class with a section on Identifying Transferable Skills that provides further instruction and assistance to help you fill out this section of the résumé.


[image: image16.wmf]Provide the Schedule of CRMC Workshops handout.
  [image: image17.wmf] Next slide



	Slide 6: Education and Training
[image: image18.emf]

	Focus: Add qualifications gained through formal courses, class work, and other training
The next section of the résumé, Education and Training, communicates to an employer any special training programs, college degrees, or other training and course work you have completed that helps qualify you for the job.

CAUTION! Only include education and training that is relevant to the job qualifications. DO NOT list every single course or training program you have taken, such as basic MCI courses, or your high school diploma if you have completed college course work or more recent relevant training. 
Look at the résumés for examples of how to format information in the Education and Training section. 

Where should you place this section of the résumé? It can be included after the Summary of Qualifications section if the training is current and more relevant to your qualifications for the position. Place it at or near the end of the résumé if your work experience is a better indicator of your qualifications.
Let’s move on to the section of the résumé that shows actual experience in areas of value to the employer and that is relevant the job you are applying for…
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	Slide 7: How to List Experiences
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	Focus: How to list experience
This is the section that résumé writers spend the most time on and have the most difficulty with. Let’s go over some techniques to help you organize this section of the résumé and include information that is impressive to the reader.

First, list your work history in chronological or date sequence, starting with your most recent paid job or volunteer experience. List this as follows:

· Job title in bold, underline, or italics

· Company or organization worked for

· City and state where the work was performed

· Month and year started and month and year ended (or “Present” if still working there), separated by a dash between the dates

[image: image21.wmf] Next slide


	Slide 8: Experience: How to Gather Information
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	Focus: Inventorying participants’ work experience
Next, write sentences that describe the work you performed.


           Ask participants: “Has anyone tried to do this before, but found it difficult to begin? Would you like a few tips on how to do this easier and better?”
It’s not easy to remember everything you did in a job or to know how to write about your work experiences. To make it easier and better, think about the job you held and what you did in response to these two questions.
· “What was the most important duty, task, or responsibility you performed on the job?”
· Write a sentence about this, starting with an “action word.” 
· Refer to the list of words on this handout for examples.

[image: image23.wmf]Provide the Action Words Used for Résumé Writing handout.
· Write another sentence about the next most important duty, task, or responsibility in the same manner as before.  
· Do the same for the next one or two, which should just about cover all of the most important things you did on that job.
· “What duty, task, or responsibility did you spend the most time on?” 
· Write a sentence about this, again starting with an action word.  
· Write another sentence about the one you spent the next amount of time on.
· Do the same for one or two more, which should adequately cover most of what you did in that job, catching any you missed when answering the first question.
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	Slide 9: Experience 
[image: image25.emf]
Note to the facilitator: 

Answers to the question will vary and, hopefully, will lead to the resources provided. If not, follow up with the second question.

As an option and if resources are available, project these Web sites on a screen or have participants visit each on the computer at their seat.


	Focus: Resources for inventorying a Marine or Sailor’s work experience
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             Ask participants: “Does anyone know of any available resources to help Marines and Sailors gather information about their work history? Would you like to know about some resources that could help?”
Marines and Sailors can use the following resources to help inventory the duties, tasks, and responsibilities of their job:
· VMET (Verification of Military Experience and Training), DD Form 2586
· This form provides an overview of your military career and lists military experience and training 
· Mil-Skills Translator™ offered by TAOnline at http://www.taonline.com/mosdot/
· Military Occupational Classification (MOC) Skills Translator offered by O*NET at http://online.onetcenter.org/crosswalk/
· Copies of fitness reports

· Citations/Summaries of action for medals awarded
· Résumé examples for different MOSs, if available, in the CRMC
[image: image27.wmf] Next slide



	Slide 10: Information Resources for Family Members
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	Focus: Resources for family members
What about resources for military family members? You can use:

· Books and other resources on résumé writing that contain sample entries by job type, available from the CRMC or base library or on the Internet

· Job descriptions and evaluations provided by companies or organizations where you worked

· The Homemaker and Volunteer Sample Résumé Entries handout

[image: image29.wmf]Provide the Homemaker and Volunteer Sample Résumé Entries handout.
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	Slide 11: Quantifying Your Experience
[image: image31.emf]
Note to the facilitator:
Answers to the question will vary, if any are provided. 
	Focus: Making information stand out by measuring what the participant did on the job
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            Ask participants: “Is there anything else that should be done when writing the experience section of your résumé?”

There are two things you can do to make your résumé stand out. Much like adding seasoning to food to make it taste better, these two things add “flavor” or “spice” to your résumé.
The first is “quantifying” your experience, or adding something that measures your contribution to the job experience.

· Look at the example résumés to see where numbers are added to show how much or how often something was done on the job.

· Be sure to add numbers to quantify your experience in order to make it even more impressive.

[image: image33.wmf] Next slide


	Slide 12: Qualifying Your Experience
[image: image34.emf]
Note to the facilitator:
Marines can find impact statements in citations or summaries of actions related to medals they were awarded, or in the narrative section of fitness reports.

	Focus: Making information stand out by showing how well the participant performed on the job
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 The second is “qualifying” your experience, or adding a measure that demonstrates how well you performed your work. Such impact statements might include:

· Any awards received for superior performance, such as medals, certificates of commendation, or employee of the month/quarter

· Promotions or advancements
· Increased responsibility for hiring, training, or supervising other workers

· Increased responsibility for opening/closing a business, standing in for a supervisor, counting registers, or taking money to the bank

· Bonuses or raises

· Customer comments on your work

· Specific examples of how your work made a measurable difference from the time you started to the present or to the time you left, such as:

· Saving time, money, or resources

· Increasing sales or profit

· Making things quicker or more efficient

· Where you contributed as part of an organization, such as the organization doing well on an inspection or evaluation, or the organization receiving a special grade or award
Look at the résumés to see examples of statements that show the quality of the individual’s work. Be sure to add impact statements like these to your résumé.
[image: image36.wmf] Next slide


	Slide 13: Personal and Professional
[image: image37.emf]

	Focus: Using this section to list other relevant information
The last section of the résumé is optional. It can be titled “Personal,” “Professional,” or “Personal/Professional.” 
Use it to show:

· Achievements not related to work
· Civic activities or volunteer work not covered in the experience section 

· Membership or participation in groups that show your good character, such as the United Way or another charitable organization
· Information relevant to your profession, such as:

· Membership in professional associations
· Special qualifications (e.g., licensure and certifications) required to work in the profession
CAUTION! DO NOT include personal or family information such as hobbies, religious or political affiliations, height, weight, marital status, or number of children.
[image: image38.wmf] Next slide



	Slide 14: Advantages of Chronological Résumés
[image: image39.emf]
Note to the facilitator:
Answers may vary; however, most answers will likely be in the ballpark of the correct response indicated.

*Taken from the résumé workshop PowerPoint presentation created by Jenny Hoscheid, Camp Foster PSC 


	Focus: (1) Provides guidance on how far back in time to go when discussing work-related experience and (2) introduces the chronological résumé and its advantages
So far we’ve spent our time on formatting a résumé and constructing each section, paying particular attention to inventory your work experience chronologically (that is, from the present backwards).
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             Ask participants: “How far back should you go in your work history?”

· As a rule of thumb, 10 to 15 years or three to five jobs are as far back as you should go, but…

· The correct answer is as far back as your experience remains relevant to the job qualifications.
You can choose among different résumé types to show your qualifications to the best advantage. Let’s talk about the first of two main types of résumés in use today and its advantages and disadvantages. 
The most popular type is chronological, where you show your experience starting from your present or most recent job, then working your way back in time. 
You’ll recall that this is how we gathered information on your experience for that section. If you choose a chronological résumé, continue to inventory your experiences (just like before) for each job or position held.

How can you tell if the chronological type of résumé is the best for showcasing your experience? To help you decide, let’s look at the advantages and disadvantages of this type of résumé*:

Advantages:

· Most familiar to professional interviewers

· Easiest to prepare
· Shows a stable work history 
· Provides the interviewer with a guide for discussing work experiences
· Shows positions of increasing responsibility, which is especially preferred by executive recruiters and decision-making boards for management and top-tier executive slots
· Demonstrates that you are qualified to take the next step in your career
[image: image41.wmf] Next slide



	Slide 15: Disadvantages of Chronological Résumés 
[image: image42.emf]

	Focus: Discusses the disadvantages of the chronological résumé
Disadvantages:
· Draws attention to employment gaps

· May put undesired emphasis on job areas that an applicant wants to minimize

· Difficult to spotlight skill areas unless they are reflected in the most recent jobs

[image: image43.wmf] Next slide



	Slide 16: Advantages of Combination Résumés
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Note to the facilitator:
*Taken from the résumé workshop PowerPoint presentation created by Jenny Hoscheid, Camp Foster PSC 

	Focus: Introduces the combination résumé and discusses its advantages 

If you’re not certain whether the chronological résumé is the best way to show your experience, you might want to try the combination résumé.

A combination résumé basically takes your chronological experience and splits it into two sections:

1. In an “experience” section that shows your work experiences regardless of when they occurred

2. In a “work history” section, right below the “experience” section, that shows the jobs you want to include, in chronological order, indicating the job title, employer, city and state worked in, and dates worked

Take a look at the two combination résumé examples to see how these two sections are formatted.
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 The main advantage of a combination résumé is that it allows you to show whatever experiences you want, in whatever order you wish to show them. Other advantages include the following:

· Provides a good opportunity to emphasize relevant skills and abilities* and label/group them into categories

· Provides flexibility, in that you can move categories within the section to emphasize those most relevant to the position

· Allows gaps in employment to be de-emphasized*

· Can highlight a steady work history, as with the chronological résumé
· Allows you to combine similar experiences from jobs with the same title or duties, thereby eliminating repetition, which could happen with a chronological résumé
[image: image46.wmf] Next slide



	Slide 17: Disadvantages of Combination Résumés
[image: image47.emf]
Note to the facilitator:
*Taken from the résumé workshop PowerPoint presentation created by Jenny Hoscheid, Camp Foster PSC 
Resources and  information on the curriculum vitae, including examples, are available via:  
· The About.com Web site at http://jobsearch.about.com/cs/curriculumvitae/a/curriculumvitae.htm 
· The ehow.com Web site at http://www.ehow.com/how_15747_write-curriculum-vitae.html, 
· A Google search using the words “curriculum vitae” 


	Focus: Disadvantages of the combination résumé
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 Disadvantages of the combination résumé include the following:

· Can be confusing if not well organized*
· Requires more effort and creativity to prepare* 

· Can de-emphasize job tasks and responsibilities if not organized and written carefully* 

We’ve covered the advantages and disadvantages of chronological and combination résumés. There is a third type of résumé called the “curriculum vitae,” which is used when applying to colleges and universities for academic, educational, scientific, or research positions, or for fellowships or grants.
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 More information and resources on this type of résumé, and assistance with developing one, are available through the CRMC. 

[image: image50.wmf] Next slide



	Slide 18: Using Functional Blocks in the Combination Résumé
[image: image51.emf]

	Focus: Discusses how to group experiences by functional blocks or categories
Here’s a tip on how to organize information in the “experience” section of a combination résumé.

As you write the sentences in this section, you can group work-related experiences into categories or “functional” sets or blocks, such as:

· Administrative
· Supervision

· Training

· Customer service

Refer to the Chronological Résumé Female handout for an example of how experience can be categorized into functional blocks.
[image: image52.wmf] Next slide



	Slide 19: Final Check for Errors
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	Focus: Final check to avoid errors
Regardless of the type of résumé you use when applying for a job, there is one final, critical element concerning the content of your résumé: there should be absolutely no errors of any kind. You need to check for errors related to:

· Spelling

· Grammar

· Punctuation

· Capitalization
Be sure to spell-check your résumé, and have a CRMC staff member review it for any errors.
Remember, your résumé is the first impression an employer has of you and your work. If your résumé contains errors, the employer will most likely assume that your work will also contain errors.

Okay, now we know how to put together a competitive résumé that will greatly enhance your chances of passing the first test in the screening process and get you an interview.

           Ask participants: “When applying for a job, do we just send the résumé, or is there something else we should send along with it?”
The correct answer is as follows: You should send only what the employer asks for in the advertisement, but in almost all cases a document called a cover letter should be sent with the résumé.
[image: image54.wmf] Next slide


	Slide 20: Cover Letters
[image: image55.emf]

	Focus: Introduces the cover letter and its benefits

            Ask participants:

· “Is anyone familiar with naval correspondence?”

· If so, ask: “What is the proper way to send an enclosure or attachment, according to the rules of naval correspondence?”

The correct answer is as follows: Enclosures or attachments should be sent with a letter that addresses the topic of the correspondence and also provides an inventory of what is being sent.  

The same concept applies to business correspondence. Business etiquette states that a document should not be sent without a corresponding letter to introduce it.

When submitting a résumé, a cover letter serves the same purpose. A cover letter also: 

· Is used by employers as part of the screening process
· Provides “cover” for an enclosure (the résumé)

· Demonstrates your written communications skills and abilities
· Allows you to target the résumé to the position

           Ask participants: “Are there guidelines for how a cover letter should look and what it should contain?”
[image: image56.wmf] Next slide



	Slide 21: Cover Letter Format
[image: image57.emf]

	Focus: Proper formatting of the cover letter
When formatting or writing your cover letter, follow these guidelines:

· It should not contain any spelling, grammar, punctuation, or capitalization errors (same as for the résumé). 

· Use proper sentence structure.
· Pay attention to the use of proper English.
· Present information in a clear, logical, and concise manner.
· Try not to exceed one page, and include no more than three to four paragraphs.
· Use the same font, pitch, margins, and paper as your résumé.
· Be consistent and conservative when using bold face, italics, and special characters.
There are a number of cover letter styles, but consider using the full-block style as shown in these handouts.  


[image: image58.wmf]Provide the Cover Letter for Job-Seeking Family Member and Cover Letter for Infantry Marine handouts.
Full-block style is the most formal, most common, and easiest to remember. Refer to these examples when creating your own cover letters.

The CRMC has books and other resources on different cover letter styles and examples by job type and situation.
[image: image59.wmf] Next slide



	Slide 22: Cover Letter Content: Address, Date, and Salutation
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	Focus: Content of the cover letter
Here are some tips to help you with the content of your cover letter:
· Address and date
· Start with your complete address, with the day’s date immediately below. 
· The complete name and address of the individual to whom the cover letter is being sent is next, three lines down, and it should include the person’s job title if known (e.g., President, General Manager, Doctor, Sergeant Major).

· Salutation
· Address the cover letter to a specific individual if possible, using “Dear Mr.” if addressed to a man, “Dear Ms.” if addressed to a woman, or “Dear Dr.” if addressed to someone holding that title, followed by the person’s last name and a colon.

· If the letter cannot be addressed to a specific individual, address the letter to a generic title, such as “Dear Human Resources Director” or “Manager.” 
· If this is not possible, use “To Whom It May Concern.”
[image: image61.wmf] Next slide



	Slide 23: Cover Letter Content: First and Second Paragraphs
[image: image62.emf]
Note to the facilitator:
Refer participants to the Cover Letter (Job-Seeking Family Member) for an example of the first paragraph.

	Focus: Content of the cover letter
· First paragraph
· Introduces you to the employer
· States the position being applied for
· Indicates how you found out about the position
· Identifies the résumé as an enclosure, or uses the                     word “enclosure(s)” to let the reader know that more than one document is being sent with the letter 

· Second paragraph
· Summarizes what you have to offer the employer
· Provides some insight into the value you can bring to the organization
· Is not a repeat of the résumé
· Entices the employer to read the resume
· Can be covered in one or two paragraphs
· Can show key qualifications in a list or bulleted format

· Can show key qualifications in a two-column format, with the first column outlining the qualifications of the position and the second outlining your qualifications
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	Slide 24: Cover Letter Content: Final Paragraph and Closing
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Note to the facilitator:
Refer participants to the cover letter examples previously provided in order to illustrate the content of each paragraph.
	Focus: Content of the cover letter
· Final paragraph

· Motivates the reader to read the résumé and bring you in for an interview to discuss your qualifications in more detail
· Closing

· Put the word “enclosure(s)” two lines down from your name, with a colon at the end of the word.
· List in alphabetical order the documents that the employer requires you to send in order to apply for the position.
· If the résumé is the only requirement, just reference it in the first paragraph as an enclosure. 

Copies – not originals – of important documents (such as diplomas or certificates) should be sent unless the employer specifically asks for an original.

Only documents requested by the employer should be sent. Do not send letters of recommendation, a list of references, copies of awards or citations, or any other documents not specifically requested by the employer.

We have spent a lot of time learning how to show qualifications on paper – in a résumé and in a cover letter – and we have identified some resources to use when preparing a curriculum vitae if needed.  


            Ask participants: “Is there anything else we need to provide to an employer, on paper, that will help show them your qualifications for the job?”

· Participants will most likely identify references and letters of recommendation as the correct answer.
· Use this answer as a lead-in to the next slide.
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	Slide 25: References and Letters of Recommendation
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	Focus: Proper use and types of references


           Ask participants: “Why are references and letters of recommendation important?”

Employers use references to verify the qualifications you provide in the résumé, cover letter, and interview.


           Ask participants: “How many should you provide?”

Three to five is the correct answer.

           Ask participants: “What are the types of references you should provide to an employer?”

· The correct answer is anyone who has observed you in a work-related setting, such as on the job or as a volunteer. 

· You can also include references who can comment on your character and personality strengths that would be valuable in the job you are applying for. 

· Types of references include:

· Current or previous supervisors

· Teachers, professors, or instructors

· Individuals who supervised your volunteer work

· Individuals with a respected occupation or job title who know you well, such as an elected official, doctor, lawyer, law enforcement professional, high-ranking military service member, or other individual

· Long-standing customers of any service you provided

· Co-workers who have an outstanding reputation
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	Slide 25: References and Letters of Recommendation (cont.)
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	Focus: Tips for reference use and how to format a reference page

Here are some other tips for making the most of your references:

· Be sure to ask the person you want to use as a reference for permission beforehand.
· Make sure you have up-to-date contact information for your references. This should include:

· Position or title

· Complete preferred mailing address

· Preferred telephone number

· Preferred e-mail address

· Let your references know which positions you are interviewing for
· Provide your references with a copy of your résumé
· Coach your references on specific comments they could make that support your skills, experiences, and performance at the job where they observed your work or got to know you.

There is no set format for a reference page, but here are some suggestions:

· Use the same type of paper, font, and size of print as your résumé and cover letter.
· Put “References for (your name)” centered at the top of the page.
· List each reference by name, title, address, phone number, and e-mail address.
· Use titles such as “Dr.,” “Colonel,” “Ms.,” or “Mr.” as appropriate.
One final tip: Unless the employer specifically requests a letter of recommendation or a letter of reference, provide a list of references as above instead. Letters quickly become outdated, and they offer the employer little flexibility in learning more about you beyond what is written in the letter.

If you have to submit a letter, provide your reference with some points about your experience that are valuable to the job you are applying for. That way, they can use this information to include remarks that will help you.
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	Slide 26: Summary and Lessons Learned
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	Focus: Wrap-up

Let’s take a moment to review what we have accomplished today. We have:

· Learned about different types of résumés, and you can now select the one that best shows your qualifications

· Learned how to properly format a résumé
· Learned about the different sections of the résumé and how to develop effective content for each

· Learned how to construct a quality cover letter

· Gained an understanding of the importance and proper use of references and letters of recommendation
· Learned what to do to get started on your résumé and complete it
· Identified resources that are available for assistance

Please take a moment to list three things you learned in this module that will help your resume/cover letter efforts be more productive and successful.

END OF MODULE

Optional Additional Slide

Would you like to spend the rest of our class time creating your own résumé? 
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	Slide 27: Creating Your Own Résumé
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Note to the facilitator:
This section is optional, or can be supplemental.

Use remaining class time for participants to start creating their own résumé, either with pen and paper, or on a computer if the class is conducted in a computer lab or participants brought laptop computers.

You can assign participants to work on their résumé individually, then circulate through the class to provide assistance, or you can guide them through as a group, starting with the heading and working your way through each section as time permits.

Encourage participants to continue building their résumé. Participants can build it at home then bring it into the CRMC for assistance or simply work on it at the CRMC. A follow on Resume Assistance session can be coordinated as well.
	Focus: Allow participants time to start creating their own résumé
Anyone who would like to remain is welcome to begin working on their résumé, with assistance from myself and other CRMC staff members.
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