Letter of Application and Resume
Process Sheet

Goals:  
1.  Attract the eye of the reader/prospective employer.
2.  Present your most marketable information and persuade the reader to grant you an interview.

Letter of Application
1. Address the letter to a specific person, if possible.

2. First Paragraph - Indicate your job interest.  
a. Include the name of the position and/or positions.

b. List your source of information:  newspaper, friend, colleague, etc.
c. Indicate what you know about the company.

3. Middle Paragraphs - Introduce resume

a. Expand on strengths mentioned in ad or that are important to the company and/or position.

b. Show how you would fit into the employment setting.

c. Give examples or comparisons from experience or education listed on your resume.  
d. Use wording from the ad.

4. Concluding Paragraph - Request an interview.  Be sure to give a phone number and times to call.
Resume or Data Sheet
1. Contact Information - Place your name, address, and contact information prominently.

2. Job interests/career objective
3. List the strongest category/section first.

4. List educational data and work experience in reverse chronological order – most recent experience is shown first.  

5. List activities and interests that would be of interest to employers.

6. Keep to one page if at all possible.
Reference Sheet

1. Use the same heading/contact information as your resume.

2. Get permission to list each person as a reference before adding them to your list of references.

3. Good references – prior supervisors, work colleagues, teachers or counselors in your professional field, employees at the company where you are applying

4. Do not use relatives or personal friends for references.
5. Have at least three good references available for each job application and at every interview.

***Letter and resume should be attractive and neat with no errors.







