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Job Search Materials 
Crafting a resume, creating cover letters, and maintaining a list of references are necessary 

tools for your job search. The Office of Career Services at Southeast can assist you in 

creating these tools through individual appointments and workshops each semester. The 

following handout covers the basics, tips and tricks, and gives examples to get you started! 

Who Are You!? 
Know thyself—the first step in the process 

of creating a resume. What goals do you 

have? What skills and experiences have 

shaped you professionally? What do you 

have to offer? Your resume is a map of 

past journeys which has the power to help 

you find new career destinations!  

 

Why Write a Resume? 

A resume is a marketing tool which summarizes 

your education, work experience, skills or 

qualities, and extracurricular activities and is 

provided to an employer with the goal of 

obtaining an interview for a job. The most 

effective resumes are targeted to an employer 

or industry and highlight transferable skills. 

 

Getting Started  

 Brainstorm a list of any education or 

training, work or volunteer experience, 

accomplishments, or awards that might 

be incorporated into the resume. Don’t 

worry about structure or formatting, 
simply writing information down will help 

generate ideas. 

 Conduct research on companies or 

industries of interest. Look at job 

descriptions to incorporate the 

“language” of the industry. Create a list 

of transferable skills which are most 

sought after by employers to assist in 

creating bullet points in your resume. 

 

 

 

Transferable skills 

Effective targeted resumes showcase an 

applicant’s skills learned through jobs, education, 

and extracurricular activities and transfer these 

into the position being applied to. Marketing 

transferable skills is especially important for 

students or recent graduates beginning a career 

who may not have a lot of relevant experience in 

a particular area. Employers consistently identify 

the following skill areas important to include on 

a resume:   

 Written and verbal communication skills 

 Leadership 

 Teamwork 

 Problem solving skills 

 Analytical/qualitative skills 

 Strong work ethic 

 Initiative 

 Computer skills 

 Technical skills 

   (NACE Job Outlook 2013) 

It is estimated that employers spend a 

maximum of 20-30 SECONDS reviewing 

a candidate’s resume! Catch the hiring 

manager’s eye with clear, concise 

information outlining your strongest 

qualifications. 
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Some words to get you started… 

Use the list at left to assist you in thinking 

about transferable skills you have and how 

these might be highlighted in your resume. It 

may be helpful to view creating bullet points 

as a formula combining a skill and an 

accomplishment. 

 

Bullet Point Formula 

Power Verb (Skill) + Accomplishment 

 

“Managed a ten-person staff per shift to optimize efficient 

restaurant flow and ensured a quality dining experience for 

patrons.” 

 

“Conducted qualitative research via interview of 100 

participants over a one year period.” 

 

 

 

 

 

Put your words into action! 

Active verbs add life to your resume by 

describing skills, experiences, and 

qualifications for a job. Use the list at 

right to brainstorm some possibilities 

when constructing your bullet points. 

Remember to keep tenses consistent, 

using past tense verbs for past 

experiences and present tense verbs 

for current ones.   
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Resume Writing Tips and Tricks 
-Avoid using templates; they are difficult to personalize and often aren’t recognized by employer ATS. 

-Be honest! Do not embellish accomplishments or responsibilities. 

-Proofread! Nothing gets a resume in the trash like spelling, grammar, or punctuation errors. 

-Use an easy to read font and size (Times New Roman, Arial, Calibri in 11-12pt). 

-Balance white space and words—make sure information is visually appealing. 

-Limit resume to one page UNLESS there are ample qualifications or experience to justify the second page. 

-Do not include personal information (hobbies, interests, health, marital status, etc.) 

-References SHOULD NOT BE INCLUDED or MENTIONED on the resume. They are submitted as a 

separate document at the employer’s request. 

 

Make sure to use a phone 

number with a professional 

outgoing voicemail and 

email account. No singing 

ringtones or 

hotstuff@semo.edu! 

Name and address 

information should be 

consistent with what you 

include on employment 

documents or transcripts. 

Alternative headings such as, “Skills 

Summary,” Summary of Qualifications,” or 

“Profile” are often used here. Remember 

to: Keep it short, don’t overstate 

qualifications, and back up statements 

through bullet points in the rest of the 

resume. 

Notice the complete name of the 

institution, degree, and major are 

spelled out. Include 

colleges/universities where a degree 

is/has been attained (list in reverse 

chronological order). Only include a 

GPA if 3.0 or above. Any Study 

Abroad, Licenses, or Certifications 

might also be included in the 

Education section.   List work experience in reverse-

chronological order (most recent 

first). Include job title, city and 

state, and dates. Use bullet points 

beginning with strong active 

verbs to summarize tasks 

performed or skills developed 

relevant to the job you are 

seeking. Notice internships or 

any practical training can be 

included here (student teaching, 

practicum, clinicals, etc.). 

Optional additional sections 

which highlight 

extracurricular activities 

where leadership, volunteer, 

research, technical, 

computer, languages known, 

or any other skills not 

previously addressed can be 

marketed. Remember these 

sections are optional—not 

everyone will have these 

headings. Let Career 

Services help you discover 

what you might include in 

your resume! 

Notice the use of consistent 

formatting such as capitalizing 

headings, bold face type for job titles, 

and vertical alignment of dates. 

Helpful hint: Create your resume 

using single line spacing and one inch 

margins to give you more control of 

formatting information. 
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Resume Progression-1st year to 4th year 

Ever wondered how your resume might change as you move through your academics and build 

experience? An important concept in developing your resume is to think of it as a living document, 

which will change and evolve as you experience new things and build knowledge and skill areas. So, how 

might your resume change? The following pages give an example of one student’s resume transition 

from a first time freshman to senior year.  

1st year— 

As a freshman, it is acceptable for Richard to 

include high school information under the 

Education and Activities sections. Notice how 

the Education section includes his University 

information first as it is the most current and 

relevant section to Richard’s goal of obtaining 

an on campus job. His part-time job held 

during high school and activities round out his 

experience and show development of 

additional transferable skills. 

2nd year— 

During his sophomore year, Richard was 

successful in not only finding an on campus job, 

but also became active in a student organization, 

athletics, and stayed active as a volunteer in the 

community. Since Richard has gained current 

and relevant experience, his high school 

information under Education and Activities is 

deleted to make room for the addition of the 

Campus/Community Engagement section while 

keeping his resume to one page.  



Office of Career Services 

Job Search Materials 
 
 

Career Services       Academic Hall, Room 057       (573) 651-2583       semo.edu/careers 
 

  

Resume Progression-1st year to 4th year, 

continued 

3rd year— 

Richard has been working hard to gain relevant 

experiences to his major while a student. During 

his junior year, he obtained an internship and held 

a leadership role in Student Government. He has 

updated his resume to include these experiences. 

Notice that his Activities section is no longer 

included in order for him to highlight increased 

skills under the Experience and 

Campus/Community Engagement sections. 

Another slight formatting change is a decreased 

font size to allow for all information to remain on 

one page.  

4th year— 

Richard has highly enjoyed the experiences he 

had while in college. Through his internships, he 

learned he likes promoting and advertising for 

athletic teams and would like to take his 

communication, project planning, and leadership 

skills into a full time position working for a major 

league sports team. Richard’s senior year resume 

targets such positions by: Including a Profile 

section highlighting career goals and relevant skill 

areas; listing his summer internship with a major 

league baseball team first under the Experience 

section; crafting bullet points under each section 

which highlight his development of additional 

skills; and deleting previous experience and 

activities which are no longer relevant.  
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“Do I really need to write a cover letter?”  

 
Of course! A cover letter gives you the 

opportunity to introduce yourself to an 

employer, your purpose for writing, and to 

further market qualifications for a position. By 

writing a cover letter customized to the specific 

needs of a job/employer and how your 

qualifications make you a great candidate, you 

are already highlighting a few skills: 

-Written communication 

-Analytical ability (researching position and 

connecting your qualifications, company, key 
contacts, etc.) 

-Initiative/Work Ethic (many people don’t bother 

to write cover letters, or don’t tailor them to a 

specific position. Show a potential employer 

your interest and professionalism!) 

Cover letter “How To” 
Above is a sample “How To” with guidelines 

on constructing a cover letter. To the left is a 

sample cover letter showing how this might 

look if written for an actual position. Some 

other tips… 

-Your cover letter should match the style and 

appearance of your resume. Consider your 

contact information heading as your personal 

“letterhead” for materials. 

-Monitor the use of “I” statements. Highlight 

written communication skill and personality 

through the use of fresh adjectives, active 

verbs, and relevant keywords. 

-Give the employer what they want to know. 
Highlight your experiences relevant to the 

skills/qualifications listed in the job description. 
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References: Who, What, and 

How? 
Maintaining a list of professional references 

you can provide to an employer is a valuable 

tool in your job search materials toolkit. If 

you think about the cover letter and resume 

working to get you an interview, you could 

think about your references holding the 

potential to get you a job offer. Normally, 

references are contacted by a potential 

employer following your interview when you 

are being highly considered for the job. You 

want to be confident you are providing 

quality references that will speak 
enthusiastically of your background and 

provide a good recommendation. So, if 

references are so important to job search 

success, how do you go about selecting 

references and providing their information to 

employers? Follow these tips: 

 
Who 

Consider current and former supervisors, 

professors, co-workers, coaches, mentors, or 
some peers can all be appropriate references. 

In each case, this person should have worked 

directly with you and can speak to your skills 

and qualities. Don’t use the CEO of a 

company if you never met them.  Avoid using 

family or friends and aim for individuals who 

know you in a professional, academic, or 

organizational capacity. 

 
What 
Always request individuals as a 

reference for you before using them! 

Never provide contact information for 

someone who has no idea you are using it. 

Inform your chosen references of your job 

search and keep in touch with them so they 

have a better idea of your career goals and 

can speak on your behalf should they get 

contacted by a potential employer.  Supply 

them with your most recent resume. 

 

 

 

How 

Generally, you will be asked to provide at least three 

references. It is a good idea to have a few “backup” 

references in case you need to provide more or 

someone becomes unavailable. Do not include 

references in your resume. Make a separate 

reference page in a complementary format to your 

resume and cover letter you can provide to an 

employer at their request. For guidelines on what to 

include, see the sample above. 

 
“How do I ask?” What to say to references 

“Hello Dr. Smith, I will be graduating in May and will 

be seeking a full time position. I understand how 

important references are in the job search, and I would 

really appreciate it if you would consider serving as a 

reference on my behalf. Would you be comfortable 

providing me references to potential employers?” 

 

 

 

 

 

Be sure to include your name 
and contact information at the 

top, in similar format to your 

resume and cover letter. 

Include:  

-Name 
-Current title  
-Current employer, agency or organization 

with which they are currently affiliated 
-Address (business)  
-Phone number 

-Email address 
**You may want to note your relationship to 
the reference, such as a former supervisor, and 

especially if the reference has moved to a 

different organization or position.  


