
Resumé & Cover Letters
Preparing Documents that Get Attention
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Workshop Guideposts

 Please be courteous and respectful to the host and other participants

 This is an interactive session - we welcome you to ask questions at 
any time (unmute your microphone or send questions via chat)

 The workshop presentation and other materials will be sent to all 
participants who provided an email address

 Follow up with your nearest Oakland County Michigan Works! 
service center for additional assistance

 Consider completing the survey
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Chronological

Focus: Work Experience

Most Recent to Last

Type per Job Description
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Functional

Focus: Skills

Proof by Achievements

Skill per Job Description

Work / Skill Match
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Combination

Focus: Skills / Work

Proof by Achievements

Per Job Description

Work / Skill Match



Summary vs Objective

9

Your abilities and what you do. What you hope to do. 

Summary Objective

Summary is preferred because . . .
• Employers are interested in your skills
• Employers are interested in your achievements
• Past Success = Future Success



Parts of a Resumé

• Activities/Interests
• Education Highlights
• Projects/Research
• Volunteer

Contact Information

Summary

Education

• Honors/Awards
• Training/Abilities/Service

Work Experience
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Presenter
Presentation Notes
Verbal, email, what contact information means.



Summary: Samples

Experienced Pharmacy Technician in both retail & Long-Term 
Care. Accurate with compassion for clients. Previous work as a 
Certified Medical Assistant. Patient-Focused in service.

Experienced Customer Service Specialist with strong problem 
solving and communications skills within diverse populations. 
Adaptable, critical thinker, flexible in a fast-paced environment.
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Resumé: The Review

Every job gets its 
own Resume. 

Make it Custom.

Check Spelling 
and Grammar.

Use Key Words 
from your field 
and/or industry.

Use simple, direct 
language.

Use numbers and 
data to showcase 

achievements.

Avoid long 
sentences and 

paragraphs.

Don’t use 
Pronouns. 

(She/He/They)

Use Action Verbs!
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The Cover Letter

• Brand yourself!

• Show how you match their job needs.

• Highlight your skills and accomplishments.

• Open the door to future communication.
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Format

Name the position Why do you want 
this job?

What skills & 
knowledge do you 

have?

What skills & 
knowledge could 

the job teach you?

Pick 3: write about 
three successes 

from your resume.

Tell why you are 
the ideal candidate 

for the job.

No bullet points. 
Full sentences.
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Example: Name the Position

I am writing to apply for the position of (position, provided #). I learned of 

this opportunity through Husky JOBS, company website, national job board.

Why are you writing and how did you learn about this opportunity?

18



Example: Success & Needs

In my work with (company), I trained and supervised 20+ volunteers to run a 

400+ attendee fundraising gala 3 years in a row, the most recent breaking 

donation records. I believe my growth and accomplishment coincides with your 

need for an experienced Lead Project Coordinator. 

How do your successes meet job needs?

19



Example: Training, Skill & Match

I believe my Mechanical Engineering studies, two internships, and skills in FEA, 

test design and new product design make me an ideal candidate for (position).

Why are you the ideal candidate for the job?
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Example: Closing

Thank you for your time. I invite you to visit my LinkedIn. 
I look forward to hearing from you.

My résumé is attached for your consideration. I ask for the 

opportunity to interview with you at your earliest convenience.
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Tips

• Research the company. Go beyond their website. 

• Read and understand the job description.

• Use Action Verbs from the job description.
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References

3 or more

Get Consent before using someone as a reference.

Give resume to your references.

Keep references informed.
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