TIPS

Resumes

Prioritize the contents -
important 1°

Proofread and then
have others proofread

Use action words

Font should be clear
Arial, Times New
Roman or Courier- no
smaller than 10

Use symbols %, $ and
# they stand out and
take up less space.

Leave some white
space

Be consistent in
formatting

Cover Letters

Highlight
accomplishments

Do not repeat your
resume

Use the terminology
found in the job
advertisement

Customize for the job
you are applying for

Proofread and then
have others proofread

Keep it to one page
Interview

Firm handshake and
clearly introduce
yourself

Have questions
prepared for the
interviewer

Do your homework
about the company and
position

Do not be late
Dress appropriately

Send a thank you letter
after the interview

Resume, Cover Letter
& Interview Guide
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