
CAREER BASE CAMP

Day 1: Perfect Your Resume & Cover Letter 



Header 

• Center your header and provide important contact information

• Be sure to list your name larger than other text

• The same header should be used on all career documents submitted (resume, cover letter, 
reference list, etc.)

• List your email and phone number, as well as optional listing of address and LinkedIn page URL



Education 
• Education section usually should be 

the first section listed while working 
on your degree

• Be sure to list the name of your 
institution, location of institution, 
degree you have or are working on, 
and your anticipated graduation date 

• Listing honors and related coursework 
are optional. They can be beneficial 
when highlighting specific aspects of 
your education that make you a 
stronger candidate

• High school education should not be 
listed after first year in higher 
education



Experience • All experiences should be 
listed in reverse chronological 
order

• Each experience should have 
the name of the 
company/organization, 
position you had, location, 
date, and accomplishments

• Accomplishment statements 
should start with an action 
word, talk about what you 
did/who you worked with, 
then highlight the benefit



Activities 
• Activities should also be listed in 

reverse chronological order

• List the group and if you had a 
position, as well as the dates you 
were a part of the group

• Develop strong accomplishment 
statements using the same 3 steps as 
in experience

• Remember to only list things you feel 
confident talking about in an 
interview

• Some will choose to title this section 
as Volunteer Work, Extracurricular 
Activities, or various others – use 
what you feel most confident in



Interests • An interest section is often 
listed at the bottom of your 
resume and gives the employer 
an insight into what things your 
enjoy participating in outside of 
work

• This section can help the 
employer with small talk in your 
interview

• List interests that are unique to 
you, with specific details

• Some will combine this section 
with activities



Skills 
• A skills section can highlight any 

technical and language skills

• You should avoid listing soft skills 
like “strong communication skills”   
– highlight those skills in your 
accomplishment statements

• This section can be especially 
helpful for technical jobs where you 
might want to highlight programs 
you know how to use

• Be sure to highlight skills you feel 
confident in and can discuss in a 
resume

• Avoid listing skills in programs you 
have little to no experience in



Cover Letters 
(use same header from your resume)

Month XX, 20XX

Dear Mr. Jones: (or) To the Hiring Committee:

Opening paragraph: 
Catch their attention and include why you are writing. Name the specific position or type of work for which you are applying.
Mention how you heard about the job opening.
ell something specific you know about the organization recently.

Middle paragraph(s):
The middle of your cover letter is to let the employer know why you are a strong candidate.
Tell the employer three specific qualifications where you match their job description.
Emphasize additional skills or abilities you have that relate directly to the job. Keep everything on a positive note.

Closing paragraph:
Thank the employer for their time and consideration.
Use an appropriate closing to indicate your interest in being interviewed for the position.

Sincerely,

Your Signature


