Marketing Yourself

Resume and Cover Letters Targeted for Success

Sasha Knox, Job Placement Coordinator | A301-E | sknox@sdccd.edu | 619.388.3951



mailto:sknox@sdccd.edu

Purpose of a
Resume

A document to showcase
your skills and abilities

Help land an interview

Tailored to the job
description




Marketing Tools | A Packaged Deal

Resume

e Demonstrate your abilities and showcase what you are
capable of doing

Cover Letter

e Introduction to yourself, highlight areas of
interest/commonalities, magnify experiences on the
resume



Marketing Tools | A Packaged Deal

LinkedIn

e Digital tool to research and be recruited
e Mirror your resume

Portfolio/Online Portfolio

e Digital showcase and artifacts of your work




Master Resume
What have you done
as a working
professional thus far?



Master Resumes Should Include;

e All work experience (paid, volunteer, community, side-gigs)
e All education (training, certificates, degrees in progress)
e All awards and recognition

Your Master Resume is for your eyes only!




Format Key Tips
How should you
present your resume?



The Eye Test

2018 Eye-Tracking Study
Ladders Inc. Successful Resumes

Recruiters skim resumes for an
average of 7.4 seconds
Featured simple layouts,
Clear sections and heading
titles

Detailed mission statement
Overview at the top of the first

page
Avoided information overload




Formatting Tips

1-2 pages in length

Uniformed margins 0.6 to one inches
Name and contact information on top
Bullets and not paragraphs

No fluff information
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Types of
Resume

Chronological Resume

Street address, City, ZIP Code, Phone, Email address, etc

JONH SMITH

Objective

Lorem ipsum dolor sits amet, consectetur adipiscing elit. Aliquam pharetra

suscipit nulla, ut sollicitudin ligula placerat id. Curabitur facilisis faucibus nisl
quis vulputate. Proin lacinia lectus vehicula elit dictum porta vitae sed purus.
Pellentesque neque erat, sodales eu convallis sit amet, egestas nec magna.

Experience

October 2002 — March 2005 Big Company Small City, AZ

Project Manager

= Job responsibility, your achievements
= Job responsibility, your achievements
= Job responsibility, your achievements

March 2005 — August 2007 Even Bigger Company

Senior Project Manager
= Job responsibility, your achievements
= Job responsibility, your achievements
= Job responsibility, your achievements

August 2007 — May 2009 Huge Company

Super Senior Project Manager
= Job responsibility, your achievements
= Job responsibility, your achievements
= Job responsibility, your achievements

Education

Master in Economics

= 1995 — 2001, Harvard Business School (Miami, FL)
PhD in Something

= 1995 -2001, Harvard Business School (Miami, FL)

Interests

Listinterest that may help you to get the job you want.

References

References are available on request.




Joe Jobscan

Seattle, WA | (206) 555-5555
joe-jobscan@example.com | linkedin.com/in/joe-jobscan-123

Skills Summary

A few sentences or bullet points listing off the most relevant hard skills and soft skills related to
the position for which you're applying.

I y p e S Of Professional Accomplishments

Major Skill 1 (Example: Management)

e More detail of the skill and how it relates to the job application

e Examples of projects or situations that utilized this skill
e f i l I m e e Measureable results and accomplishments that back up your ability

Major Skill 2 (Example: Management)

e More detail of the skill and how it relates to the job application
e Examples of projects, measureable results, and accomplishments

Functional Resume

e More detail of the skill and how it relates to the job application
e Examples of projects, measureable results, and accomplishments

Work History

Position 1, Company, Date Started - Date Ended
Position 2, Company, Date Started - Date Ended
Position 3, Company, Date Started - Date Ended
Education

Degree, School, Years




Types of
Resume

Hybrid Resume

Joe Jobscan

Seattle, WA

(206) 555-5555
joe-jobscan@example.com
linkedin.com/in/joe-jobscan-123

Professional Summary

List a few bullet points that summarize what you have to offer.

This could include a summary of your experience with certain tasks or roles across
multiple companies.

Mention the soft skills (communication, innovation, integrity) the recruiter or hiring
manager will find most attractive for the position.

Relevant Skills and Proficiencies

List hard skills that are most relevant to the position. This includes skills that weren't used
in your previous jobs but were developed on your own and are required for the position.
Include any certifications or education you've received outside of your formal education at
the bottom of the resume.

Work History

Company 3, Job Title, Month/Year - Present

Describe your job responsibilities with an emphasis on ones that highlight transferrable skills.
Add context to the claims made in the summary section above.

Company 2, Job Title, Month/Year - Month/Year

Describe your job responsibilities with an emphasis on ones that highlight transferrable skills.
Add context to the claims made in the summary section above.

Company 1, Job Title, Month/Year - Month/Year

Describe your job responsibilities with an emphasis on ones that highlight transferrable skills.
Add context to the claims made in the summary section above.

Education

Degree, School, Years




Content Tips:

Target your resume content to
each position:

1. Only share content relevant to
the position

2. Action verbs for each bullet

3. Speak in accomplishments
only (remove job duties)

4. Show importance of your work
and quantify success




Targeting your Resume

What is the job description asking for?

e Pull keywords, target your skills and experience
e The importance of preferred skills

Applicant Tracking Systems O

e Jobscan Demo




How to craft bullets:

Strong action verbs
Specific accomplishments
Employment examples
Quantify the data




Bullet Examples:

Good: Answered phones and took bk ’
messages. .

“ < "CREATIVITY REQUIRES THE COURAGE
Best: Greeted, screened, and | )o . N it

directed 200+ calls daily; improved [P v
customer experience by decreasing
wait time by 50%.




Student Services Assistant, Senior
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Bullet Examples:

Good: Responsible for helping
students complete transcripts and
admission records.

Best: Diligently served 100+ first
generation students daily in
navigating the admissions
documentation process through a
active listening and a student

centered approach.




Resume Takeaways!
Key Points to
Remember



Resume Do’s and Don'ts

e Bold name, headings, and job
titles

e Do be consistent (headings,
periods vs. no periods, font)

e Do keep font size 10-12,
except for larger name (up to
4 points larger)

e Do use keywords/phrases

e Do target every time

“I”

Don’t use “I” or “me”
Don’t underestimate the
power of keywords and
phrases

Don’t write a book

Don’t lie or make up
information

Don’t be sloppy with your

formatting



Cover Letter
Highlighting the
artifacts



Purpose of a
Cover Letter

Point the employer to the
information you want them
to focus on.

Showcase your personality

Align your interest with
their company purpose




Cover Letter Basics

Format

e Never exceed one page
e 3 paragraphs maximum

Marion Bolen

500 Huckleberry Way

Montesano, WA 98624 Sender Info
(360) 555-5555

mbolen@college.edu

March 12, 2015

Jonathon Sherman o

Montesano Law Firm Recipient Info
123 Flower Lane

Montesano, WA 90000

Dear Mr. Sherman, } salutation

| am writing to express my sincere interest in the Administrative Assistant position at
your law firm. My ability to be flexible and my good work ethic will be a benefitto your
office

| have been working in an office setting for five years. | have strong typing,
communication, and interpersonal skills. | have many computer skills and can work with
many office technologies. Last year | received a certificate in Business Technologies
from Grays Harbor College. In school | gained many skills that will make me a good
employee. Additionally, lam punctual, organized, and a quick learner. For example,
during my employment at Green Consulting and as a student, | never turnedin a late
assignmentand | always asked questions if | needed help. | was even voted Employee

— Body

of the Year in 2013!

Thank you very much for yourtime and attention
Closure

Sincerely,
Warion Bolea

Marion Bolen




Cover Letter Basics

Content

e EXxpress your enthusiasm and personality
e Research the employer and showcase the information in

your letter
e Highlight areas of focus
e Target your cover letter with keywords and skills from the

job posting



Cover Letter Do’s and Don'ts

e Do show some personality

® Research the name of the
hiring manager

e Do address letter to “Hiring
Manager” or “Hiring
Committee”

e Do target each cover letter to
job description

e Do show that you are
qualified right away

Don’t be boring

Don’t use “to whom it may
concern”

Don’t use the same letter for
every job

Don’t write a book

Don’t lie or make up
information

Don’t be sloppy with your
formatting



Final Thoughts
Summary of main
points for success



Questions?

sknox@sdccd.edu | Job Placement Services | San Diego City College
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Thank You!

Classified Appreciation Week
We couldn’t do this without YOU



