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Today’s Agenda

CONSTRUCTING 
A RESUME FRAME

WRITING A 
RESUME

COVER LETTERS THANK YOU 
LETTERS

JOB SEARCH 
TECHNIQUES



How do we Construct a frame

Outline

Organize your thoughts

Collect Information

 Power words and phrases

 Resume format

General information



Collect Information

 Prior Job Descriptions - use current job ad descriptions to 

help you write your own

 Evaluations

 Letters of Recommendations

 Awards

 School Degrees and Information

 Names and Addresses

 Dates



General information

 Address

City

 State

 Phone  - Land line and/or Cell phone – have a 

professional message on your voice mail

 E-mail PROFESSIONAL (Not crazykat@aol.com)

 Past and present employers

mailto:crazykat@aol.com


Education and activities

 Education- If your GPA > 3.5, associations, clubs and 

activities

 Professional Associations

 Volunteer work

Computer Skills

 Interests that are unique



Resume Formats

Chronological

Hybrid

Functional 





Chronological



HYBRID



Functional





Profiles 

 Profile and Qualifications

A brief paragraph summarizing abilities, accomplishments 

and goals

 Profile

Profile- what YOU can do for THEM





Power Words

 Use Collaborate instead of: worked with

 Use Analyzed instead of: looked at

 Use Developed instead of: wrote

Google “Power Words”

 Use the Thesaurus in Word to help change basic words 

into Power Words



Power Words

 Accelerated

 Achieved

 Acquired

 Balanced

 Benchmarked

Capitalized

Circumvented

 Decreased

 Designed

 Eliminated

 Forecasted

Generated

 Implemented

 Launched

 Prioritized

 Processed

Quadrupled

 Realigned

 Re-Engineered



STEP AWAY

After completing your resume, put it away for a day or 

two.  This will give you a fresh approach to it when you 

look at it again.



Cover Letters

 Yes, you need one

 Short and sweet

 Introduction, title of position, reference the Ad

 List three significant job accomplishments

 In conclusion, mention interview availability and thank 

them for their time





Thank You Letter – after the interview

 Send within 24 hours of the interview

 Reiterate interest in the position

 Thank the interviewer for his or her time





Important Reminder

Protect your Privacy!  Never Give the Following to 
Prospective Employers:

 Social Security Number

 Credit Card Numbers

 Bank Account Numbers


