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Learning Objectives

ÅResume Preparation

ïObjective Statements, Cover Letters and e-Mail

ïAccomplishments vs. Tasks

ïSkills and Coursework

ïInternships, Part-Time Jobs, Activities and Involvement

ïGPA

ÅCareer Fair Preparation

ïAppearance

ïResearch

ïApproach



Resume Preparation



Objective Statements, Cover Letters 

and e-Mail

Your choice to include an Objective Statement, a Cover Letter, or a message in the body of an e-Mail.  If you 

choose to include any of these, think:  Brief, Meaningful, Reflective of Who You Are and What You Can Do

What does this Objective Statement really say?  



Objective Statements, Cover Letters 
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Objective Statements, Cover Letters 

and e-Mail

It is your choice to include an Objective Statement, 

a Cover Letter, or a message in the body 

of an e-Mail.  

Should you choose to include any of these, keep it:  

ÅBrief

ÅMeaningful (not redundant)

ÅReflective of How You Want Others 

to Perceive You



Internships, Part-Time Jobs, 

Activities and Involvement

Include on résumé? Yes! No!

Internships?

Part-Time Jobs?

On-Campus Activities?

Community Activities?

Other?  

THINK:  Transferable Skills!



Accomplishments vs. Tasks
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Accomplishments vs. Tasks

Avoid listing mere Job Tasks.  Focus on listing 

Accomplishments while serving in Internships, 

Part-Time Jobs, and Activities and Involvement.      

Accomplishments should include:  

ÅWhat you accomplished, 

and how you accomplished it

ÅThe result, or impact on the business/organization

ÅNumbers and metrics whenever possible



Skills and Coursework

Consider including a bulleted list of Critical Skills, 

Competencies and Relevant Coursework

aligned with the desired job role.      

Reflect Skills and Coursework:  

ÅUsing words and/or brief descriptions

ÅAt the top of the résumé page

ÅAligned to target position or job role 

(avoid generic listings).  



Skills and Coursework



Skills and Coursework



Grade Point Average



Career Fair Preparation



Appearance 

What do you see that is NOT appropriate?



Appearance 

What do you see that IS appropriate?


