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Step 1 Analyze the job description

key words which indicate skills, abilities, etc.
(What is the Job Objective?)
The job objective will guide your entire resume.

This will inform the employer which type of job you are prepared to assume. It will also allow you to focus on identify-

Before you can begin writing

ing those skills required for your target job. Include a one –

a resume, you must have a

line description of the type of position you would like.

clear understanding of the
job requirements required for
the targeted job.

Step 2 Research your skills.
Research what specific skills, knowledge, and relevant experience are needed for the target job.
Now that you have decided which job you will be applying for, you will need to research
the specific skills, knowledge, or experience you will need for this job. The closer your skills
and experience fit the “needs” of the job, the greater the likelihood that you will obtain an
interview for this position. One way to identify the specific skills needed for the job is to review the job description of the position for which you are applying. It will tell you specifically
what the employer is looking for in an employee.
Career resources available at the Career Center can be of great assistance to you. The
O*Net, and Occupational Outlook Handbook could provide you with the following information for each job title listed: specific job duties, occupational information, education;
and other job requirements. Use these career resources to obtain ideas on language and
phrasing that you could include in your resume. In addition, the Eureka Computer Information System offers detailed information on job descriptions, skills and abilities.
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Step 3 Identify your skills.
Identify and list three or four of your strongest skills, abilities, and specific knowledge that
make you an ideal candidate for the job.
To begin this process, write down all of your skills, abilities, and specific
knowledge (regardless of whether they fit the requirements of the job or
not). Consider clustering (and identifying) your skills in the following three
ways:


Occupational Skills



Personal Skills



Transferable Skills

Step 4 Select key skills.
Select the key skills and accomplishments from your past work history that illustrates you are
a good candidate for the target job.
Take a minute to review your personal profile completed in Step 3.

Locate those skills that

best “fit” what the employer is looking for. Hint: Use the job description (if available) to
match the employer’s qualifications for the job and compare those to your current skills.
Highlight all the key words on the job description that indicate required or preferred skills,
abilities, attributes, and qualifications. You can use words used by the employer in the job
description when listing your required skills.

Step 5 Describe your accomplishments.
Describe each accomplishment in a simple action statement that emphasizes the results,
which benefit your employer.
Create an inventory of your accomplishments. Include tasks that you have done well and
are proud of demonstrating.

Use action statements that show results. Hint: Don’t fall into

the trap of just listing what you did while on the job; show results by using action words and
quantifying your results.

Note: Instead of saying “Implemented marketing strategies which increased

membership,” state the degree to which you increased the membership. For Example: “Implemented marketing strategies promoting the benefits of participation resulting in chapter membership increase of 35 percent.” (See list of Action Words on page 17.)
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Step 6 Job Experience.
Make a chronological list of the main jobs you have held (include unpaid or volunteer experience which fills a gap or that demonstrates you have the necessary skills for the position).
Remember that experience does not necessarily have to be paid experience. Be sure to include volunteer work/internships, projects, school assignments, travel, and group/team activities. A good tip to remember is to list every job you have held by jotting down duties and
responsibilities held at the job site. Do not leave anything out, whether you think it is small or
menial. Don’t make the mistake of discarding activities from your job, volunteer, or internship
site. Doing so will only limit your work experiences, not clearly represent your skills and abilities
to the employer, and restrict your job opportunities. Delete work experiences that are not relevant to the targeted job. After you have completed your entire list and have exhausted
the possibilities of everything—you are done!

Step 7 Education and Training.
Make a list of your education and training relevant to the new job objective.
When listing your education, remember to think of the courses that you have completed, or
are currently taking. You may have learned some great skills in college that can easily be
applied to a job at this very moment. Scan your course syllabi for skills you have learned or
projects that you have completed, which could easily be transferred to a job for which you
are applying.

Hint: Use your Class syllabi! Keep
all your class syllabi as a resource
to try and recall what you have
learned. Apply this to your
resume.
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Step 8 Resume format.
Select a resume format that best highlights your individual
skills and accomplishments.
Refer to the examples of resume formats described on
pages 12-17.

Step 9 Action statements.
Arrange your action statements according to the format you prefer.
How you present the information on your resume will depend on the resume format you
choose. Again, refer to the examples of resume formats described on pages 12-17 and as
shown on the Job Search site of the Career Center website at www.skylinecollege.edu.

Step 10

Summarize key points.

Summarize your key points at or near the top of the resume.
You have probably seen this entry called Summary of Qualifications or Highlights of Qualifications. What you call it is up to you. Be creative but refer to the following guidelines when
writing your summary.
Indicate your years of experience in the field for which you are applying
State specific skills or accomplishments related to this position
Indicate something about your experience in the use of computers, and other technological knowledge
Acknowledge your personal traits that will appeal to the employer
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What are transferable skills? Simply put, they are skills you have acquired during any activity
in your life, jobs, classes, projects, parenting, hobbies, sports, virtually anything—that are
transferable and applicable to what you want to do in your next job.
For every item on your resume, think: How can I portray this skill so that it supports the idea of
doing what I want to do in my next job? If you can’t make it support what you want to do,
leave it out.
Below is a list of five broad skill areas, which are divided into more specific job skills:
Communication Skills: the skillful expression, transmission and interpretation of knowledge
and ideas.
Speaking effectively
Writing concisely
Listening attentively
Facilitating group discussion
Negotiating
Persuading
Reporting information
Interviewing
Editing
Research/Planning Skills: the search for specific knowledge and the ability to conceptualize
future needs and solutions for meeting those needs.
Predicting/Forecasting
Creating ideas
Identifying problems
Solving problems
Gathering information
Setting goals
Analyzing
5/11/2011

6

Developing evaluation strategies
Human Relations Skills: the use of interpersonal skills for resolving conflict, relating to and
helping people.
Motivating
Cooperating
Perceiving feelings
Representing others
Asserting
Being sensitive
Organization/Management/Leadership Skills: the ability to supervise, direct and guide individuals and groups in the completion of tasks and fulfillment of goals.
Handling details
Initiating new ideas
Coordinating tasks
Teaching
Counseling
Coaching
Decision making with others
Managing conflict
Problem solving
Work Survival Skills: the day-to-day skills that assist in promoting effective production and
work satisfaction
Implementing decisions
Cooperating
Enforcing policies
Being punctual
Managing time
Meeting goals
Accepting responsibility
Setting and meeting deadlines
Organizing
Making decisions
5/11/2011
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One of the most important tools you will use in searching for a job is your resume.
The primary purpose of your resume is to create enough interest in an employer that he or
she is moved to contact you for a personal interview. If you are sending out your resume
and not receiving calls for interviews, your resume is not working. The information you include and the manner in which this information is delivered will determine whether or not
you get your foot in the door.
An employer typically spends less than 20 seconds reviewing your resume. Therefore, it must
be easy to read and show integration between your job objective and the supporting data.
There are many books written on how to prepare a resume, and many opinions concerning
how a “perfect resume” should look.

Name If you use a nick name, include it with your full name. For example, Edward (Eddie)
Williams, or Ye-Ling “Susan” Huang.

Address Include your local address. If you maintain a permanent address in your home
town, then list both at the top of the resume – only if you expect to be contacted at either
location.

Home Phone or Cellphone Include a phone number where an employer can reliably
reach you or leave messages for you. If you have an answering machine message, or
voicemail your greeting should be professional and courteous.

Email Employers are using email frequently to contact candidates. Consider using your
email address on your resume and check your email on a daily basis. Your email address
should be clear and business-like. (e.g. B.Jones@aol.com) Avoid profanities or use of slang.
Be sure your email service will be available throughout your job search.
Tip: Social Media
5/11/2011
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Fundamentals continued...
Objective List your specific area of interest, the level of the position you desire, and when
appropriate, the specific skill you want to demonstrate and in what setting.
e.g. A customer service position with ABC Company.

College Education From earliest to most recent, list all the schools you have attended
beyond high school, dates (optional), degrees accomplished and major areas of study. If
you are seeking a career in business but are not a business major, then list any related electives you may have taken such as computer science, economics, accounting or other business courses. When appropriate, include your GPA and other academic achievements (i.e.
cum laude, magna cum laude).

Work Experience Starting with your most recent position, list all the full-time, part-time,
summer and military positions you have held. Be sure to include internships.
For each position, include:
1. The beginning and ending dates (month/year or year only)
2. Name of your employer
3. Location (city and state or country)
4. Position title
Describe your responsibilities and accomplishments in terms of the results you produced. Use
present tense verbs to describe your current job and past tense verbs for all previous jobs.

Additional Information (Optional) Relevant information such as special skills
(i.e., languages, computer skills), student leadership, extracurricular activities on and off
campus, community or volunteer service, honorary societies. Publications and awards can
be listed under related headings, such as “Student Activities” or “Awards and Honors”.

References On a separate sheet of paper type the names, addresses and phone numbers of your references, indicate their relationship to you (e.g. former employer, college advisor). Be sure to include all pertinent information.
Do not include this page with your resume – you will provide this list to employers when they request it. Always
obtain permission from the individuals listed before using them as references during your job search. It is also a
good idea to give your references a current copy of your resume. (Positive Reference-Ask if they will give you
a positive reference)
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Length For a recent college graduate with limited work experience, a one-page resume
with 2-3 listed jobs is ideal. If you have extensive work experience, then a length of one and
1/2 to two page resume is acceptable.

Appearance Your resume should be well-spaced and organized so that it can be easily
screened by the reader. Avoid congestion. Leave at least one inch margins on the top, bottom, and sides. Emphasize headings with bold print, CAPITAL LETTERS and/or underline. Use
bullet statements to highlight your accomplishments.

Language Avoid jargon, acronyms or abbreviations. Use a dictionary, synonym dictionary,
and thesaurus. Proofread carefully. DO NOT rely solely on computer spell-check programs to
locate typographical errors. Have at least one or two friends and/or a career counselor
proofread your resume. The more often you edit it, the better quality document you will
produce. Have another person proofread your resume before you submit your resume.

Typing Whenever possible, prepare your resume using
Microsoft Word, desk top publishing software program and
a laser printer. Preparing your own resume gives you the
flexibility to make changes quickly and to tailor each
resume for a specific position. Resume templates are
provided as a free service in the Career Center. Bring a
flash drive to download your favorite templates.

Paper White, off-white (cream), and light grey are the
most appropriate colors for resume paper. Choose a good quality rag or linen finished bond
paper (24-60 lbs) for a professional look. Use 8 ½ X 11 only! Your cover letter stationary and
envelope should match the color and weight of your resume paper.

Most copy services will sell matching blank paper and envelopes. Reproduce your resume using high-quality
photocopies or laser-print multiple copies. It is a good idea to ask the copy service provider to show you paper samples and examples of the copy quality before you buy.
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Accomplishment statements illustrate the skills you have used on the job and describe the
results you produced. Accomplishments may include any of the following:
 Special projects/assignments
 Saving time or money
 Unique contributions
 Increasing productivity, customer satisfaction
 Big and small challenges
 Reducing costs, complaints
 Bringing projects in on time
 Streamlining procedures
 Bringing in projects under budget
 Eliminating nagging problems
 Exceeding expectations
Avoid writing “duties included” or “responsible for”. Instead, write active voice statements
using the formula below. Describe how you made a difference in your position. This is your
opportunity to answer the reader’s mental question “what can you do for me?”

Formula for Highlighting Your Accomplishments
ACTION VERB + OBJECT + CONTEXT + RESULTS PRODUCED
Action Verb: planned, initiated, coordinated, etc.
Object: planned a meeting, initiated a program, coordinated a project, etc.
Context: interesting detail (who you did it for, time frame, number of people, size of budget, size of caseload,
type of issues/population, concepts addressed, demographics served, etc.)
Results: the bottom-line effect of your effort (saved time or money, exceeded sales goals, reduced errors, increased student retention, etc.) Quantify results whenever possible as this is what employers appreciate.
Give full example here: Initiated a program for 70 employees which reduced errors by 40%.
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Resume Software Programs
There are many computer software programs on the market designed to help you create
your resume. Some are stand-alone programs created specifically for resume writing. Others
are resume templates included in a word processing software. If you are considering purchasing a resume writing program, here are some points to consider.

 Ease of use: Can you start using it immediately without time consuming tutorials?
Would it take just as long to learn this program as it would to learn formatting features
on your existing word processing software?
 Flexibility: Does the program offer a variety of resume formats? Can you customize
the formats to meet your own needs? Do you have control over design details such
as the size and type of fonts used?
 Price: Is the software affordable given that it has only one use? Do you already have
access to resume templates in your word processing software?

Visit the Career Center in Building 2, Room 2227 to
take advantage of our Career Resume Templates.
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Chronological


The most common of resume formats



Most employers prefer this style



Works best if you have plenty of work , volunteer or academic experience related to the specific job you are applying for



Contains Chronological listing of job titles and responsibilities



Lists the most current or most recent employment to the least recent



This format is not suitable if you have gaps in your work experience or little or no
work history

Skills/Functional


List your work experience as skill headings (Management, Customer Service,
Training), not in chronological order



Summarize your work history briefly at the bottom of your resume



Your acquired skills are the main focus not where or when you developed your
particular skills set



Works best for career changers



A good format if you are trying to move into a field where you have little or no
work experience

Hybrid/Combination


Combines both Chronological and Skills/Functional formats



Experience is listed chronologically and with skill headings



List experiences with descriptions in reverse chronological order grouped under
skill headings



Works best in describing consistent themes to your experience (Marketing,
Leadership, teaching or training)



Employers like this format because it makes it easy to recognize identifiable skill
areas and work history

Scannable


Employers utilize resume database tracking systems



Incoming resumes are scanned into a database and retrieve resumes using relevant keywords



Companies will sometimes indicate on their website if they scan resumes and
provide formatting instructions
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You must first determine the employers format preference. Some employers accept attachments and others prefer your resume in the text/body of the email message. If you can’t
determine the preferred format, send the resume both ways in one message—as an
attachment and in the text/body of the email. Follow specific employer instructions.
Make sure to include a cover letter in the email message. (See Cover Letters on page 29)
When you submit the resume in response to an organizations website, use the formatting
and display style recommended by the website.
Sending your resume as an attachment.
 Make sure to save it with a file name that the employer or recruiter will associate with
you (e.g. Jones.Victoria.doc). Don’t save it with a generic file name such as
“resume.doc”
 Check your document to determine that it is virus-free?
 Email the resume to yourself first, to make sure it is easy to open and your formatting is
consistent
Sending your resume in the text or body of an email
 The cover letter must appear first
 Do not use bold, underlining bullets, distinctive fonts, colored text, or html codes. Use asterisks (*), plus signs (+), dashes (-), all capital letters and combinations of these to highlight text
 Email the resume to yourself first to check how it will appear to a recipient
 Text resumes are plain and ordinary, but employers are aware of this fact. Employers are
more concerned about the content of the resume and whether it meets their expectations
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Manuel “Manny” Padilla
100 Twin Peaks Road
San Bruno, CA 94066
(650) 333-3333
Manuel.Padilla@yahoo.com
______

OBJECTIVE Entry-level OFFICE ASSISTANT position with United Parcel Service.
SUMMARY OF QUALIFICATIONS


Over four years experience working in a general office setting, providing Clerical and Customer Service Assitance,
including but not limited to, word processing, filing, web design
 Proficient knowledge of Microsoft Office Suite (Word, Excel, Access), DreamWeaver, and Front Page

EDUCATION
Associate of Science—Office Assistant, Skyline College, San Bruno, CA
Completed related coursework in:
WORK EXPERIENCE

May 2008

Microsoft Windows Vista and Word

Spreadsheets/Excel

DreamWeaver & Front Page

Business Letter Writing

Office Procedures

General Accounting

Office Assistant—Transfer Center, Skyline College, San Bruno, CA
Mar 2007 – Present
Answer student, staff, community agencies, and general public questions concerning Transfer Center events and services. Direct students to appropriate college resources concerning transfer issues
 Assist the organization of annual Transfer Day, including contacting college representatives, making room reservations, designing floor plan logistics for event
 Provide Desktop Publishing Support for the Transfer Center’s Counseling Staff by developing flyers, brochures, letterhead, and website maintenance
Sales Associate, Bare Escentuals, San Francisco, CA
Dec 2006 – Mar 2007
 Utilized IBM computer software to perform cash, check, and credit transactions, process returns and exchanges, input data, locate inventory, and catalogue prices
 Provided complimentary cosmetic recommendations based on individual customer preferences and respond to
phone requests and inquiries
 Tactfully and professionally handled customer complaints and concerns regarding merchandise
Newspaper Delivery Person, San Francisco Chronicle, SF, CA
Jan 2005 – Nov 2006
 Responsible for the distribution of San Francisco newspaper to over 125 clients per day
 Praised by customers for efficient and timely distribution of daily newspapers
 Promoted to larger distribution area because of excellent delivery record
Assistant Manager, Bob’s Lawn Mowing Service, Oakland, CA
Jan 2004 – Jan 2005
 Scheduled appointments with clients and followed-up on satisfaction with service to promote continued business
 Assisted owner with upkeep of equipment and providing direct service to customers
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Maria Talavera
555 South Street, Daly City, CA 94105
(650) 222-2222 M.Talavera@gmail.com
______

OBJECTIVE Entry-level ACCOUNTING position.
SUMMARY OF QUALIFICATIONS
 More than three years experience as a Bookkeeper, in a general office setting, managing division of five
employees and providing accounting support to ten accounts
 Provide bookkeeping support to small business accounts, including payroll, accounts receivable, accounts
payable
 Proficient knowledge of Microsoft Office Suites (Windows, Word, Excel, Access), QuickBooks Pro,
DreamWeaver
 Evaluated as an efficient and responsible employee who works well under pressure
EDUCATION
Associate of Science—Accounting, Skyline College, San Bruno, CA
2008
Completed related coursework in:

May

Financial Accounting

Managerial Accounting

Accounting Procedure

Federal Income Tax

QuickBooks Pro

Computerized Accounting

ACCOUNTING/BOOKKEEPING SKILLS
 Maintain records of financial transactions by recording and balancing accounts.
 Compile statistical reports, including accounts payable, accounts receivable, profit and losses, and
withholdings, as noted on general ledgers
 Responsible for calculation of employee wages and preparation of checks for payment of wages
 Decrease error rate on posting of Accounts Payable & Receivables 30% by initiating new verification
procedure
MANAGEMENT SKILLS
 Hired, trained, and managed five employees within Accounts Receivable division
 Instructed new employees on the usage of company’s computer bookkeeping programs
 Developed quarterly reports for CEO on department efficiency and productivity
COMPUTER SKILLS
 Utilized QuickBooks Pro to input general ledger entries and create statistical reports
 Created web page, brochures and flyers for Career Center utilizing Dreamweaver and Publisher
 Established employer database for Career Center, streamlining notification process employers of upcoming events, employer contact information, and recording center usage history
WORK HISTORY
Bookkeeper, Arthur Company, San Francisco, CA
Office Assistant, Accounting Division, Arthur Company, San Francisco, CA
Student Assistant, Career Center, Skyline College, San Bruno, CA
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MANUEL PADILLA
100 Twin Peaks Road, San Bruno, CA 94066
Phone (650) 333-3333 Email mpadilla@yahoo.org

OBJECTIVE Entry-level OFFICE ASSISTANT position with United Parcel Service.
SUMMARY OF QUALIFICATIONS
 Over four years experience working in a general office setting, providing clerical and customer service assistance in a variety of settings, including education and retail
 Proficient knowledge of Microsoft Office Suite (Word, Excel, Access), HTML, and Front Page
 Known to be an efficient and responsible employee who works well under pressure
EDUCATION
Associate of Science, Office Assistant, Skyline College, San Bruno, CA
Completed related coursework in:

May 2008

OFFICE CLERICAL /COMPUTER SKILLS
Microsoft Windows and Word

Spreadsheets/Excel

DreamWeaver & Front Page

Business Letter Writing

Office Procedures

General Accounting

 Used Basic HTML Language and FrontPage to create web page for small business
 Utilized IBM computer to input data, locate inventory, catalogue prices, and respond to over-the-telephone
customer questions and inquiries
 Provided desktop publishing support for Transfer Center’s Counseling Staff by developing flyers, brochures, letterhead, and website maintenance
CUSTOMER SERVICE SKILLS
 Assisted customers in resolving discrepancies with billing statements and filing complaints
 At San Francisco Chronicle, praised by customers for efficient and timely distribution of daily newspaper,
resulting in promotion to larger distribution area
 Scheduled appointments with clients and followed-up on satisfaction with service to promote business
WORK EXPERIENCE
Office Assistant, Transfer Center, Skyline College, San Bruno, CA
Mar 2007 – Present
 Answer student, staff, community agencies, and general public questions concerning Transfer Center
events and services and directed students to appropriate college resources concerning transfer issues.
 Assist in the organization of annual Transfer Day, including contacting college representatives, making
room reservations, designing floor plan logistics for day of event.
 Provide desktop publishing support for the Transfer Center’s counseling staff by developing flyers, brochures, letterhead, and web page
Sales Associate, Bare Escentuals, San Francisco, CA
Dec 2006 – Mar 2007
 Utilized IBM computer software to perform cash, check, and credit transactions, process returns and
exchanges, input data, locate inventory, and catalogue prices
 Provide complimentary cosmetic recommendations based on individual customer preferences and respond
to phone requests and inquiries
 Tactfully and professionally handled customer complaints and concerns regarding merchandise
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MARIA K. JUAREZ
123 Skyline Blvd., Daly City, CA 94066
(650) 444-4444 MK.Juarez@sbcglobal.net
OBJECTIVE
Junior Accountant position for an Accounting firm.

KEYWORD SUMMARY
Accounts Payable. Accounts Receivable. General Ledger. Bookkeeping. Payroll. Financial Statements.
Customer Relations. Computer. Word. Excel. Spreadsheets. QuickBooks. Publisher. FrontPage. Team
Work.

EDUCATION
BS, San Francisco State University, SF, CA, 2006
- -Major: Business Administration
- - Minor: Marketing
AS, Skyline College, San Bruno, CA, 2004
- - Major: Accounting

EXPERIENCE
Accounting Intern—ABC Accounting, Daly City, CA, 2008
-Established balance sheets, income statements, and analyzed client assets and liabilities
-Maintained accounts payable/accounts receivable ledgers
-Analyzed financial statements and adjusted journal entries to verify accuracy of client statements
Staff Assistant—Career Center, Skyline College, San Bruno, CA, 2007
-Developed Career Center brochure, maintain website, newsletter, and flyers utilizing various computer programs including Word, Publisher, FrontPage.
-Maintained relationship with employers by establishing phone and email contact, sending monthly newsletters, and conducting job site visits.
-Provided assistance to students, staff, and employers, by responding to inquiries concerning Career Center’s Services with professionalism and diplomacy.

PROFESSIONAL AFFILIATION
Hispanic Accounts and Business Association, San Francisco State University, SF, CA
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Before you submit your resume, make sure you have done the following!
Have you scheduled an appointment to meet with a Career Counselor so that they
may critique your resume?
Is your resume visually appealing? Is it interesting, neatly laid out and easy to read?
Does it address the specific job requirements needed by the employer, rather than
simply stating your personal interest in the position?
Have you emphasized your accomplishments, rather than just listing your past job duties or job descriptions?
Does it contain the appropriate jargon of that industry?
Have you checked the spelling, grammar, and punctuation and are confident that
your resume contains no visible errors?
Have you included all relevant experiences (paid or not)?
Have you successfully used action verbs to highlight your skills, qualifications, and
strengths?
Can you immediately identify dates, job titles, and work places?
Does your resume reflect careful consideration to details, including correct spelling,
grammar, and consistency?
If you know your resume will be scanned using keyword search, did you omit columns, underlining, and bullets?
Have you kept it concise, limited to one page (two at the most)?
Have you been accurate and truthful about your accomplishments rather than being
too modest or over-zealous?
As you review the content of your resume, do you feel proud, pleased, and well represented? Resume reflects who you are, what interests and skills you have, and is the
first documents that a prospective employer will see!
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Action verbs can help you transform your resume from a simple list of job duties to a dynamic
picture of your achievements and abilities. The list of suggested action verbs below may help
you identify your skills and accomplishments. Since all job tasks involve some combination of
people, ideas, information, things, and procedures, we have arranged the words in those
categories.

People
Accomplished

Directed

Presided

Achieved

Enabled

Promoted

Activated

Encouraged

Recommended

Adapted

Educated

Recruited

Addressed

Explained

Referred

Administered

Governed

Rehabilitated

Advised

Guided

Screened

Affected

Hired

Stimulated

Analyzed

Identified

Supervised

Arranged

Influenced

Surveyed

Assisted

Inspired

Taught

Chaired

Interviewed

Trained

Coached

Introduced

Collaborated

Led

Conducted

Managed

Consulted

Mediated

Coordinated

Motivated

Counseled

Negotiated

Delegated

Organized

Diagnosed

Persuaded
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Ideas and Information
Adapted

Edited

Manipulated

Advertised

Established

Marketed

Analyzed

Evaluated

Modified

Applied

Exchanged

Monitored

Assessed

Executed

Negotiated

Authored

Explained

Obtained

Balanced

Forecasted

Presented

Budgeted

Illustrated

Processed

Clarified

Implemented

Proposed

Communicated

Initiated

Publicized

Conceived

Innovated

Published

Coordinated

Instituted

Recommended

Created

Integrated

Recorded

Defined

Interpreted

Rectified

Demonstrated

Launched

Related

Devised

Maintained

Researched

Approved

Inspected

Specified

Arranged

Monitored

Systematized

Catalogued

Operated

Tabulated

Classified

Organized

Validated

Collected

Prepared

Compiled

Processed

Dispatched

Purchased

Executed

Recorded

Generated

Retrieved

Implemented

Screened

Clerical
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Time and Procedures
Addressed

Drafted

Negotiated

Arbitrated

Edited

Persuaded

Arranged

Enlisted

Promoted

Authored

Formulated

Publicized

Collaborated

Influenced

Reconciled

Convinced

Interpreted

Recruited

Corresponded

Lectured

Spoke

Developed

Mediated

Translated

Directed

Moderated

Wrote

Built

Constructed

Diversified

Calculated

Created

Drafted

Compiled

Decreased

Eliminated

Completed

Designed

Engineered

Administered

Developed

Oversaw

Analyzed

Directed

Produced

Assigned

Evaluated

Recommended

Attained

Executed

Reviewed

Chaired

Improved

Scheduled

Consolidated

Increased

Strengthened

Contracted

Organized

Supervised

Coordinated

Planned

Delegated

Prioritized

Management

Accomplishments
Achieved

Pioneered

Restored

Expanded

Reduced

Spearheaded

Improved

Resolved

Transformed
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Communication
Addressed

Drafted

Negotiated

Arbitrated

Edited

Persuaded

Arranged

Enlisted

Promoted

Authored

Formulated

Publicized

Collaborated

Influenced

Reconciled

Convinced

Interpreted

Recruited

Corresponded

Lectured

Spoke

Developed

Mediated

Translated

Directed

Moderated

Wrote

Clarified

Extracted

Organized

Collected

Identified

Reviewed

Critiqued

Inspected

Summarized

Diagnosed

Interpreted

Surveyed

Evaluated

Interviewed

Systemized

Examined

Investigated

RESEARCH

Technical
Assembled

Engineered

Remodeled

Built

Fabricated

Repaired

Calculated

Maintained

Solved

Computed

Operated

Upgraded

Designed

Overhauled

Devised

Programmed
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Financial
Administered

Balanced

Forecasted

Allocated

Budgeted

Managed

Analyzed

Calculated

Marketed

Appraised

Computed

Planned

Audited

Developed

Projected

Acted

Established

Introduced

Conceptualized

Fashioned

Invented

Created

Founded

Originated

Customized

Illustrated

Performed

Designed

Initiated

Planned

Developed

Instituted

Revitalized

Directed

Integrated

Shaped

Assessed

Educated

Rehabilitated

Assisted

Expedited

Represented

Clarified

Facilitated

Set goals

Coached

Familiarized

Evaluated

Counseled

Guided

Trained

Demonstrated

Motivated

Encouraged

Diagnosed

Referred

Demystified

Creative

Helping
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JOB SITE LISTINGS
Job Hunt – job sites related to country, government, education, and newsgroups
www.job-hunt.org
America’s Job Bank – jobs by industry and state
www.ajb.dni.us
Monster Board – search by city/state and occupation
www.monster.com
Employment Guide– search by category and state
www.employmentguide.com
www.jobsearch.com
Interactive Employment Network – keyword search by country and position
www.espan.net
Employment Services by Field – lists job bank
www.jobweb.com
BAY AREA JOB LISTINGS
www.craigslist.com
www.bajobs.com
www.bayareajobs.com
www.bayareacareers.com
www.hotjobs.com
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JOB SITE LISTINGS
Skyline College Job Database—http://skylinejobs.com
Job Hunt – job sites related to country, government, education, and newsgroups
www.job-hunt.org

America’s Job Bank – jobs by industry and state—Career OneStop
www.jobbankinfo.org

Monster Board – search by city/state and occupation
www.monster.com

Employment Guide– search by category and state
www.employmentguide.com
www.jobsearch.com

Employment Services by Field – lists job bank
www.jobweb.com

BAY AREA JOB LISTINGS
www.craigslist.com
www.bajobs.com
www.bayareajobs.com
www.bayareacareers.com
www.hotjobs.com
www.careerbuilder.com
www.indeed.com
www.jobstar.org
www.sfgate.com/jobs/
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Bay Area Jobs, continued…
www.calopps.org California Public Agencies / state and local government
www.apnjobs.com – Academic Position Network
www.academploy.com – Academic Employment Network
www.co.sanmateo.ca.us/hr/jobs

Other
www.net-temps.com
www.jobfox.com
www.govcentral.com

MISCELLANEOUS JOB LISTINGS
Temporary Agency
www.accountemps.com
www.officeteam.com
www.rhi.com
www.appleone.com
www.manpower.com
Kelly Temp Services – can match you up with a job by skill or by region
http://www.kellyservices.com

Internships
www.internshipin.com
www.idealist.org
www.volunteerinfo.org
www.internshipprograms.com

JOB SEARCH FOR THIRD AGE PEOPLE (>50)
http://change.monster.com
www.fiveoclockclub.com
www.easyjob.net/resume/senior-resume.html
www.retirementwithapurpose.com
www.powertochange.com
www.interviewstrategies.com
www.aarp.org
www.experienceworks.org
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NEW WAYS TO WORK
www.top-consultant.com
www.employmentspot.com/features/consultingjobs.html

Government Sites
www.abag.ca.gov (Associate of Bay Area Governments)

LOW COST / NO COST RESOURCES
www.edd.ca.gov/jsrep/jsloc.htm
www.edd.ca.gov/eddhome.htm

RESOURCES FOR CLIENTS WITH DISABILITIES
www.worksupport.com
www.onestops.info
www.Disability.gov

SALARY
Data Masters Guide for computer industry only
www.pencom.com

Salary Survey – find salaries for a variety of occupations
www.salary.com
www.jobstar.org
www.salaryexpert.com

COMPANY RESEARCH SITES
Non-Profit Center – non-profits links for info
www.idealist.org

RESEARCHING STRATEGIES
www.wetfeet.com
www.worktree.com
www.hoovers.com
ww.job-hunt.org

SAMPLE INDUSTRY AND OCCUPATION
ww.vault.com
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CAREER / OCCUPATION EXPLORATION
About work
www.monster.com

What can I do with a major in?
www.uncw.edu/stuaff/career/Majors/

Bureau of Labor Statistics - Career Information (K-12 focused)
www.bls.gov

Occupation outlook handbook
http://stats.bls.gov/oco/home.htm

CA Occupation Guides
www.labormarketinfo.edd.ca.gov

CAREER ASSESSMENT
Career Development Manual – follows the manual and finds your career path
www.cdm.uwaterloo.ca/

The Holland Game
ww.career.missouri.edu/students/majors-careers/skillsinterests

GENERAL CAREER / JOB RESOURCE SITES
Student Center (monster)
www.college.monster.com

Job Web
www.jobweb.org

Career City (true careers)
www.truecareers.com

Kaplan Testing
www.kaplan.com
www.ibiblio.org/personality
www.womenemployed.org
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APPRENTICESHIP OPPORTUNITIES
www.calapprenticeship.org
www.careerbuilder.com
www.dir.ca.gov/das/
www.norcalaborers.org

TRADE ORGANIZATIONS
www.unions.org
http://dir.yahoo.com/business_and_economy/organizations/
http://dir.yahoo.com/business_and_economy/business_to_business/labor/unions/
www.asanet.org

SEMINARS, SHORT COURSES, ETC.
www.seminarinformation.com
ww.zdnet.com

MILITARY INFORMATION
www.defenselink.mil
www.militarycareers.com
www.afrotc.com

TO START A BUSINESS
www.entrepreneur.com
www.entrepenureship.org
www.businesstown.com
www.startup.wsj.com
www.business.com - helpful resources for creating a business plan
www.bplans.com - FREE online business courses for entrepreneurs!

MARKETING YOURSELF AND YOUR BUSINESS
www.businessknowhow.com/bkhmarketing.htm
www.womanowned.com
www.csba.com
www.bls.gov/oco/cg/home.htm
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The cover letter acts as a letter of introduction and serves to supplement and clarify your
resume. Through it you can focus on your interest in a particular firm or type of company /
employer. Be clear, concise, and factual. Below, and on the following pages, are guidelines
and examples to help you prepare effective cover letters.
It is best to write an individual letter to each person to whom you send a resume. Direct your
letter to a specific person whenever possible by calling the company and asking for the
name and title of the hiring manger. You can also use your networking contacts to learn the
name and title of someone who will be able to direct your resume to the proper individual.
Letter mailed to “Dear Sir or Madam” or “Hiring Committee” are usually not met with the
same response as “Dear Ms. Thompson.”
Follow accepted business letter protocol with regard to style and format. When possible use
the same quality paper on which your resume is printed (you can usually purchase extra
paper from the business where your resume was duplicated). The letter should not exceed
one page.
Use the letter to demonstrate your investigative and writing skills, and your professional
approach toward securing a job. Be accurate, precise, and error-free: hire a typist if necessary.
Do not rely solely on the “spell check” feature of a word processor to spot typographical
errors—have one or two people carefully proofread your letter before you mail it.
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Writing a Targeted Letter
A “targeted” letter is written to a specific employer in response to a particular job opening.
Targeted letters are personalized and emphasize your skills and experience which are most
relevant to the position. To write a targeted letter, first carefully analyze the job announcement and highlight the specific skills and experience requested by the

employer. Next,

make a list of your skills and experience which most closely reflect what the employer is
seeking. Choose two or three of the strongest examples of your related accomplishments
and describe them in the body of the letter.

Job Announcement
Public Information Representative
Staff public info center, respond to public questions and issues

Related Accomplishments
Respond to inquiries from students, alumni
and general public regarding program
and services offered by University office.

via telephone, written correspondence, and in person; provide
into to the public and media; develop materials and weekly press
releases for project; deliver presentations; coordinate with
transit agencies. BA in Communications, Public Relations, Liberal Arts, Public Administration or related 1—3 years related
experience.

Wrote public service announcements regarding community events for Bay Area
radio station.
18 months office experience with major
Bay Area transportation agency.
4 years of work experience, 2 internships
related to public affairs and promotions.

Strong verbal and written communication skills;

public speaking; ability to work independently; Microsoft Word,
Excel and Access. Fax resumes to (800) 123-4567 or email to

Public speaking coursework at USF.
Computer skills listed on resume.

skycareers@smccd.edu.
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►►►►COVER LETTERS◄◄◄◄

►►►►COVER LETTER CHECKLIST◄◄◄◄

A well written cover letter should always accompany your resume or application. Its purpose is to introduce you and to expand on the experience in
your resume. A good cover letter should:

STOP!
Don’t submit your cover letter until you
have completed the following:
 Write an original targeted cover letter for
each employer and position
 State in the 1st sentence why you are writing
 Show that your career goals are aligned with
both the position and the organization
 Make your points succinctly; every point
should support your readiness to contribute
 Proofread for typos and accuracy of
contact information. Have another set of
eyes review it too
 Run Spell Check before you send your final
copy, but remember that it does not catch
everything
 Follow up with the employer if you hear
nothing after 2-3 weeks. Inquire if any further
information is needed and reiterate your
interest

 Include specific information about why
you want to work for the employer
 Exemplify clear and concise writing skills
 Demonstrate your knowledge of the
position
 Align your experience with the desired
qualifications of the employer
 Address any potential concerns about
your application

COVER LETTERS FOR JOB OR INTERNSHIP LISTINGS
1. Know the employer
Research the employer’s organization to see how
your skills and abilities meet its needs. In your cover
letter, show why you are a good fit. Send the letter
to a specific person whenever possible; otherwise,
use “Dear Hiring Manager” or “Dear Members of
the Selection Committee.”
2. Analyze the job description
Take a good look at the job responsibilities and
qualifications and design your cover letter to
match these as much as possible. Sometimes job
listings are vague. In these cases, draw from your
experience of similar jobs to infer what skills and
abilities might be required.
3. Analyze your background
Think about your background in relation to the job
responsibilities and qualifications.
Ask yourself,
“What have I done that is similar to what this job
entails?”
Consider courses taken, classroom
projects, work experience, summer jobs, internships,
volunteer experience, extracurricular involvement,
and travel.
Be sure to indicate in the first paragraph what position
you’re seeking. If a specific person recommended you for
or alerted you about the position, include their name and
title up front. For example “Jason Ryner, your Marketing
Manager, recommended that I apply for this position.”

Prospecting Letters
If you are inquiring about possible openings, you
are sending an Inquiry or Prospecting Letter.
Address your letter to a specific individual, usually
the person who supervises the functional area
where you’d like to work. Be as specific as possible
about the type of position that interests you.
Ideally, your research will reveal the job titles used
by this employer. If not, use commonly understood
generic job titles in the field.
5/11/2011

HOW TO WRITE A COVER LETTER THAT
GOES NOWHERE

Make

your introduction long winded and
don’t include your job objective to cause
confusion about what you’re applying for

Don’t

proofread your letter or use Spell
Check. This is very useful for those who claim
to be “detail oriented”

Ramble on about your experiences without
explaining why they are relevant. Don’t
mention details that will let the employer
know that you understand what their
company does or what the job entails

Write more than one page, forcing employers to hunt for your qualifications

Explain what the employer con do for you,
instead of what you can do for them

Don’t encourage the employer to contact
you, leave out contact information, and
don’t sign your name at the end of the letter

Send the same generic cover letter to all
employers
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►►►►BASIC COVER LETTER SAMPLE◄◄◄◄
Follow this format as a guide.
Your cover letter should be unique and original.

Your Street Address
Your City, State Zip
Email address
(Area Code) Phone number
Month Date, Year

Keep this formal.

Mr./Ms./Dr. First and Last Name of Recipient
Position or Title
Employer Organization’s Name
Employer Street Address/P.O. Box
City, State Zip
Dear Mr./Ms. Dr. Last Name of Addressee:
Tell the reader why you are writing (i.e., regarding the position in which you are
interested; if appropriate, indicate how you learned of the position and/or organization). Make a general statement about being a good candidate for the job.
Explain why you have targeted this particular organization: in doing so, demonstrate
your knowledge of its products, services and operations. (This means you must research the potential employer). Stress what you have to offer, not what you want, from
the employer. Identify those parts of your experience (paid or non-paid) which will be
of interest to this employer. Students and recent graduates should draw attention to
relevant course work, special projects and campus activities. In some cases, you will
add details to items included in your resume. Refer the reader to your enclosed resume for additional information.
Demonstrate your understanding of the duties of the position in which you are interested, and state how your unique qualifications fit the position. Request an interview appointment, or tell the reader that you will contact him/her soon in order to see if you
can schedule a mutually convenient appointment. If the employer is some distance
away, indicate when you would be available for an interview. (For example, if you will
be traveling to the employer’s location during a holiday, indicate the days you will be
in that area).
Thank the reader for his/her time and consideration.
Sincerely,

Sign your name here

Type your full name
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►►►►COVER LETTER◄◄◄◄
for a particular company
This letter is suited for those expressing an interest in a
specific company, but not a particular position.

123 Skyline Avenue
San Bruno, CA 94066
johndavis@gmail.com
(555) 555-7777
November 17, 2009

Since this is not a networking relationship, you have
to find another way to form
a bond with the employer.
Establish that you are interested specifically in the
company and why.

Mr. Ted Techy
Retail Companies
777 Mall Drive
San Bruno, CA 94567
Dear Mr. Techy:
I have followed your company with considerable interest for some time. I am particularly impressed by the technology community’s high regard for your performance. Recently I read that your earnings are expected to increase as you continue to benefit from the
introduction of new products and from a growing national presence.
I will graduate from Skyline College in May 2010 with an A. S. in Network Engineering. My
experience includes the design, configuration, troubleshooting and support of various
industry standard based PCs, software and equipment. As a systems professional with
your organization, I would bring a knowledge of Intel-based computer programs as well
as skills in other technical areas such as video, electrical, communications and networking.
While I do not know what your staffing plans might be at this time, I would welcome the
opportunity to meet with you. I will contact your office to arrange an appointment.
Sincerely,

John Davis
John Davis
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►►►►COVER LETTER◄◄◄◄
for an existing opening
123 Skyline Avenue
San Bruno, CA 94066
johndavis@gmail.com
(555) 555-7777
November 17, 2008

Ms. Norma Nelson
Pricewaterhouse Coopers
Dispute Analysis & Corporate Recovery Group
1234 Park Street
San Francisco, CA 94014
Dear Ms. Nelson:
As a Business Administration and Accounting major at Skyline College with background in economics, accounting,
and finance, I am very excited to hear of a staff consultant position with Pricewaterhouse Coopers. For the past
eight months, I have been working part-time at Wells Fargo Bank. As part of the Investment Management Group, I
participated in facilitating the merger process with First Interstate Bank, creating monthly management reports,
collecting and preparing financial information, and working alongside management on a variety of projects. I am
proficient in Excel, Access, Lotus 1-2-3, and other computer applications.
I believe the qualities you seek are well matched by my track record:
Your Needs

My Qualifications

Accounting Experience

*Currently working with the Investment Management
Group at Wells Fargo.

Finance Experience

*Prepared income tax returns for low income households
and individuals.

Strong Communication Skills

*Led team in preparing income tax returns by determining
clients’ specialized needs.

Accounting and Finance Education

Coursework in intermediate financial accounting, auditing,
economics, introductory finance, and business analysis.
Received A.S. degrees in Business Administration and Accounting.

Since a resume cannot take the place of an interview, may we set up a time to talk? I can be contacted at (444) 3332222. I look forward to talking to you soon.

Sincerely,

John Davis

Although it’s more assertive
to indicate that you will call,
it’s OK to wait for a call if the
employer specifically states
‘no calls’ in their listing.

John Davis
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►►►►COVER LETTER◄◄◄◄
For a mutual acquaintance
This letter can be used if someone is referring or recommending you to a particular company.

Samuel Bradley
432 Skypoint Drive
San Bruno, CA 94066
Samuel.Bradley@gmail.com
(222) 888-1111
November 17, 2009
Ms. Nora Smith
American Honda Motor Co., Inc.
1919 Torrance Boulevard
Torrance, CA 90501-2746

For a unified look, consider using the same
presentation style for
your cover letter contact information that
you used on your
resume. In this case,
Samuel also centered
all of his contact information at the top of his
resume.

Begin with the name of
your mutual acquaintance—this creates an
immediate connection.

Dear Ms. Smith:
John Stanley, a friend and Senior Purchasing Manager at American Honda Motor Co., suggested that I forward my resume to
you. Based on my conversations with John and a review of your website, I believe American Honda Motor Co. is an outstanding match for my educational skills, work experience, and professional interests. I am a highly motivated individual with a passion for automotive engineering and hope to contribute to the team at American Honda Motor Co., as a Dealer Relations Representative.
My interest in automotive has grown steadily during my studies at Skyline College, where I obtained my A.S. Degrees in Automotive Technology and International Trade. Beginning with my first auto class and continuing with more in-depth study of International Trade, I have been able to see how these experiences used to make business decisions whether in purchasing or
manufacturing. The classes have also made it evident that the decision-making process requires a big-picture perspective.
This appeals to me tremendously as it follows directly from what I have been studying. Working as a Dealer Relationship Representative at American Honda Motor Co. would be a natural extension of the academic foundation I have gained.
My work experiences also reflect my desire to become involved with challenging projects such as those offered by your organization. I served in many capacities in my San Francisco Honda, from the Service and Parts department Manager, to my current
position as one of the lead Sales Representatives in new and used car sales.
It is building from these experiences that I would contribute to American Honda Motor Co. My educational background, corporate experience, interpersonal and customer service skills, and keen interest in the automotive industry would enable me to do
outstanding work as a Dealer Relations Representative. Please do not hesitate to contact me with any further questions, as I
would like to meet with you at your convenience to discuss the possibility of full time employment.
Sincerely,

Samuel Bradley
Samuel Bradley
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►►►►THANK YOU LETTER◄◄◄◄
Send this letter to anyone you meet who gives you information, advice, or referrals. You can
also send a thank you to someone who gave you help during a phone conversation.
Of course, a letter should be sent after each job interview.

Chris Williams
1234 Golden Gate Avenue #1
San Francisco, CA 94117
November 17, 2009
Ms. Jane Baxter
Vice President
Bank of the Bay Area
25 South Street
San Francisco, CA 94111

Write the letter as soon
as possible to give it the
greatest impact.

Remind the reader of
what was discussed and
comment on how you
plan to act on the information you received.
Refer to something you
learned about the company or position.

Dear Ms. Baxter:
It was indeed a pleasure meeting with you yesterday to discuss opportunities in commercial banking. Your
planned expansion is most interesting, especially your ideas concerning outreach to small businesses.
My experience working for a number of small service businesses in San Francisco while completing my degree has made me particularly sensitive to the unique needs of small business owners. As you learned from
our conversation, I have also worked as a bank teller and understand the bank’s commitment to high quality
customer service.
Show confidence and
enthusiasm.

I am very interested in the commercial banking representative position. I am confident that my skills and experience would be a valuable addition to your team. I look forward to hearing from you soon.
Sincerely,

Chris Williams
Chris Williams
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►►►►Letter of Recommendation Worksheet◄◄◄◄
Note to student: This worksheet is for you to complete to the best of your ability. You will
provide this worksheet to the person from whom you have requested the letter. It will help
them greatly in writing a positive letter of recommendation for you.
Note to Author of Letter: Use this worksheet to develop a letter that is personalized to the
student requesting your recommendation.
Student’s Full Name:____________________________________________________________________
Student’s Full Address:___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
Telephone#:______________________________________________________
Complete name & address of individual to whom this letter should be addressed to:
___________________________
________________________________
___________________________
________________________________
___________________________
________________________________
___________________________
________________________________
OR check here for generic form : To Whom It May Concern_______
Date this letter of recommendation is need:____________________________________________
1. Student’s current class schedule by hour (and semester if it’s different)
1st:_____________________________________________________________________________
2nd:_____________________________________________________________________________
3rd:_____________________________________________________________________________
4th:_____________________________________________________________________________
5th:_____________________________________________________________________________
2. Current GPA:____________
3. What has been your major area of academic emphasis throughout college? (What career have they chosen, vocational or technical?) Explain what experiences have helped
you make these career decisions:
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
4. What are your personal goals and aspirations:_________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
_______________________________________________________________________________________
5. What 3 words best describe you: (1____________________________________________________
(2)______________________________________ (3____________________________________________
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►►►►Worksheet Cont.◄◄◄◄
6. Any special talents or skills that you possess: ____________________________________________
__________________________________________________________________________________
________________________________________________________________________________________
7. What are your plans after Skyline College:______________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
8. School-related activities & leadership roles: ____________________________________________
__________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
9. School-related honors:________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
10. Extra-curricular activities & leadership roles:____________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
11. Extra-curricular honors:_______________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
12. Community service activities in which you have been involved:
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________
________________
13. Religious and/or family activities/involvement that is important to you: _________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
14. Tell me anything else that I should know about you when I write this letter:
__________
_________________________________________
__________
_____________________________
__________
_____________________________
__________
____________________________________________________________________________
5/11/2011
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►►►►Other Job Search Letters◄◄◄◄
Inquiry
Use inquiry letters to ask about the status of your application; summarize the history of
your application and request a brief report on the status of your candidacy. Close the letter
with an expression of appreciation for the company’s consideration.
Acknowledgement
Send a letter of acknowledgement after you have received a job offer; express your
appreciation for the offer and indicate when you plan to notify the company of your acceptance or rejection. It is appropriate to send an acknowledgement letter even though
you may have conveyed the same information in a telephone conversation.
Acceptance
Write a letter of acceptance to formally state your acceptance of a job offer, your
pleasure in working for the company, and any details concerning arrival date, travel/ relocation arrangements or other important factors.
Job Refusal
Send a letter of job refusal to formally reject a job offer even if you have already
done so in a telephone or personal conversation. Express your appreciation for the offer
and give a brief indication of you reason for declining the position.
Resume - Letter
Consider a letter-in-lieu-of-resume as an effective way to tailor your presentation for a
specific position. Carefully craft this letter to highlight your unique qualifications for the position. This approach can help you stand out from other applicants.
Additional Resources
Cover Letters that Knock’Em Dead, Yate, 2006
Cover Letters that Will Get You the Job You Want, Wynett, 1993
Dynamite Cover Letters, Krannich, 1999
The Resume Catalog: 200 Damn Good Examples, Yana Parker, 1996
The Damn Good Resume Guide, Yana Parker, 1998
High Impact Resumes & Letters, Krannich, 1998
Asher’s Bible of Executive Resumes and How to Write Them, Asher,1997
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Skyline College Career Center
Building 2, Room 2227
3300 College Drive
San Bruno, CA 94066
www.SkylineCollege.edu
(650) 738‐4337
FAX: (650) 738‐4260
Email: skycareers@smccd.edu

