ENG 110 (Auten)

General Format for Organizing a Résumé:

· Name & Contact Information  ( 

· [Education]  ( 

· [Work Experience]  ( 

· Additional Information  ( 

· References

Name in Boldface
Permanent Address

Permanent Address Line 2

Permanent Telephone Number (xxx-xxx-xxxx)

Email Address (should sound professional)

OBJECTIVE

Objective tailored to specific job sought
EDUCATION
Begin with most recent/expected degree



College Attended, Location




Degree, Major




Minor




GPA (___/4.0)

EXPERIENCE
Work experience in reverse chronological order (most recent first)



Organization Name, Location




Job title




Responsibilities (Duties & Accomplishments)

HONORS

List any academic honors you’ve received



Honor Societies, Scholarships, Fellowships, Grants, etc.
ACTIVITIES

Community Service, Volunteering, Charitable Activities




Leisure activities (accentuate skills)
SKILLS

Computer/Technological Skills




Language Skills
REFERENCES
Available upon request

General Format for Organizing an APPLICATION/COVER LETTER:

· Identify the position and where you heard about it.   (
· State your qualifications and your interest in the position.   (
· Add any pertinent information that is not on your résumé.  (
· Give information on references; end by saying you will call for an interview.
Printed Application/Cover Letter:
Your Street Address

City, State Zip

Date

Recipient’s Name and Title

Organization

Address

Salutation, with a colon ( Dear Mrs. Wright: / Dear Hiring Manager: )

¶ 1: Position identified; Source

¶ 2: Match between experience and job description

¶ 3: Availability; Enclosures; Follow-up/Interview Call

Closing (Sincerely/Best regards/etc.),

[Space for Signature]

Sender’s Name, Typed







