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the need is great — and
our carnitment even greatay

We are JUS Chicage
+ a 127 year-old non-profit, nan-sectarian social service sgency.

~ providing excrapkary emmployment and treining servives custamized for
youth and seniors, peopte with dsabiftkes, high level axecttives, s wel
% joby seekers from eniry leved to advanced, -
housing the lEncis Small Business Development Center/Duman
Entrapreneurship Center providing one-on-one business advice at no
charge b existing and start-up small businesses offering entepreneirial
training, business sssistancs, mantaring and access L capdtal,

- supported by the Jewish Unded Fundiewish Federation of Metropolltan
Chicagn and ollwr public and private funding.

Resume and Cover Letter Basics




What is a Resume?

Aresume is a vehicle to showcase your
skills, abilities and achievements. Its
purpose is to help get you into a company
or organization for an interview. 1t can
also be used to help & contact introduce
you to a third party.

J¥5.

Types of Resume

= Types of resumes:
— Chronological
- Functional
— Combination

Good: i fevpl witha fineas cocser tonck: ' oo
o goltgrinto spme-Hoeaf weurk. . .- aduazes .|
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The Basics

Main Heading — Contact Info

= Name

« Address
Phene Number
E-mail Address
Linkedin URL

3
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Building a Summary

{Needed in most types of Resumes)

= Objectives are out — Summaries are In!

= Aka Highlights of Qualifications,
Professional Profile
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Questions to Answer When Creating a
Summary

« How many years of experience do you have in this profession?
« Whatwould your best friend say ta & hiting manager about you that
would make the employer want to call you?

= [fyou were the hiring manager what would you want to see in this
summary statement to catch your attention?

« Whatis it about your persanaiity that makes you a good it for this
job, industry or particular company? .

= What personal commiments or passions do you have that wouki be
valued by this ernpioyer?

*  What technical, artisic or other unusual talents or experiences do
you have that would appeal ta this employer?

3
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Summary Example

+ Achievement-orienied sales professional with 15
years of success in international frade and
global marketing. Skilled in developing
marketing programs, coordinating new product
intreductions and providing customer support.
Proven track record in cold calling, new business
development and key account management

Experience or Work History

{Chronolegical Resume)

List employers in reverse chronological
crder for the past 10 — 15 years.

Company description {if needed)

If you have held several jobs at one
company you will want to list each one
with the dates you held each position.
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Achievement/ Results

« What is an accomplishment?

* Why is it important in a resume?

SAR Method

Situation — Action = Result

For each buillet, ask yourself:

— Is this important? Does it have any vaiue for
the employer and if so, why?

- What was the Result of this? Is i stated?

Example of Results

+ Afime when you improved on a process or a form that made
a pasitive difference

- Atime when you saved the company money or increased
revenue.

« Atime when you planned an event (rade show, meetings,
conferences) — include number of participants and budget.

- Atime when you achieved or exceeded your sales goals

- Atime when you sclved a custemer’s problem

+ Check cut old reviews or reference letters from past
employers for ideas

s




Things to Remember

« Start each bullet with an action verb

Use & verb list or www thesaurus.comm

» Keep in mind that each resume wiil need to be
tweaked based on the empicyer's specific list of
requirements and qualifications

« Watch out continually for typos and misspellings

12/15/2011

Education/Certification/License

= Know your industry

» [nclude all relevant certifications and
licensure

= Generally, newer education will go towards
the top with cider education at the bottom.

Y
i3,

Other Information

= Professional Affiliations
= Community Invoivement
= Volunteer Experience

= Activities (relevanf)

+ Do not include personal information
regarding family, height, weight, heaith or
maritai status

4
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Cover Letters

* What is a cover letter?
—Itis an opportunity to expand on the key
points of your experience in greater detail .

— Gives you a chance to show more of who yo
are in addition to your experience. :

12/15/2011

Dividing up the Letter

+ Cover letters open up with headings just
like a reai business letter. Your
information, the date and the employers
information.

» Next if you have a job code you need o
indicate this as Re: ......

3
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3 Sections

+ Introduction —why are you writing?

+ Body

~ 1 or 2 examples of how your skills match the position
~ Showgcase how you can solve their problems
= Closing

— Express inferest in the job and interview

— Contact information {if not in heading)

- Thank you

vs
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Questions?7?7?
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o b all mchaelsamnie@aol com - "

COVER LETTERS

: ._6 e e

'1'5 Ind.lcate that yoﬁ have'_ looked them up aﬁd know somethmg.abbut whzit they do in the - : R
:_'_:World ofbusmess e S . S

| '_.Tl.ie fpllowmg- are _s_omg:_-S_ample__s Qf posmblephrases that younught Want o use :

- _MICHAEL SAMPLE
.-.312_ "’-"4567

. jDate

L Mr Joseph Iohnson

23 A

8 }Dlrector of Human Resources o
'ABC Corporaﬁon .

S meolnwood IL 60645

i :Deaer Johnson

o spec:lﬁc title and where you found the liSt_ g
L _attachmg your resume With ﬂ’ﬁS letter B

e': 'ason :or ﬂlIS lett_e "referencmcJ the _]Ob opemng \mth
r':postmg Also mentlon you are enclosmg or

; 3."sentences statm







S s ~,«,2¢,»,\“\ o ST .‘ — R T s " e N S e
5 o e 3 u\\_ R o5 & ; Do

S 5 oy A‘:E;»; \\ G e ~~\~%\,p‘f~:nﬂ>\*;»m T, ;.,,\ ol e RN *”-*' -“ N '\;.-‘ S o
s o = S T e L R e s e e e N e N e T
G Dt ':f'-»§\m‘~~a\\“\ v i A o s -~x-‘-'~~:~ Cnamlihmeataee '-\\\‘

\Y"':\\‘-w‘,
e

,,,;~.\“v,,> ,.,\ﬁn&.\sx A
e ;

“\5% T o a

wm\ \\»-~\ ' 1L 48 B B A S B
o sl ) 1=l i - e a2 s

- < < > . \‘:‘ o o el “2\4:4.\;@:?

.\ b i i
q:\\\ e I8 i8] e RAS REIDIE e £ L el > S 2
Sy s S ~~<<<‘~'\‘-‘. N = \\ w "»'4»\\.,\Q>:*\‘ S 5 hw@u A‘)«f}'ﬂ@\z T o o e S 2o

32 S ‘\\\ T = \ s ,\\ e 2 2 N \-. S 4«4\, e
R
zM\y

i 5 A
o 5 G Y
e S S i ¥ S & -\\-\,\."\ P 2 S
e 2 M->Ac 5 LI R S Raies Y= “_." 5 S : 2 5 g
e = R S \{xw-\ e B G : & “m,\\/«\":\ 4 3 A G Al el Lo SE o ,‘/ AT &\-\\a —
5 ««o.«'\'n.\', :

— S Mv R o o i
n:k R > K N R e o
o s e w’" S o o
o

A

,.‘r. 2

A

s

a\»/ux

"'d i -_& e SRR ,\'c' «: -
S AL \«,.o, eyl
v e i G n\%w\.» -

=
5
o

i3

e s el it o
ST Sonveaah x(«,c« % S e
S ,,},\\'.\éw'\“& «0\ /m, G “\ Sl

\-;;&\ RS [ o

e S
e ey

i

iz )\,\\ S \\,nm{%&\, G
S S o T maay
‘,/\,N. Naan i C S e o /\\:y&, \}r A - % N-c-&«//\ S
o s

2

.=‘,’¢,,x :» “W\;: S e e
i L e »,-/,-;,4,,"»“\\

o

ﬁ-;,«_&-.w,.\., = G 2
e e o At i \N\
i o rRl . NGy e 1 g g i w«,;»-,,\"\ = s
R S e s f@,,;m\,x ol o R (f\\\v\\\\ s i A-V\-\Q& e e : e aa
2 SR A Gy S S e SN Re N : e g G it , s
e R, Sy \<~ S ;i S Y] o e Sy
. . ed - Pdbleeed .
o A . 4 L) - 5

,\' e
Q\‘ ->
\\@:}\‘\3\?\? :""%’ e G (“;‘:W e 5

o Cate o
= ] d ;\"%:* e
o

. Recongell .

o sl g = 0 { .

i -.cs«x,g,mk S R \\\s o SIP ool »:: A > S
e ooy /4\.\ L G e ‘\ 5:%\ @&4\\ G e
s < < : . o

e

g
o :

oS

s N

&

e B o

e 45 o M

e R SRRt e <>.~\\.,n, S v\ Sy S R

= & G iR s e SiaEs

% '\ e "“" . Rl el e \’;;.\«~\~.>\-5 S e G e
i e z L S e e s \\/( \N.\
i = e

7 %\.,\\

e i 5 o SRR e
CRemER 5 UrsEs ey oRdee
e = e e i

G
s T e ? i & w»\.

S & L e -w\-km«,,e« gl
i o e GomEn

s Sty e e :

%‘x i R e \\ e 3 ‘d ARy 5 t\\d i Shtad - R° S ed/’\ Nk A‘. - o e s \V\ 5

e Q:;w- i e el :“ . ? e ¥ + o e e B & S A\\ % :,.'-’"/":‘- SErt R RS e
. TCV«\ | - \W\ . \»\\\\ . \ o ..n\\ e _\" - \_., o

) \

S Ao ,\
B R e =
= \w,- : M,,

SEiE

e e e e

S S Do
2 S ¢

.{\\n\ \x‘.\
i

«\ ST % P = g - e 5 G
:\R‘“\.\\,’;ﬁ.@.\\/} 5 \, oy \/. Gl g : CrEiie e @ e "\"'2\::‘».3»
s @ S
: et

oo e -“/:" 5 T 5 L - \4,,&. 4~~x:\:\~.-{/4/, =
L ; . i : e S i
‘x'gma. b S Sl P 3 ' A S e N ey et Bt
x» = - @ O B o \\A § a ] s o
o ; 5 ‘Q;" S R R i ot e e ‘-\
% o G : .\>\~ o 'n\(m,;

Y T

G

£ & . o _
_\‘w\:\ f“ s o ~~f~'“v\ e \ \:,‘w,.mxa,«w e e o
SEpe > SRV \\“\ eden i T e
a‘t Bt s V nte Py G v :\";::w:\y\ SR LB
ot s L & 5 o St S Dl e "«'\“},\‘“»\“ S R e et
N e e e e e -\"*\}'"""““yq'\‘\’/” e e 3\ :N\\\v““
i R

e S Ll S
o s e e e F : o Lol
4 S Datinded o M dej ey
\\ 2 ‘-\, s G S i ik SRR e
{v[' G’i o s Bk --;\.\ . \ W,“Q Q eg;,;'*&\‘(:;; o '~;~«,_~\~\‘/
= o

L
e m

S e
:::‘\a-:;:% S

4 SR e
Qe e e

il % it S e o
) A SR SR R St % R N SR o . SR i
L e o S SReeriean e S e R S s e B e

Conceptus {]z Jspi u ustra ed M@é}frad apﬁ g

% S T\"‘i:‘ ~;*\.« chdlinn & S ::\..«x, 5 SEa SIS
S p : S e S = S N e e ".W.
SR o & e SRRt S el '»_»:\-:\_:,. Y a Conmad \\ X

ST o ;,\\

o

. m\w :\ S &
o S L e 'A.\»\\g\\“\
o 5 o L i ; o A e e
T e e e i e e s S NG
,“.\ inENas e s i S S - ‘ A e T
L e \:\ , S S N ;,, ,,,;;;\-'-\ .v«
i at e o w}\\ e o S . :\7.:“ o o ,}

5

R e
S 'wb,\:n,.. e

- > : 7 T \\;;,\w'. SEnid \:.«k\c\u:.«\.w\.ﬁ

3%

‘ 5 o L i £ T i e o e
:v‘w\ b :, S i et i 2 . Ceda ) ':\ I N e Bt e e 7 e
ey G w,\(» 2 S Ly R e o e S e i ~.',>, B Shets B ,\;‘.:,\.,v;
L e R Q\ \\ e e e e - ,Q e
o o A\\ \ ww SN e .\.&\,\A\:/ i 2 Rl
Rl w o o ’«:u 2 £
,;\;:3 o 1.\\%« 5 < % i e o “ i ,ﬁ,,;“\&
S b s \\\,4 % b SRy : e
SRR , S i
o \ -
; \\~>:,.;,%.§:‘ o
S & Aoy S
e 5 e - o
2 S Sanne 7 e
sl G S ST S } St
e o

n\~m‘.:;,;/

\///;/m, v SEana . odiin

uteé @«ecas g . = eﬂaresi

\m'- RS S < i L 5
~‘~/ﬂ-\\-m:‘ Sl e e g SR &.\ o e % S 2 S SRR
. S S \ Lo \ L ym L
ol o 5 e

SN
i SRS o e ;‘,‘4- S A\_\\,-
ﬂa [lela e i o \\ B m o REITEVE v?.f“‘l"'/" \\'.-'vm;“"»‘\
e, .,,,,+ o e N e e e iy
7 PR S soE e e L
: o i .

«\\ o \\ -

e

L

A S
SRy

hw..\g e
STy Seo S
\*.‘-4\3,,, e S R
S ,},,,;\\‘ et e ,-~§;u¢?,,/ o &
::x\ et o Y S
i N s ﬂ::&,\:g;;.»;,,y.‘ b
At A e p R 3 A'»\\: ,Aé.u&\”\\\
4 2 gic S =3 ey B i I Ui e

REBLESA ¥ 2 T N - 7 P ro S A o R o ey
AR G S 4 el /»\ e e i SRTER e i Dt TN \ S s S
Siene R e % ; T % i N Ry SN Sl e e
i e S .;‘,\’\ s S Zesinnd iy A ol e e e «4 . o = '\ \\

S .

¥ N > "\'c\ ook f e senieaa e

- :-.~:\\ S e 3= o e = 4 "\'\v‘ A LIS T

o S S Ap TR 3 R e e P & SRR SR .&v:%‘-*\\ SR (f.',,,&{&‘&w

e ; o “‘«‘:M\.*\ o o o

s ; St S B i

\\\" v ?t ‘\ s e B e o e i Hanee ?" - S 4, &

S %x it e,~’\ e S _~4>,:M\- ,/v\ff\x:»t\zv ° :‘\:w el '\ ..\‘- an i ~ . : - -"‘\’\'«’k\. e

/ \<;>A\\ 1 sl e 'N\\v > e D e N e S S AN 5 ‘a:M‘ Nt "; Al
o o S B o n , e e R .;;,g\-‘ - G o :?,\'04»\?& = - “\\-n.:s,\,\:\\::

e
%\\\ ‘&5’

f\ v L 2 = S E e S S A

e
<

o R & B oS 2 HL i
A O L e fe g e et G e i e K o eatey o
\\\ SRR % /».n,::f/» R S e e R AR e RS e <% \m\w e Sl
- - . = « ;\4 \\ o o .;faz/\\, Gl o e W\\ i ,“;y“,‘\. A L \ o =
; L o e - TG Shn . © : - Lt o S "..:\',. -
. '/»'\‘-"\"’-v* e & e A\\ s e Q« S % \ e o “;‘?\“?::\\:::, s CEein o \§
e \«\4‘«"‘“‘ e o S e SETSE e NM \-:éﬁ*‘»*-‘«fs s :‘ am,:? Sl N “-‘\
-

o .\.\\\,,\ 2 e i > % i
A : e Yaar=a & 0l pl: . e \ _ On fed
Rl o \»\’z:\\kf«f“( SRR «~2, & \"f\ T e o *i‘»“f”‘?‘\‘ i f‘{‘\"ﬂ\y\"\‘w e

i % T » \':a:« \\ FRbE &\ \: R

S S i L San
\\ i Sl o e \ e
ot

o % ]
e e G f-\&' v R ST

TR e ! : Z \~ e -

N Lo i ,\.xnw:«»,y'\.»;‘&‘o

o L
. .

SE @ ) : e b i S 2R o :
T 1B o SL6 e N Yo kA Sy S LT L o
o o w;;)\‘\.z % SN R ,\f 7 \;‘,«&g};«"\\j ~_ ; \,«\;Nm’:g,j- e Dl L \\- ‘»,th ’.‘ el ;\W
G Supanmaa 5 % i 5 s S e A ,//~ e e o
- <«\~ e e : : S ; PR A P O S ; Ao
A § 3 S - s a e SRR ot R ER u,,AW\' i i
“-*I}-'f“\'w\'\'w‘\ L - = eam A MO e RldllGM e L sl e
Sl T S aa L S e e \“\ el '::4»\\@“\”;«“ Ll o .
S R 5 o R DRERE U Ve 3 ~,\~\'~"-'~ V\;Q:\_

e 3\5&‘

S “~ T Sy S , S :
= *'m \"" p \w;z:w/E h G e ~““«ﬁt“ \‘ﬁf/,-@a;@(.\u; T R D N R o % s o
o L S e n = ot e fl i -, & 4 o ,“'

g \: N 3 e G S e R e S 2 _.J/ ~“‘"‘-»‘~ AN o o '-.y\' &

- r:v“-c;— % S

o

,w/ |

o 7 S ' K e
\.sra\‘m«“"«'~\\ XA B S L . L - : sl e | 3 N - \ .
& e SRSy A Pe G e s '. ; 2 ee e f&”\“*“ i \.: \\.‘ i
coe Sesbiia o > : D S e o '\" o \\”\\

Somiiaig
St

e
e 5 A Ry 5 5
R o : S i e 5 2
o S S R o ek e RS o R X« R B o R
/\\\\ 5 : "‘«: 7 K S ~\v\<g\-:>~>:=§;\.\«§,s>‘» L o S Q\ e e \ Sal \\
o o i i &
i i

%
BN AR TR bR e e \ B S Do
A:-::«\v ~\~\1~;\\\\ s B e S ‘\;A\ o .§>:\-~//-.~,q\
-:,v..wm.-i\‘-s.v\“ N S ;j-;:n,m‘\-\mwm \; e \\:\a:\::\\\mv R e
- ..,A\“ . \,,\«
i Sy e e s
\\-\\u\Q-‘.:\;:\ :,,.,:;,\ \\ e \ B S S s o
S S . St \

5 BT e
= ¢ o o A e e
& @ 4 e \“::

i
o

e

s

S
Lol

R e e - & S \
L e e e e ‘\ Sebin ;\\i\
e s - : .\\,\.‘\\a‘.\ e s T 4 i
; G ot '\\4:'\«\.\, ,.?\‘ % AN R 4 g : G,
'mN?' e i e e e S e R 3 : S ,vv»,,;. o
Sl \ SR E e R e i S SR R e 4 Soenn S
R g : 7 S et Seleinae i R : e e
e G = - S . B m,\.-., w\u,.\
& ainseds RE S e e : Sl - Shimadaa Sn e -
L L s e
vte i R S e A e i \\ SRR % 53,‘“'1;\ S













