
Student And Recent Grad Guide To Crafting
Resumes And Cover Letters That Land

In today's competitive job market, it's more important than ever to have a
strong resume and cover letter that will stand out from the crowd. This is
especially true for students and recent graduates, who may not have a lot
of work experience to put on their resume. However, by following the tips
and advice in this guide, you can create a resume and cover letter that will
help you land the job you want.
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Crafting a Winning Resume

Your resume is a one-page document that summarizes your education,
skills, and work experience. It's your chance to make a great first
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impression on a potential employer, so it's important to take the time to craft
a well-written and error-free resume. Here are a few tips for writing a
winning resume:

Use a professional template. There are many different resume
templates available online, so you can find one that fits your style and
needs. A professional template will help you create a resume that is
visually appealing and easy to read.

Tailor your resume to each job you apply for. Take the time to read
the job description carefully and identify the skills and experience that
the employer is looking for. Then, highlight those skills and experience
on your resume.

Use action verbs. Action verbs are strong verbs that describe your
accomplishments. When writing your resume, use action verbs to
describe your skills and experience. For example, instead of writing "I
worked at a retail store," write "I provided excellent customer service
and assisted customers with their Free Downloads."

Quantify your accomplishments. Whenever possible, quantify your
accomplishments to show the employer the impact of your work. For
example, instead of writing "I managed a team of employees," write "I
managed a team of 10 employees and increased sales by 15%."

Proofread your resume carefully. Before you submit your resume to
an employer, proofread it carefully for any errors. Check for typos,
grammatical errors, and formatting errors. You can also ask a friend or
family member to proofread your resume for you.

Writing a Cover Letter That Gets Noticed



Your cover letter is your chance to introduce yourself to a potential
employer and explain why you're the best candidate for the job. A strong
cover letter can help you stand out from the competition and land the
interview. Here are a few tips for writing a cover letter that gets noticed:

Start with a strong hook. The first sentence of your cover letter is
your chance to grab the employer's attention. Start with a strong hook,
such as a relevant quote, a surprising statistic, or a personal anecdote.

Tailor your cover letter to each job you apply for. Just like your
resume, your cover letter should be tailored to each job you apply for.
Take the time to read the job description carefully and identify the skills
and experience that the employer is looking for. Then, highlight those
skills and experience in your cover letter.

Be specific. When describing your skills and experience, be as
specific as possible. For example, instead of writing "I have experience
in customer service," write "I have experience in providing excellent
customer service over the phone, email, and chat. "

Use keywords. When writing your cover letter, use keywords that are
relevant to the job you're applying for. This will help your cover letter
get noticed by applicant tracking systems (ATS). You can find
keywords by reading the job description carefully.

Proofread your cover letter carefully. Before you submit your cover
letter to an employer, proofread it carefully for any errors. Check for
typos, grammatical errors, and formatting errors. You can also ask a
friend or family member to proofread your cover letter for you.

Sample Resumes and Cover Letters



To help you get started, here are a few sample resumes and cover letters
for students and recent graduates:

Sample Resume

Download a sample resume

Sample Cover Letter

Download a sample cover letter

Crafting a strong resume and cover letter is essential for students and
recent graduates who are looking for a job. By following the tips and advice
in this guide, you can create a resume and cover letter that will help you
stand out from the competition and land the job you want.
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