
 
 

RESUME CHECKLIST 
 
 

 
Contact Information 
ප�zŽƵƌ�&ŝƌƐƚ�Θ�>ĂƐƚ�EĂŵĞ�;>ĂƌŐĞƌ�ƚŚĂŶ�ƚŚĞ�ƌĞƐƚ�ŽĨ�ƚŚĞ�ƚĞǆƚ͕�ǁŝƚŚŽƵƚ�ďĞŝŶŐ�ĚŝƐƚƌĂĐƚŝŶŐͿ� �
ප�WŚŽŶĞ�EƵŵďĞƌ�������ප�WƌŽĨĞƐƐŝŽŶĂů��ŵĂŝů��ĚĚƌĞƐƐ� ��ප��ŽŵƉůĞƚĞ�ŵĂŝůŝŶŐ�ĂĚĚƌĞƐƐ�
 

Job Objective 
ප�^ƚĂƚĞ�ƚŚĞ�ƚǇƉĞ�ŽĨ�ƉŽƐŝƚŝŽŶ�ĚĞƐŝƌĞĚ�ĂŶĚ�ƚŚĞ�ŬŝŶĚ�ŽĨ�ĐŽŵƉĂŶǇ͕�ŝŶĚƵƐƚƌǇ�Žƌ�ŽƌŐĂŶŝǌĂƚŝŽŶ�ĨŽƌ�ǁŚŝĐŚ�ǇŽƵ�ǁĂŶƚ�ƚŽ�ǁŽƌŬ͘��zŽƵ�ŵĂǇ�ĂůƐŽ�
ŝŶĐůƵĚĞ�ƐƉĞĐŝĨŝĐ�ƐŬŝůůƐ�Žƌ�ĂďŝůŝƚŝĞƐ�ǇŽƵ�ŚĂǀĞ�ĂŶĚ�ǁŽƵůĚ�ůŝŬĞ�ƚŽ�ƵƐĞ�ǁŚŝĐŚ�ƌĞůĂƚĞ�ƚŽ�ƚŚĞ�ƉŽƐŝƚŝŽŶ�ĨŽƌ�ǁŚŝĐŚ�ǇŽƵ�ĂƌĞ�ĂƉƉůǇŝŶŐ͘�
ප��Ğ�ĐŽŶĐŝƐĞ�ĂŶĚ�ĞŵƉůŽǇĞƌ�ĐĞŶƚĞƌĞĚ͘�
ප��ǀŽŝĚ�ďĞŝŶŐ�ǀĂŐƵĞ�ďƵƚ�ĚŽ�ŶŽƚ�ďĞ�ƐŽ�ƐƉĞĐŝĨŝĐ�ƚŚĂƚ�ǇŽƵ�ĞůŝŵŝŶĂƚĞ�ǇŽƵƌƐĞůĨ�ĨƌŽŵ�ŽƚŚĞƌ�ĐůŽƐĞůǇ�ƌĞůĂƚĞĚ�ƉŽƐŝƚŝŽŶƐ͘�
ප�&ŽůůŽǁƐ�ǇŽƵƌ�ĐŽŶƚĂĐƚ�ŝŶĨŽƌŵĂƚŝŽŶ�Ăƚ�ƚŚĞ�ƚŽƉ�ŽĨ�ƚŚĞ�ƌĞƐƵŵĞ͘�
 

Education      Experience 
ප�EĂŵĞ�ŽĨ�/ŶƐƚŝƚƵƚŝŽŶ� �� � � � ප�:Žď�dŝƚůĞ�
ප�>ŽĐĂƚŝŽŶ� � � � � � ප�EĂŵĞ�ŽĨ��ŽŵƉĂŶǇ�
ප�EĂŵĞ�ŽĨ��ĞŐƌĞĞ�Θ�DĂũŽƌ� � � � ප��ĂƚĞƐ�tŽƌŬĞĚ�;DŽŶƚŚ�Θ�zĞĂƌ�KŶůǇͿ�
ප�'ƌĂĚƵĂƚŝŽŶ��ĂƚĞ�;DŽŶƚŚ�Θ�zĞĂƌͿ�� � � ප�>ŽĐĂƚŝŽŶ�
dŚŝƐ�ƐĞĐƚŝŽŶ�ŝƐ�ĂůƐŽ�Ă�ŐŽŽĚ�ƉůĂĐĞ�ƚŽ�ŝŶĐůƵĚĞ� � � ප�>ŝƐƚ�ŽĨ�:Žď�ZĞƐƉŽŶƐŝďŝůŝƚŝĞƐͬ�ĐĐŽŵƉůŝƐŚŵĞŶƚƐ�ŝŶ�ďƵůůĞƚ��
ǇŽƵƌ�'W��;/Ĩ�ĂďŽǀĞ�Ă�ϯ͘ϬͿ͕�ĂŶǇ�ƌĞůĞǀĂŶƚ�� � � ĨŽƌŵĂƚ�;ϯ-ϱ�ŵĂǆ�ƉĞƌ�ĞŶƚƌǇͿ�
ĐŽƵƌƐĞǁŽƌŬ͕�Žƌ�ŽƚŚĞƌ�ŚŽŶŽƌƐ͘�
        
Campus Involvement & Volunteer Work   
ප�EĂŵĞ�ŽĨ�KƌŐĂŶŝǌĂƚŝŽŶ� ප��ĂƚĞƐ�/ŶǀŽůǀĞĚ� ��������ප�WŽƐŝƚŝŽŶ�,ĞůĚ�;/Ĩ�ZĞůĞǀĂŶƚͿ� ��
ප�/Ĩ�ŝƚ�ŝƐ�Ă�ǀŽůƵŶƚĞĞƌ�ƉŽƐŝƚŝŽŶ͕�ůŝƐƚ�ƚŚĞ�ŶƵŵďĞƌ�ŽĨ�ŚŽƵƌƐ�ǇŽƵ�ĐŽŵŵŝƚƚĞĚ͘���
ප��ĂŶ�ƚŚĞ�ƌĞĂĚĞƌ�ƚĞůů�ǁŚĂƚ�ƚŚĞ�ŽƌŐĂŶŝǌĂƚŝŽŶ�ǁĂƐ�ďǇ�ƚŚĞ�ŶĂŵĞ͍�/Ĩ�ŶŽƚ͕�ĚĞƐĐƌŝďĞ�ǇŽƵƌ�ŽƌŐĂŶŝǌĂƚŝŽŶ͘�
 

Content 
ප�ZĞƐƵŵĞ�ŝƐ�ĐůĞĂƌůǇ�ƚĂŝůŽƌĞĚ�ƚŽ�ƚŚĞ�ĚĞƐŝƌĞĚ�ƉŽƐŝƚŝŽŶ͕�ƵƐŝŶŐ�ƐƉĞĐŝĨŝĐ�ŬĞǇǁŽƌĚƐ�ĨŽƵŶĚ�ŝŶ�ƚŚĞ�ũŽď�ĚĞƐĐƌŝƉƚŝŽŶ͘�
ප�tƌŝƚŝŶŐ�ŝƐ�ĐůĞĂƌ͕�ƉƌŽĨĞƐƐŝŽŶĂů͕�ĂŶĚ�ĐŽŶĐŝƐĞ͘�� ප�WĞƌƐŽŶĂů�ƉƌŽŶŽƵŶƐ�ƐƵĐŚ�ĂƐ�͞/͕͟�͞ŵĞ͕͟�ĂŶĚ�͞ŵǇ͟�ĂƌĞ�ŶŽƚ�ŝŶĐůƵĚĞĚ͘�
 

Skills & Certifications 
ප�/Ĩ�ŶĞĐĞƐƐĂƌǇ�ĂŶĚ�ƌĞůĞǀĂŶƚ͕�ƐĞƉĂƌĂƚĞ�ǇŽƵƌ�ƐŬŝůůƐ�ŝŶƚŽ�ĐĂƚĞŐŽƌŝĞƐ�;ŝ͘Ğ͘�ůĂŶŐƵĂŐĞƐ͕�ƐŽĨƚǁĂƌĞ�ƉƌŽŐƌĂŵƐ͕�ĞƚĐ͘Ϳ͘�dŚŝƐ�ǁŝůů�ŶŽƚ�ďĞ�ŶĞĐĞƐƐĂƌǇ�
ĨŽƌ�ĞǀĞƌǇŽŶĞ͘�
ප�^ŬŝůůƐ�ĂƌĞ�ƚŚŝŶŐƐ�ƚŚĂƚ�ĐĂŶ�ďĞ�ŝŶĚĞƉĞŶĚĞŶƚůǇ�ǀĞƌŝĨŝĞĚ�ƐƵĐŚ�ĂƐ�ďĞŝŶŐ�ƉƌŽĨŝĐŝĞŶƚ�ŝŶ�Ă�ĐŽŵƉƵƚĞƌ�ƉƌŽŐƌĂŵŵŝŶŐ�ůĂŶŐƵĂŐĞ�Žƌ�ďĞŝŶŐ�ĐĞƌƚŝĨŝĞĚ�
ŝŶ�Ă�ƉĂƌƚŝĐƵůĂƌ�ƚĞĐŚŶŝƋƵĞ͘�YƵĂůŝƚŝĞƐ�ƐƵĐŚ�ĂƐ�ďĞŝŶŐ�ƌĞƐƉŽŶƐŝďůĞ͕�ŐŽŽĚ�ŶĂƚƵƌĞĚ͕�Žƌ�ƌĞůŝĂďůĞ�ƐŚŽƵůĚ�ďĞ�ŽŵŝƚƚĞĚ�ĂƐ�ƚŚĞƐĞ�ĂƌĞ�ƐƵďũĞĐƚŝǀĞ�
ƋƵĂůŝƚŝĞƐ͘���
�

Formatting & Appearance�
ප�DĂƌŐŝŶƐ�ĂƌĞ�ƐĞƚ�ďĞƚǁĞĞŶ�͘ϱ-ϭ�ŝŶĐŚĞƐ͘�
ප�ZĞĂĚĂďůĞ�ĨŽŶƚ͕�ϭϬ-12�ƉŽŝŶƚƐ͘�hƐĞ�ƐƚĂŶĚĂƌĚ�ƚǇƉĞ�ĨŽŶƚƐ�ƐƵĐŚ�ĂƐ�dŝŵĞƐ�ZŽŵĂŶ�Žƌ�
�Ăůŝďƌŝ͘�
ප�ZĞƐƵŵĞ�ŝƐ�ŽŶůǇ�ŽŶĞ�ƉĂŐĞ͘�
ප�&ŽƌŵĂƚƚŝŶŐ�ŝƐ�ĐŽŶƐŝƐƚĞŶƚ͕�ǁŝƚŚ�Ăůů�ĚĂƚĞƐ�ĂůŝŐŶĞĚ�ĂŶĚ�ĞĂĐŚ�ĞŶƚƌǇ�ĨŽƌŵĂƚƚĞĚ�
ŝĚĞŶƚŝĐĂůůǇ�ƚŽ�ŵĂƚĐŚ�ŽƚŚĞƌƐ͘�
ප�^ĂǀĞ�ǇŽƵƌ�ƌĞƐƵŵĞ�ĂƐ�Ă�W�&�ĨŝůĞ͘�
 

Punctuation & Grammar 
ප��ůĞĂƌ�ĂŶĚ�ƉƌŽĨĞƐƐŝŽŶĂů�ǁŝƚŚ�ŶŽ�ƐƉĞůůŝŶŐ�Žƌ�ŐƌĂŵŵĂƌ�ĞƌƌŽƌƐ͘�
ප��ŽƌƌĞĐƚ�ǀĞƌď�ƚĞŶƐĞƐ�ĂƌĞ�ƵƐĞĚ͘�WŽƐŝƚŝŽŶƐ�ƚŚĂƚ�ŚĂǀĞ�ĞŶĚĞĚ�ƐŚŽƵůĚ�ƵƐĞ�ƉĂƐƚ�ƚĞŶƐĞ͘�
 

Organization 
ප�,ĞĂĚŝŶŐƐ�ĂƌĞ�ŽƌĚĞƌĞĚ�ŝŶ�ŝŵƉŽƌƚĂŶĐĞ�ĨŽƌ�ƚŚĞ�ŶĞĞĚƐ�ŽĨ�ƚŚŝƐ�ƌĞƐƵŵĞ�ĂŶĚ�ǇŽƵƌ�
ŝŶĚƵƐƚƌǇ͘�
ප�,ĞĂĚŝŶŐ�ƚŝƚůĞƐ�ŚŝŐŚůŝŐŚƚ�ƌĞůĞǀĂŶƚ�ƐŬŝůůƐ�Žƌ�ĞǆƉĞƌŝĞŶĐĞƐ͘�
ප��ŽŶƚĞŶƚ�ĂŶĚ�ĞǆƉĞƌŝĞŶĐĞ�ĚĞƚĂŝůƐ�ĂƌĞ�ůŝƐƚĞĚ�ĐŽŶƐŝƐƚĞŶƚůǇ͕�ƐƵĐŚ�ĂƐ�ƚŝƚůĞƐ�ĂŶĚ�ĚĂƚĞƐ͘�
ප��ǆƉĞƌŝĞŶĐĞƐ�ĂƌĞ�ŝŶ�ƌĞǀĞƌƐĞ�ĐŚƌŽŶŽůŽŐŝĐĂů�ŽƌĚĞƌ�;DŽƐƚ�ƌĞĐĞŶƚ�ĞǆƉĞƌŝĞŶĐĞƐ�ĨŝƌƐƚͿ͘�

 
�ŐŶĞƐ��ĚǁĂƌĚƐ�,Ăůů�ZŽŽŵ�ϭϬϰ�ͮ�ϯϯϳ͘ϰϴϮ͘ϭϰϰϰ��
ĐĂƌĞĞƌΛůŽƵŝƐŝĂŶĂ͘ĞĚƵ�ͮ�ĐĂƌĞĞƌ͘ůŽƵŝƐŝĂŶĂ͘ĞĚƵ�

 

Tips on Submitting 
ප�KŶůŝŶĞ�ƚŽ�ĂŶ��ŵƉůŽǇĞƌ͛Ɛ�tĞďƐŝƚĞ͗�^Ƶďŵŝƚ�ǇŽƵƌ�
ƌĞƐƵŵĞ�ĂŶĚ�ĐŽǀĞƌ�ůĞƚƚĞƌ�ĐĂƌĞĨƵůůǇ�ĨŽůůŽǁŝŶŐ�ƚŚĞŝƌ�
ƐƉĞĐŝĨŝĐ�ŝŶƐƚƌƵĐƚŝŽŶƐ͘�KŶůŝŶĞ�ƐƵďŵŝƐƐŝŽŶ�
ƉƌŽĐĞƐƐĞƐ�ǀĂƌǇ�ďǇ�ĞŵƉůŽǇĞƌ͘�zŽƵ�ŵĂǇ�ŶĞĞĚ�ƚŽ�
ĐŽŵƉůĞƚĞ�ĂŶ�ŽŶůŝŶĞ�ĞŵƉůŽǇŵĞŶƚ�ĂƉƉůŝĐĂƚŝŽŶ͘�
KƚŚĞƌ�ĚŽĐƵŵĞŶƚƐ�ŵĂǇ�ďĞ�ƌĞƋƵĞƐƚĞĚ͕�ƐƵĐŚ�ĂƐ�
ƚƌĂŶƐĐƌŝƉƚƐ͕�ƉŽƌƚĨŽůŝŽ͕�ǁƌŝƚŝŶŐ�ƐĂŵƉůĞƐ�ĂŶĚ�
ƉƌŽĨĞƐƐŝŽŶĂů�ƌĞĨĞƌĞŶĐĞƐ͘�
ප��Ǉ��ŵĂŝů͗�WƌŽǀŝĚĞ�Ă�ďƌŝĞĨ�ŝŶƚƌŽĚƵĐƚŽƌǇ�ĞŵĂŝů�
ĂŶĚ�ĂůƐŽ�ĂƚƚĂĐŚ�ǇŽƵƌ�ĐŽǀĞƌ�ůĞƚƚĞƌ�ĂŶĚ�ƌĞƐƵŵĞ�ĂƐ�
ůĂďĞůĞĚ�W�&�ĨŝůĞƐ͘�
ප��Ǉ�DĂŝů͗�WƌŝŶƚ�ǇŽƵƌ�ƌĞƐƵŵĞ�ĂŶĚ�ĐŽǀĞƌ�ůĞƚƚĞƌ�ŽŶ�
ǁŚŝƚĞ�ƌĞƐƵŵĞ�ƉĂƉĞƌ͘�^ŝŐŶ�ǇŽƵƌ�ĐŽǀĞƌ�ůĞƚƚĞƌ͕�ƵƐĞ�Ă�
ϵ͟�ǆ�ϭϮ͟�ĞŶǀĞůŽƉĞ�ĂŶĚ�ĚŽ�ŶŽƚ�ĨŽůĚ�Žƌ�ƐƚĂƉůĞ�
ĚŽĐƵŵĞŶƚƐ͘�
 



        Functional Skills and Action Verbs 
Use an action verb rather than “duties included” or “responsible for.” 

 
Team Leadership 
administered 
collaborated 
completed 
contracted 
coordinated 
developed 
devised 
directed 
distributed 
elected 
established 
evaluated expanded 
implemented 
initiated 
introduced 
led a team 
maintained 
managed 
organized 
patented 
planned 
planned events 
rated 
selected 
simplified 
started 
recommended 
regulated 
works with a team 

 
Management 
Financial 
accounted for 
administered 
advised 
analyzed 
balanced 
booked 
budgeted 
compared 
compiled 
computed 
coordinated 
corresponded 
defined 
demonstrated 
financed 
implemented 
maintained 
proposed 
prepared 
purchased 
reconciled 
scheduled 
summarized 
trained 

Human Resources 
allocated 
appointed 
commissioned 
designed 
developed evaluated 
hired 
installed 
instructed 
interviewed 
recruited 
supervised 

 
Office/Equipment/ 
Inventory 
accepted 
catalogued 
contracted 
controlled 
coordinated 
developed 
executed 
expanded 
functioned 
improved 
increased 
inventoried 
maintained 
managed 
negotiated 
operated 
patented 
produced 
programmed 
saved 
sold 
verified 

 
Technical/ 
Engineer 
achieved 
adjusted 
analyzed 
appraised 
assembled 
assigned 
assisted 
calculated 
calibrated 
compiled 
conducted 
conferred 
consulted 
converted 
coordinated 
designed 
developed 

devised 
directed 
disassembled 
drafted 
drew 
estimated 
evaluated 
examined 
fabricated 
formulated 
generated 
inspected 
installed 
interpreted 
introduced 
maintained 
measured 
modified 
observed 
operated 
originated 
prepared 
programmed 
provided 
recommended 
recorded 
reviewed 
selected 
set up 
sketched 
supervised 
tested 

 
Customer 
Relations 
advertised 
assisted 
greeted 
handled 
helped 
negotiated 
promoted 
persuaded 
responded 
served 
welcome 

 
Communications 
Written 
authored 
composed letter 
designed forms 
drafted 
edited 
prepared 
published 
revised 

Oral 
addressed 
conducted 
influenced 
instructed 
interpreted 
lectured 
presented 
spoke to 
taught 

Performing 
attended 
participated 
performed 
presented 
scheduled 
selected 
supervised 
trained 

Human Relations 
Interpersonal 
assessed 
conducted 
corresponded 
counseled 
demonstrated 
determined 
documented 
educated 
encouraged 
empowered 
examined 
explained 
followed-up 
implemented 
informed 
instructed 
interpreted 
interviewed 
monitored 
motivated 
negotiated 
observed 
provided 
recommended 
recruited 
taught 
translated 
tutored 

Organizational 
advocated conferred 
consulted 
facilitated 
led 
presented 
referred 
represented 

Leadership 
(Office Held) 
acted 
advised 
analyzed 
arranged 
assisted 
collected 
compiled 
conferred 
coordinated 
delegated 
designed 
developed 
directed 
disseminated 
evaluated 
explained 
maintained 
managed 
participated 
performed planned 
prepared 
presided 
promoted 
purchased 
recorded 
recruited 
represented 
reviewed 
revised 
scheduled 
selected 
sent 
supervised visited 
welcomed 

 
Multicultural 
lived in # 
cities, states, 
countries 
speak, read, or 
write foreign 
language 
experienced work in 
(name 

country) 
interpreted 
observed 
different 
work 

environments 
translated 

 
 

Agnes Edwards Hall Room 104 | 337.482.1444 | career.louisiana.edu 



Sample Resume 
CAYENNE PEPPER 

Lafayette, Louisiana 
337.482.1444 

cayenne.pepper1@louisiana.edu 
 
OBJECTIVE 
Seeking a challenging intern position in the marketing field utilizing strong communication, design and research 
skills. 
 
EDUCATION 
University of Louisiana at Lafayette  May 2022 
Bachelor of Science in Business Administration, Marketing GPA: 3.2/4.0 

• Relevant Courses: Sales Management, Marketing Research, Media Graphics, Public Speaking 
• Honors/Awards: Dean’s List (Fall 2020. Spring 2021 

 
EXPERIENCE 
Sales Associate  October 2019 - Present 
JC Penney Department Store | Lafayette, Louisiana 

• Promoted to Lead Sales Associate after three months of employment. 
• Achieved Customer Satisfaction Award. 
• Train new employees. 
• Design displays to effectively market new clothing lines.    
• Assigned to buyer for six weeks, including trip to New York market. 
• Use effective communication skills and an emphasis on customer satisfaction to consistently meet 

department quotas.   
 

Promotional Assistant  August 2018 - October 2019 
Old Navy Department Store | Lafayette, Louisiana 

• Interacted with hundreds of men, women and children while giving away promotional items for a 
statewide 4th of July promotional event. 

• Worked cooperatively with a group of fifteen co-workers to plan and execute various activities for 
customers. 

• Created appealing displays to promote items. 
• Assessed effectiveness of displays and made changes when necessary. 

 
Research Assistant  Summers 2017 - 2018 
Texas Medical Center | Houston, Texas 

• Selected from 150 applications to participate in research project. 
• Gathered and processed statistical data from numerous participants that was ultimately used in a 

nationwide survey. 
 
ACTIVITIES 
Pi Sigma Epsilon | Member December 2019 - Present 
Delta Delta Delta Sorority | Member August 2018 - Present 
 
SKILLS 
Microsoft Word, Excel, PowerPoint, Publisher 

Basic Resume Tips: 
*Be neat and proofread carefully! 
*Be honest. 
*Keep it brief—for most college students, a 
one    
   page resume is appropriate. 
*Use high-quality white or off-white paper. 

Career Services 
Conference Center Room 104 

482.1444 
career.louisiana.edu 

TIP: Listing coursework is helpful, 
especially if you do not have related experience. 

TIP: Describe your duties/responsibilities 
& what you accomplished using concise, 
powerful phrases, which begin with 
action verbs.  Do not use personal 
pronouns and do not write in complete 
sentences. 

TIP: List activities which demonstrate skills & accomplishments 
relevant to the job.  Emphasize leadership roles.  Do not use 
abbreviations. 



 
 

COVER LETTER CHECKLIST 
 
 

 
What To Include: 
ප�dŚĞ�ƐĂŵĞ�ĐŽŶƚĂĐƚ�ŝŶĨŽƌŵĂƚŝŽŶ�ĂƐ�ǇŽƵƌ�ƌĞƐƵŵĞ�
ප���ĐŽŶƐŝƐƚĞŶƚ�ůŽŽŬ�
ප�WĂƌĂŐƌĂƉŚ�ƐĞĐƚŝŽŶƐ�;ŝ͘Ğ͕͘�ƐĂůƵƚĂƚŝŽŶ͕�ŽƉĞŶŝŶŐ͕�ŵĂŝŶ�ďŽĚǇ͕�ĐůŽƐŝŶŐͿ�
ප���ůĞŶŐƚŚ�ŽĨ�ĂďŽƵƚ�ŚĂůĨ�Ă�ƉĂŐĞ�
ප�zŽƵƌ�ŬĞǇ�ƐŬŝůůƐ�;ĐƵƐƚŽŵŝǌĞĚ�ƚŽ�ƚŚĞ�ũŽď�ĨŽƌ�ǁŚŝĐŚ�ǇŽƵ͛ƌĞ�ĂƉƉůǇŝŶŐͿ�
ප�ZĞĂƐŽŶ�ǁŚǇ�ǇŽƵ�ǁŽƵůĚ�ďĞ�ďĞƐƚ�ĨŽƌ�ƚŚĞ�ƉŽƐŝƚŝŽŶ�
 
What To Omit: 
ප��ǀŽŝĚ�͞dŽ�tŚŽŵ�/ƚ�DĂǇ��ŽŶĐĞƌŶ͕͟�͞DǇ�ŶĂŵĞ�ŝƐ͕͟�͞/�Ăŵ�ǁƌŝƚŝŶŐ�ƚŽ�ĞǆƉƌĞƐƐ�ŵǇ�ŝŶƚĞƌĞƐƚ�ŝŶ͕͟�͞/͛ŵ�ƉƌŽďĂďůǇ�ŶŽƚ�ƚŚĞ�ďĞƐƚ�ĐĂŶĚŝĚĂƚĞ͕�
ďƵƚ͕͟�ĂŶĚ�͞/�Ăŵ�ĂƉƉůǇŝŶŐ�ĨŽƌ�ƚŚĞ�ƌŽůĞ�ŽĨ�΀ƚŝƚůĞ΁�Ăƚ�΀�ŽŵƉĂŶǇ΁͟�
ප�EĞǀĞƌ�ƌĞƵƐĞ�Ă�ĐŽǀĞƌ�ůĞƚƚĞƌ�
ප��ŽŶ͛ƚ�ƌĞƉĞĂƚ�ǇŽƵƌ�ƌĞƐƵŵĞ�
      �
Design Elements:   
ප�<ĞĞƉ�ŝƚ�ƐŚŽƌƚ��
ප�<ĞĞƉ�ŝƚ�ƐƵĐĐŝŶĐƚ���
ප�hƐĞ�ŽŶĞ-ŝŶĐŚ�ŵĂƌŐŝŶƐ�
ප�hƐĞ�ŶƵŵďĞƌƐ�ĂŶĚ�ŵĞƚƌŝĐƐ�
ප��ǀŽŝĚ�ŐƌĂƉŚŝĐƐ�
ප�hƐĞ�ĂŶ�ĂƉƉƌŽƉƌŝĂƚĞ�ĨŽŶƚ�ƐƚǇůĞ͕�ƐŝǌĞ͕�ĂŶĚ�ĐŽůŽƌ�
ප�&ŽƌŵĂƚ�ĂƉƉƌŽƉƌŝĂƚĞůǇ�
ප�hƐĞ�Ă�ĐŽŵŵŽŶ�ĚŽĐƵŵĞŶƚ�ƚǇƉĞ�
ප�/ŶĐůƵĚĞ�ǁŚŝƚĞ�ƐƉĂĐĞ�
ප�hƐĞ�ďŽůĚĨĂĐĞ�ĨŽƌ�ĞŵƉŚĂƐŝƐ�
 

Spelling, Grammar, and Punctuation 
ප�hƐĞ�ĂĐƚŝŽŶ�ǁŽƌĚƐ�
ප�WĂǇ�ĂƚƚĞŶƚŝŽŶ�ƚŽ�ĚĞƚĂŝůƐ�
ප��ŶƐƵƌĞ�Ă�ƉƵŶĐƚƵĂƚŝŽŶ�ĂŶĚ�ĐĂƉŝƚĂůŝǌĂƚŝŽŶ�ŝƐ�ĐŽŶƐŝƐƚĞŶƚ�ĂŶĚ�ĐŽƌƌĞĐƚ�
ප��ŵƉůŽǇ�Ă�ĨƌŝĞŶĚůǇ�ďƵƚ�ƉƌŽĨĞƐƐŝŽŶĂů�ƚŽŶĞ�
 

Bonus Tips for an Outstanding Cover Letter 
ප�'Ğƚ�ƚŽ�ŬŶŽǁ�ƚŚĞ�ĐŽŵƉĂŶǇ͛Ɛ�ĐƵůƚƵƌĞ�ĂŶĚ�ŵĂŬĞ�ƐƵƌĞ�ƚŚĞ�ƚŽŶĞ�ŽĨ�ǇŽƵƌ�ůĞƚƚĞƌ�ƌĞĨůĞĐƚƐ�ŝƚ�
ප�&ŽĐƵƐ�ŽŶ�ǇŽƵƌ�ǁŽƌŬ�ĞǆƉĞƌŝĞŶĐĞ�ƌĂƚŚĞƌ�ƚŚĂŶ�ǇŽƵƌ�ĞĚƵĐĂƚŝŽŶ�
ප�hƐĞ�ĂŶ�ĂĐƚŝǀĞ�ǀŽŝĐĞ�ŝŶƐƚĞĂĚ�ŽĨ�Ă�ƉĂƐƐŝǀĞ�ǀŽŝĐĞ�
ප�^ŚŽǁ�ŝŶƚĞƌĞƐƚ�ĂŶĚ�ĞŶƚŚƵƐŝĂƐŵ�ĂďŽƵƚ�ǁŚĂƚ�ǇŽƵ�ŚĂǀĞ�ƚŽ�ŽĨĨĞƌ�ĂŶĚ�ǁŚĂƚ�ƚŚĞ�ĐŽŵƉĂŶǇ�ŝƐ�ĚŽŝŶŐ�
ප�tƌŝƚĞ�ůŝŬĞ�Ă�ƌĞĂů�ƉĞƌƐŽŶ�ĂŶĚ�ďĞ�ǇŽƵƌƐĞůĨ�;ŶŽƚ�ĨĂŬĞ�Žƌ�ƚŽŽ�ĨŽƌŵĂůͿ�
ප�^ƚĂǇ�ƉŽƐŝƚŝǀĞ�ĂŶĚ�ĨŽĐƵƐ�ŽŶ�ǇŽƵƌ�ƐƚƌĞŶŐƚŚƐ͖�ĚŽŶ͛ƚ�ĂƉŽůŽŐŝǌĞ�ĨŽƌ�ŶŽƚ�ŚĂǀŝŶŐ�ƚŚĞ�ƌŝŐŚƚ�ĞǆƉĞƌŝĞŶĐĞ����
�

�

 
�ŐŶĞƐ��ĚǁĂƌĚƐ�,Ăůů�ZŽŽŵ�ϭϬϰ�ͮ�ϯϯϳ͘ϰϴϮ͘ϭϰϰϰ��
ĐĂƌĞĞƌΛůŽƵŝƐŝĂŶĂ͘ĞĚƵ�ͮ�ĐĂƌĞĞƌ͘ůŽƵŝƐŝĂŶĂ͘ĞĚƵ�

 



SAMPLE COVER LETTER/APPLICATION LETTER 
 
 
123 Main Street 
Anytown, LA  70000 
 
February 12, 2017 
 
Ms. Jane Smith, HR Manager 
XYZ Company 
789 University Street 
Anytown, LA  70000 
 
Dear Ms. Smith: 
 
I am applying for the Marketing Intern position that was recently advertised with the University 
of Louisiana at Lafayette Career Services.  With my experience, academic background and career 
interests, I believe I would make an excellent addition to the marketing team and XYZ Company. 
 
Your position requires skills in communication, research and teamwork.  My strong 
communication and marketing skills have proved to be valuable assets at two major retail  
chains.  As a Sales Associate with JC Penney Department Store, I achieved the Customer 
Satisfaction Award and was promoted to Lead Sales Associate after only three months of 
employment.  This recognition is awarded to individuals with outstanding customer service  
and leadership skills, sales ability and teamwork efforts.  At Old Navy Department Stores, I 
worked as part of a team of fifteen to plan and execute marketing strategies for promotional 
items.  Additionally, you will find my research background at ABC Medical Center valuable  
in successfully completing marketing projects.  The enclosed resume will describe my  
experience in greater detail. 
 
It is evident from your website that XYZ Company is transforming the industry with global 
expansion and technological advancement.  I am anxious to be a part of such an innovative team.  
I am confident that I can make an immediate contribution to the department and am willing and 
eager to learn additional skills that would benefit the company.  Moreover, the internship will be 
a great learning experience, allowing me to apply my academic studies to a real-world work 
environment. 
 
I ZRXld aSSUeciaWe Whe RSSRUWXQiW\ WR PeeW ZiWh \RX WR diVcXVV Whe SRVVibiliW\ Rf jRiQiQg XYZ¶V 
Marketing Department.  In the meantime, please feel free to contact me at (337) 555-4444 for 
additional information.  Thank you for your time and consideration. 
 
Sincerely, 
 
 
 
Cayenne Pepper 
 
Enclosure:  Resume 

TIP: 
State why you are writing, what you are 
applying for and how you learned of the 
position.  Grab the attention of the reader by 
providing information to show your interest. 

TIP: 
Refer to your 
resume, drawing 
attention to your 
most relevant 
experience(s) and 
skills.  Point out 
achievements.  
Show that you did 
your homework 
and stress your 
interest in the job. 

TIP: 
Initiate follow-up and 
show appreciation.  SIGN 
your letter.  Note that you 
have enclosed resume. 
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