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Cover Letters
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ECU Career Services



What is a 
resume?

What is the 
purpose of a 

resume?

A summary of your experiences and skills 
relevant to a position

A sales document that highlights 
accomplishments to show that you are 
qualified

Customized to match the position



Average of 150 

applicants per job

8-10 second 

scan

How long do you 
have to make an 
impression with 
your resume?



• Spelling and grammar errors

• Formatting
• Designs
• Inconsistent formatting
• Fru Fru fonts
• Overuse of bold, italic, etc.
• Dense blocks of copy
• Margins overly large or overly small

• Multiple pages

• No key words

Resumes That Don’t Make it Past the 

8-10 Second Scan  

Our  or  Out It’s or Its Affect or Effect



Formatting 
Mistakes

Formatting Mishaps
Colors and Art Work

Logos or Symbols

Columns 

Not prioritizing relevant experience/ jobs 



No Photos Needed

No Graphs/ Graphics

No Paragraphs

Don’t waste space
*Templates generally 
cause spacing issues 

that can’t be 
changed*

Make it easy to read

TEMPLATES



Content

Experience

School Work

Accomplishments



Characteristics of Strong Content 

• Concise and vibrant language

• Never me, my, or I

• Highlights and/or achievements

• Customized summary of experiences and skills relevant to the position

• Key Words



Why Key Words and Customized 

Content are Critical

Resume might not be seen 
by a human until it has been 

pre-screened through an 
Applicant Tracking System.



Customize your Resume

• Analyze the job description

• Identify desired skills, qualifications, and experiences 

• Align your skills, qualifications and experiences to the needs identified in the posting

HIGHLIGHT CIRCLE UNDERLINE



What Experience Should I Use?

Jobs and internships
Class projects and 

activities

Research
Volunteer and Service 

Learning

Shadowing/Observation
Clubs, Organizations, 
Campus Involvement



We are looking for a committed Teacher to complement our qualified workforce of educators. You will be responsible for preparing and 
implementing a full educational teaching plan according to the school’s requirements. It will be fundamental to provide knowledge and 
instruction to students while also helping them develop their personalities and skills.

The ideal candidate will be passionate for the job with an ability to reach out to students and create a relationship of mutual trust. They will 
know how to organize a class and make learning an easy and meaningful process.
The goal is to help cultivate the students’ interest in education and be their dedicated ally in the entire process of learning and development.

•Presenting lessons in a comprehensive manner and use visual/audio means to facilitate learning

•Providing individualized instruction to each student by promoting interactive learning

•Creating and distributing educational content Present lessons in a comprehensive manner and use visual/audio means to facilitate learning

•Maintain a tidy and orderly classroom

•Collaborate with other teachers, parents and stakeholders and participate in regular meetings

•Plan and execute educational in-class and outdoor activities and events

•Observe and understand students’ behavior and psyche and report suspicions of neglect, abuse etc.

•Develop and enrich professional skills and knowledge by attending seminars, conferences etc



We are looking for a committed Teacher to complement our qualified workforce of educators. You will be responsible for preparing and 
implementing a full educational teaching plan according to the school’s requirements. It will be fundamental to provide knowledge and 
instruction to students while also helping them develop their personalities and skills.

The ideal candidate will be passionate for the job with an ability to reach out to students and create a relationship of mutual trust. They will 
know how to organize a class and make learning an easy and meaningful process.
The goal is to help cultivate the students’ interest in education and be their dedicated ally in the entire process of learning and development.

•Presenting lessons in a comprehensive manner and use visual/audio means to facilitate learning

•Providing individualized instruction to each student by promoting interactive learning

•Creating and distributing educational content

•Assess and record students’ progress and provide grades and feedback

•Maintain a tidy and orderly classroom

•Collaborate with other teachers, parents and stakeholders and participate in regular meetings

•Plan and execute educational in-class and outdoor activities and events

•Observe and understand students’ behavior and psyche and report suspicions of neglect, abuse etc.

•Develop and enrich professional skills and knowledge by attending seminars, conferences etc



Resume Sections



SECTION 1

SECTION 2

SECTION 3



Top ¼ of your 
resume

Introduction

Section 1

• Contact Information – include websites, Linked In URL, phone number, 
email address; street address optional

• Objective – optional

• Skills – cite specific skills or competencies that are important; technical 
as well as soft skills

• Notable Accomplishments/Awards/Honors/Study Abroad

• Education – will move lower on resume as you gain professional 
experience

• Degree, not major; include minor and concentration

• Spell out– Bachelor of Science in…. Education- NOT BS

• Date and month of expected graduation date

• No high school information (unless freshman)

• GPA, Dean’s List, Chancellor’s List

• Highest degree first (Ph.D., Masters, Bachelors, Associates)

• Relevant Coursework – if applying for an internship





Experience

Section 2

Middle ½ of
your resume

 Relevant Experience  

• Information that demonstrates your experience or skill sets from 
jobs, internships, volunteering, class projects, etc.

• REPEAT:  Jobs, internships, volunteering, class projects, etc.

• Group under categories or headers that point out what you want 
to emphasize

• Can be listed in chronological or relevance order

• 2-3 entries

• 3-5 bullet points





Last ¼ of
your resume

Pictures? Height, Weight, Gender, Age, Marital Status

Additional 
Information

Section 3

 Shadowing/Observation

 Campus or Community Engagement

 Leadership

 Professional Affiliations

 Work Experience (unrelated jobs) - see below

Work Experience

Server, Down East Wine and Diner Purpleville, NC August 2015-Present

Lead Tutor, Pirate Tutoring Center XYZ University, Purpleville, NC August 2016-2018





NO TEMPLATES

Use tables to organize titles, locations, and dates

FORMATTING TIPS



Bullet PointsMake sure your Bullet 

Points Sell your Story!



Tell your 
Story in 
Bullet 
Points

Start  with an action verb
What you did
How you did it
Why you did it
Quantified (How many, how much)
Value or benefit it provided

When Possible:  Frame as an 
accomplishment  (First, Best, Only, 
Top…)



Dull Bullet

- Worked with children on math skills

Shiny Bullet

- Worked with 10 second grade students in a low-level math group in a 
one-on-one setting to observe students’ math skills, ensuring common 

core standards are being met or exceeded



Summary

1-Before a resume crosses the desk of a hiring manager may need to make it through an 
ATS which will screen for key words and relevant information

2-Resumes must be visually appealing, and free of grammar or spelling errors to make it 
past the initial scan of 8-10 seconds

3-Resumes should be targeted and customized

4-Experience should be denoted in bullet points that start with an action verb and 
explain what was accomplished, how it was accomplished, and describe its value or 
benefit



Cover 
Letters



Cover Letter

• Show them your WHY

• Match it to the job description

• TELL about your experiences and 
education through specific 
examples

• Make the match of why you’re a 
good candidate



Questions? 





How to contact me:

E-Mail: oakleyme19@ecu.edu

SCHEDULE TO MEET ON HANDSHAKE

mailto:oakleyme19@ecu.edu


How to Schedule to meet with a Career Liaison
(Meredith Oakley)

 Step 1: Visit https://ecu.joinhandshake.com/ and log in/ sign up for account

 Step 2: Find “Career Center” at the top from the options on the website (far right)

 Step 3 & 4: Click on Appointments  and Click on Schedule A New Appointment

 Step 5: Select what you would like to meet about/ Select Virtual Resume Review

 Step 6: 
 Choose an appointment based off a specific staff member and see what times I have available

 OR Choose an appointment with any counselor based off what times they have available that 
work with your schedule

https://ecu.joinhandshake.com/

