· DON’T just restate the bullet points from your resume!!
· Expand on what you summarized in the resume
· Show the employer why you want this job and why they should contact you
· Be confident in yourself and your abilities, but don’t come off as bragging or arrogant
· Write a new cover letter for EVERY job you apply for
· Do not just create a generic cover letter to be used for all applications
· Keep the cover letter to ONLY one page
· Around 300-500 words is a good length
· Address the cover letter to a specific person
· Find out the name of the hiring manager
· If you can’t find it, say “Dear Hiring Manager(s)”
· But a name is always better!
· Highlight the skills you do have
· Don’t focus on the skills you don’t have
· Show how what you already possess makes you a good fit for the job
· Be yourself and show the employer this best side of yourself
· Include actions and power verbs that show rather than tell the employer your skills and accomplishments
· **See below for a list of power and action verbs
· Make a direct request for the hiring manager to contact you
· This solidifies your interest in the position in their mind
· Leave space for you to sign your name
· Print it off, sign it, and then scan it back into the computer so you have the signed copy ready to submit
· Proofread you cover letter to make sure it is free of typos
· Have friends/family look at it too! An extra set of eyes never hurts
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Management/
Leadership
Skills
administered
assigned
attained
chaired
consolidated
contracted
coordinated
delegated
developed
directed
eliminated
enhanced
enforced
established
evaluated
executed
generated
headed

hired
improved
incorporated
increased
inspected
instituted
managed
motivated
organized
oversaw
planned
presided
prioritized
produced
recommended
reorganized
reviewed
scheduled
strengthened
supervised

Communication
Skills

addressed
advertised
arranged
collaborated
communicated
composed
condensed
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RESUME ACTION VERBS AND ADVERBS

contacted
convinced
corresponded
defined
directed
drafted
edited
elicited
explained
expressed
formulated
influenced
interpreted
interviewed
judged
lectured
marketed
mediated
moderated
negotiated
observed
participated
persuaded
presented
promoted
publicized
reconciled
recruited
referred
reported
resolved
responded
spoke
suggested
synthesized
translated
wrote

Research
Skills
analyzed
clarified
collected
compared
conducted
determined
evaluated
examined
extracted
formulated
gathered

identified
interpreted
interviewed
invented
investigated
located
measured
organized
researched
reviewed
solved
summarized
surveyed
systematized
tested

Technical
Skills
applied
assembled
built
calculated
conserved
constructed
designed
determined
developed
installed
maintained
operated
programmed
resolved
specialized
upgraded

Teaching Skills
adapted
advised
arranged
clarified
communicated
conducted
coordinated
critiqued
developed
enabled
evaluated
explained
facilitated
guided
individualized

instructed
motivated
set goals
stimulated
taught
trained
transmitted
tutored

Creative
Skills
acted
composed
conceptualized
created
designed
directed
displayed
drew
entertained
fashioned
formulated
founded
illustrated
introduced
invented
modeled
originated
performed
photographed
planned
revised
shaped

Helping Skills
advocated
aided
answered
assisted
cared for
clarified
counseled
diagnosed
educated
encouraged
facilitated
familiarized
furthered
helped
influenced
insured

mentored
provided
referred
rehabilitated
resolved
simplified
supplied
supported
volunteered

Organizational
Skills
approved
arranged
catalogued
categorized
charted
classified
coded
collected
compiled
corresponded
distributed
filed
generated
implemented
inspected
maintained
monitored
operated
organized
prepared
processed
provided
recorded
reviewed
scheduled
sorted
submitted
standardized
systemized
updated
validated
verified

Financial Skills
analyzed
appraised
audited

balanced
budgeted

calculated
computed
developed
estimated
forecasted
managed
marketed
planned
projected
reconciled
reduced
researched

More
Verbs...
achieved
completed
contributed
effected
electrified
expanded
improved
navigated
negotiated
pioneered
perfected
promoted
quoted
reduced
resolved
sparked
spearheaded
spoke
succeeded
supervised
surpassed
transferred
unified

Adverbs
accurately
attentively
creatively
efficiently
intelligently
inventively
quickly
responsibly
successfully
uniquely
effectively





