
Resumé & Cover Letter Writing
Introduction to Resumes and Cover Letters



Workshop Guidelines

• Please be courteous and respectful to the host and other participants
• This is an interactive session - we welcome you to ask questions at 

any time (unmute your microphone or send questions via chat)
• The workshop presentation and other materials will be sent to all 

participants who provided an email address
• Follow up with your nearest Oakland County Michigan Works! 

service center for additional assistance



FORMAT: The Basics

 Chronological
 Functional
 Combination











Parts of a Resumé

• Contact Information
• Email/Phone/LinkedIn

• Summary
• What you’ve done.

• Education
• Work Experience: Tasks
• Honors/Awards
• Training/Abilities/Service
• Skills: Technology
• Skills: Languages

Optional: Relate It
• Activities/Interests
• Education Highlights
• Projects/Research
• Volunteer

Presenter
Presentation Notes
Verbal, email, what contact information means.



Summary: Samples

Experienced Pharmacy Technician in both retail & Long-Term 
Care. Accurate with compassion for clients. Previous work as a 
Certified Medical Assistant. Patient-Focused in service.

Experienced Customer Service Specialist with strong problem 
solving and communications skills within diverse populations. 
Adaptable, critical thinker, flexible in a fast-paced environment.



Resumé: The Review

Every job gets its 
own Resume. 

Make it Custom.

Check Spelling 
and Grammar.

Use Key Words 
from your field 
and/or industry.

Use simple, direct 
language.

Use numbers and 
data to showcase 

achievements.

Avoid long 
sentences and 

paragraphs.

Don’t use 
Pronouns. 

(She/He/They)

Use Action Verbs!



The Review: Part 2

• Simple Fonts: Arial, Cambria, Calibri, Times New Roman

• Use, bold, italic, or underline to separate sections

• Margins: ½ - 1 inch

• Length: 1 Page

• Print: 1 side only, quality paper

• If using graphics and color, be professional



FORMAT: Cover Letter

 Salutation
 Body of the Letter
 Complimentary Close and Signature Line



Parts of a Cover Letter

• Contact Information
• Email/Phone/LinkedIn

• Employer Contact Information 
• Name/Title/Company/ Address

(City, State, Zip Code)

• Summary
• What you’ve done.



Salutation
If  you do not have a contact name, you can skip the 
salutation entirely. 

Examples:

 Dear Mrs. Smith
 Dear Hiring Manager
 To Whom it May Concern

Do your research:  If  you do not have the gender of  
the person you are sending the letter to, use the full 
name:  Dear Sean Smith



Body of the Letter
The body of the letter lets the employer know what position you are 
applying for, why the employer should select you for an interview 
and how you will follow-up. 

Organize the letter in three paragraphs:

1. Opening:  Includes why you are writing, the position you are 
applying for and where you found the job listing.

2. Skills:  (Often called the Pitch)  This section describes what you 
have to offer the employer.  Mention how our qualifications 
match the job you are applying for.  Make a connection 
between your qualifications and the job requirements crystal 
clear.

3. Closing:  Conclude your cover letter by thanking the employer 
for considering you for the position.  Include information on how 
you will follow-up. 



Complimentary Close and Signature Line

Example closing would include:

 Respectfully yours
 Sincerely
 Sincerely yours
 Best

Type Signature Line



Questions
Kierra Dixson, BA, CDF

Career Advisor/Case Manager

1850 N. Perry St. 
Pontiac, MI 48340

Main: (248) 276-1777
Direct: (248) 276-1772
Cell: (248) 469-8172

Kierra.Dixson@goodwilldetroit.org

www.facebook.com/MIWorksPontiac/

mailto:Kierra.Dixson@goodwilldetroit.org
http://www.facebook.com/MIWorksPontiac/
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