
H o w  t o  W r i t e  a  R é s u m é

A résumé is a concise summation of your goals, education, skil ls, and experience. 
Employers may spend as l itt le as  30 seconds looking at each résumé and, for that 

reason, you want your résumé to stand out. 

T h e  f i r s t  s t e p   

B e f o r e  y o u  s  t a  r  t  w r  i t i n g  t h e  r  é  s  u m é  ! 

Make a  L is t o f Your Act iv i t ies :  inc lude 

• P a i d  W o r k  E x p e r i e n c e  –  a n d / a l l  p a r t  t i m e  o r  f u l l - t i m e  j o b s  h e l d
• V o l u n t e e r  W o r k  –  a c t i v i s m  i n  t h e  c o m m u n i t y ,  h i g h  s c h o o l  o r  c o l l e g e
• I n t e r n s h i p s  –  p a i d ,  u n p a i d ,  o r  f o r -  c r e d i t
• L e a d e r s h i p  o r  E x t r a c u r r i c u l a r  A c t i v i t i e s  -  p a r t i c i p a t i n g  i n  s c h o o l  o r  c o l l e g e  c l u b s ,  s p o r t s ,

c h a r i t a b l e  e v e n t s ,  f u n d r a i s i n g ,  p e e r  m e n t o r i n g  a n d  o t h e r s .

Depending on how much you have done, your l i s t  may go back to high school .  

T h e  S e c o n d  S t e p

D e s c r i b e  y o u r  A c c o m p l i s h m e n t s  a n d  s k i l l s

• N e  x  t  t o  e a  c  h  a  c  t i v i  t  y  l i  s  t e d  a  b o  v e  ,  w  r i  t e  a  s  h o  r  t  p  a  r  a  g  r a  p  h  ( m a  y  b e  4  s  e n  t e  n c e  s )  d e
s c  r i b  i n g  y  o u  r  d u  t i e  s  a  n d  / o  r  a c c  o m p l i s  h m e n  t s  .  F o  r  n  o w  ,  d o  n o  t  w  o r  r  y  a b o  u  t  u  s i n  g  “  r é  s
u m é  la  n g  u a g e  ”  – j u s t  w r i t e !

T h e  T h i r d  S t e p

H i g h l i g h t i n g  y o u r  s k i l l s ,  a c t i v i t i e s ,  a n d  s t r e n g t h s  

C r e a t i n g  a n  a u t h e n t i c ,  h o n e s t  Q u a l i f i c a t i o n  S u m m a r y  

Review the l i s t  that you created , and ask yoursel f  
• “What are my greatest st rengths?”    Wri te them down!

Now ask yoursel f
• “What are the ski l l s  required for the job(s )  or internship(s )  that in terest me?”

Wri te them down as we l l !

Final ly, using your l ist ,  wri te a short summary of your key achievements, ski l ls ,  experience and 
qual i f ications that wi l l  serve as your “Qual i f ication Summary” that can demonstrate to an 

employer or recruiter that you are a good match for the posit ion.
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R e a d y  f o r  t h e  n e x t  s t e p ?
T h e  F o u r t h  S t e p  

C r e a t i n g  s e c t i o n s  o f  y o u r  r é s u m é  
Use the  fo l lowing format  for  a  ch rono log i ca l  résumé –  most  common for  co l l ege s tudents  and new  graduates .  

C o n t a c t  i n f o r m a t i o n  
• Put  your  name in  14-po int  font .  Fonts  ( 16  or  over )  can overpower  your  name and take  up  va luab le  space  on  your

résumé.
• Inc lude  a  pro fes s iona l  –  sounding  emai l  t ha t  you  can check da i l y
• Inc lude  a  l i nk  to  your  L inkedIn  prof i l e
• Inc lud ing your  s t reet  address  i s  no  longer  necessary .  Inc lude  your  c i t y ,  s ta te  and z ip  code.  See page  3  for  more

informat ion .

Q u a l i f i c a t i o n  S u m m a r y  
• This  summary  sect ion goes  r ight  under  your  contact  in fo rmat ion on your  resume.  I t  shou ld  be  a  b r i ef  (maybe 5

to  6  sentences )  l i s t  o f  your  key  ach ievements ,  sk i l l s ,  exper i ence and qua l i f i ca t ions  most  re l evant  to  your  se l ected
internsh ip  or  job  pos i t ions .  Do not  cut  and paste  your  QS  f rom a  resume or  ca reer  s i t e  on l ine .  Do Not  “ l i f t ”  your
QS word for  word  us ing Ar t i f i c ia l  In te l l igence.   Ra ther  cons ider  use  AI  as  a  too l  to  w r i te  a  persona l i zed o r
cus tomized  summary  tha t  “ te l l s  your  se l f -brand  s tory . ”   Rev iew your  QS  w i th  a  ca reer  spec ia l i s t  so  tha t  you can
f ine-tune  i t .  Recru i te rs  a re  not  impressed w i th  “canned”  AI  Qua l i f i ca t ion  Summar ies  on  resumes  that  a re
depersona l i zed .  Recru i te rs  look  fo r  authent ic  and  honest  representa t ions  o f  yourse l f  in  your  Qua l i f i ca t ion
Summary .  See  page 3  for  he lp  in  us ing  Ar t i f i c ia l  In t e l l igence  as  a  too l .

E d u c a t i o n  
• Whi le s t i l l  in  co l l ege,  a  recent  graduate ,  o r  have  recent l y  earned  a  graduate  degree o r  p ro fess iona l  degree,  your

Educat ion  sect ion  goes  d i rect l y  a f t er  your  contact  i n format ion and  an  ob ject i ve ( i f  you  choose to  use  one) .
• L i s t  the  name of  the  Univers i t y  in  fu l l

For  example ,  “The  C i t y  Un i ver s i t y  o f  New York ,  Co l l ege o f  S ta ten I s land” .  I t  i s  not  necessary  to  l i s t  the  loca t ion
of  the un i vers i t y .

• L i s t  the  name of  degree you earned  and  expected year  o f  graduat ion  in  fu l l  under  the  un ivers i t y .  Fo r  example ,
“Bachelor  o f  Sc i ence  Degree  in  Account ing ,  expected ,  2027”

• Inc lude  your  overa l l  Grade  Po int  Average i f  you  want  to  emphas ize  your  a cademic  t ra in ing  re l evant  to  the job o r
internsh ip  pos i t ion you  a re seek ing .  Note :  on l y  inc lude your  GPA i f  i t  i s  above  a  3 . 0 .

• S ign i f i cant  honors  and  awards  can be  inc luded  in  th i s  sect ion as  can  S tudy Abroad .
I f  you have  many  awards  and honors ,  you  can crea te  a  separa te sect ion .  D iscus s  tha t  opt ion w i th  your
profess iona l  résumé rev iewer .

R e l e v a n t  C o u r s e w o r k  
• This  i s  an opt iona l  sect ion  on  a  résumé.  You  can inc lude  h igher- l eve l  coursework  per t inent  to  the  pos i t ion you

are  seek ing .   L i s t  t h e  o f f i c i a l  n a m e s  o f  a n y  c o u r s e s ,  n o t  c o u r s e  n u m b e r s .

E x p e r i e n c e  
• L i s t  your  work  exper i ence  in  chrono log ica l  o rder  (most  recent  f i r s t )
• L i s t  the  fu l l  and fo rma l  name o f  the  company  where you  worked  or  in t erned .   No abbrev ia t ions .  For  example ,

“New York  Po l i ce  Department”  NOT  NYPD.
• L i s t  your  job  t i t l e  and  the  dates  o f  your  employment .  Use  months  and  years  on ly .
• Drawing on the  h igh l ights  you  wrote  i n  S tep 2  and  3 ,  choose  a  few  sentences  to  descr ibe  your  dut i es  and keep

your  job  bul l et s  to  no more than  four .
• Use act ion words  and keywords  i n  your  wr i t ing  and  inc lude  resu l t s  you  have  ach ieved and act ions  you  took

ra ther  than  vague  “cheer l ead ing”  bu l l et s .  C i t e  spec i f i c  numbers  and  percentages  to  make your  po int .  For
example ,  “Managed  day  to  day  opera t ion  and  superv i sed  s ta f f  o f  f i ve  fu l l  t ime workers . ”   “ I ncreased sa les  by  25%
in f i r s t  quar t er . ”

L e a d e r s h i p / V o l u n t e e r  w o r k
• L i s t  any ext racurr i cu la r  or  vo lunteer  work  w i th  a  one-sentence descr ip t ion and  the year .

S k i l l s  
• L i s t  any spec ia l i z ed “hard ”  sk i l l s  o r  knowledge such  as  computer  s ys tems ,  wor ld  languages ,  a r t ,  mus ic ,  sport s ,

medica l  t ra in ing  et c .
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S O M E  T H I N G S  T O  K E E P  I N  M I N D

U S I N G  A R T I F I C I A L  I N T E L L I G E N C E

Using Artificial Intelligence (AI) can be a helpful tool in streamlining and improving the overall 
quality of writing resumes, cover letters, and any other professional career correspondence.  Here 

are some guidelines to follow when using AI for this purpose: 

• Understand AI’s capabilities as a useful tool in writing your content and selecting a format but
AI is not a substitute for your own input and judgment in writing your resume and cover letter.
Relying solely on AI to “write” your resume and cover letter places you at a great disadvantage
in developing your self-brand or your “story” that recruiters are eager to hear.  Besides, most
recruiters can spot an AI resume and cover letter halfway down the page and will discard it
immediately.

• When using AI, customize the content of your resume.  AI can produce generic resumes and
cover letters, but it is essential to take the time to make sure the content is your own and that
it accurately reflects your skills, accomplishments and experiences. And as is the case with all
resume and cover letter writing, make sure your content matches the requirements and
preferences for each employment/internship application. Remember YOU, NOT AI, should
highlight the skills and experiences that are most relevant to the position.

• Review and edit the content. Although AI can provide a good starting point, it's essential to
review and edit the content to reflect your personal style, tone, and specific career goals. This
ensures that your application materials reflect your unique personality and voice.

• Find someone reliable to proofread for errors: AI-generated content may contain grammatical
or spelling errors. Take the time to show your final document to your selected proofreader
(career specialist, faculty member, mentor) to correct any mistakes that might have been
missed by you or the AI system.

• Use a reputable AI tool: There are several AI-powered resume and cover letter writing tools
available. Research and choose a reputable tool with positive reviews and a track record of
producing high-quality content. Ask a Career Specialist at the Center for Career and
Professional Development for the names of trustworthy AI career tools.

• Seek feedback from a career specialist, faculty, or a mentor. While AI can assist in generating
content, it's valuable to review the content and format of your resume and cover letter with
those who have experience in hiring or reviewing resumes. They can provide insights,
suggestions, and help ensure that your resume and cover letter effectively communicate your
skills and qualifications.

• Remember, using AI for resume and cover letter writing should be a complement to your own
efforts, not a complete replacement. It's important to strike a balance between leveraging AI's
capabilities and incorporating your own expertise and self-brand in writing a winning resume
and cover letter.

• Bottom Line: recruiters can spot an “AI only” resume and cover letter at first glance. It will
jeopardize your hiring power immediately.

S ca n  be l ow  f or  “ K i c k R es u m e” ,  a n  A I  s i t e  t h a t  i s  a  r e pu t a b l e  t oo l  f or  r e s u m e w r i t i n g  
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A r t i f i c i a l  I n t e l l i g e n c e  a n d  A p p l i c a n t  T r a c k i n g  S y s t e m s  

G one  a r e  th e  day s  o f  c ra f t i ng  a  r e sume  to  im pr e ss  hu man  e ye s .  Th e  r i s e  o f  a r t i f i c i a l  
i n te l l i genc e  (A I )  i n  H R  op e ra t i on s  m ean s  you r  r e su m e mu s t  f i r s t  ge t  pa s t  au tom a te d  

s cann in g  and  f i l t e r i ng .  Be  s ma r t !  Th e  fo l l o w ing  r e su me  mi s t a ke s  w i l l  g e t  you  i n s tan t l y  
r e j ec ted  b y  e mp loye r s  th ank s  to  A I  

• Photos are no-goes - Resume-scanning AI systems process text. If you list your critical skills and
qualifications in an image, it will probably be ignored. All the key elements of your resume must
be in text format. While infographics are attractive, they don't belong on your resume.

• Keywords are, well, key - Just like search engine optimization (SEO) works to get websites noticed,
ATS looks for specific keywords related to the job in resumes. Not having keywords from the job
description in your resume will give it low matching scores. Be sure to use words in the ad for the
open position in your resume, but not too many.

• Overstuffing keywords - Some candidates try to trick AI by stuffing their resumes with
keywords. The AI is trained to throw these resumes away. Here's a rule of thumb. For each previous 
position listed on your resume, include two or three keywords that align with the job that interests 
you.

• Layout matters - Multiple columns, graphics or unusual alignment can confuse these
systems. Your resume should have a clean, simple layout with standard margins and clear headings 
for each section. Consistency in formatting your resume is crucial. Use bullet points, headers and 
tables appropriately. Inconsistent or fancy designs can confuse the AI, resulting in critical 
information being overlooked and your resume being ignored.

• Don't use fonts to stand out -  Using 'creative' fonts might seem an excellent way to stand out, but 
they can confuse automated systems. These fonts are good for ATS' readability: Here are some 
traditional font choices for resumes:  Arial: A sans-serif font well-suited for digital screens: .Calibri: 
The default font for Microsoft Word;
Helvetica: A popular sans-serif font; Georgia: A font designed specifically for screen legibility.

• Bear in mind robots don't find you funny  - AI isn't the greatest with sarcasm or flowery language. 
They've been designed to look for specific keywords and precise information.

• Pay attention to your job titles - For example, if your job title was 'Creative Product Champion” AI 
might not be able to know this is really a 'Marketing Manager’. It’s best to list on your resume 
'Marketing Manager'. Be clear and concise about your experience and skills, and don't assume the 
algorithm scanning your resume will know you've done X, Y or Z because of a job title.

• Using an incorrect file type: - This can be an easily overlooked detail. Some ATS platforms might 
have trouble reading resumes in specific file formats. It's best to stick to commonly used formats 
like .docx or .pdf.

• Not providing context - Don't put a list of accomplishments without any context. AI won't be able to 
interpret it. For example, instead of saying, 'Increased sales by 20 percent,' say, 'Implemented a new 
marketing strategy that increased sales by 20 percent within one quarter.'

• Don’t forget to be human! – supplement your resume with networking and make sure that a real 
human is looking at your application before AI rules you out.
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I n f o r m a t i c s  a n d  A p p l i c a n t  T r a c k i n g  S y s t e m s

Recrui ters and hi r ing managers agree c la r i ty  in your résumé design should a lways outweigh “catchy” 
design elements .  When considering current résumé trends ,  keep this  in mind : less  is  more when i t  
comes to adding f la i r  to your résumé. Keep i t  s imple!  Avoid busy borders ,  images ,  ar twork ,  
photographs and in formatics that are dis t ract ing to  recrui ters and oftentimes can inadvertently  get 
your résumé thrown in the “NO” pi le .  Unusual  or “wacky” sect ion headers can a lso confuse an 
Appl icant Tracking System (ATS) or annoy an actual  recrui ter reviewing your résumé. Remember ,  your  
accompl ishments ,  experience , and education should take center s tage on your résumé, not your 
design ski l l s .  Overly decorating your  résumé cannot only detract f rom the v i ta l  in formation in your 
résumé,  but i t  can a l so  disqual i fy  even a qual i f ied appl icant.  

S o c i a l  M e d i a  P r e s e n c e
• Search Engines – Search Engines can be powerful  tools  in seeking employment so choose them

wisely .  Select  those search engines that  are legit imate,  have a re l iable reputat ion,  and are targeted
to your career f ie ld .  Avoid search engines that  ask you for  personal  or  conf ident ia l  informat ion  and/
or guarantee unreal is t ic  or  “quick f ix”  p lacements whi le sol ic i t ing money from you.  Never  provide
personal  or  conf ident ia l  informat ion to any onl ine search engine such as socia l  secur i ty  number,
bank account informat ion,  health status etc .

• Socia l  Networking – Select ing socia l  networking s i tes are legit imate resources for  seeking
employment ,  but there can be pi t fa l ls  that  can stop your job search r ight in i ts  t racks .  Remember
that  anything you post  to a Socia l  Networking s i te is  l ike ly  to be accessed by a potent ia l  employer
and may inf luence their  decis ion-making in hir ing you.  Be smart  in c leaning up and mainta in ing a
profess ional  d igi ta l  presence and changing/keeping your f i l ter  to pr ivate when you are conduct ing
your job search.   I f  you post  a picture of  yoursel f  on L inked In ,  and other popular  s i tes ,  make sure i t
is  a profess ional  pose.  These,  and others l ike i t ,  are employment-networking s i tes ,  not socia l  and
personal  media s i tes .  Remember,  even though i t  may seem l ike an invas ion of  your pr ivacy,
employers wi l l  “google”  you and what comes up wi l l  create a “ f i rs t”  impress ion of  you.

Always look and sound professiona  l .  

B o n u s  T i p  
Don't make your resume too short or too long. Aim for a one- to two-page resume 

Here's a rough guide based on your career stage: 
• Entry-level posit ions:

If  you're a recent graduate or early in your career, use a one-page resume that's
around 300-400 words.

• Mid-level professionals:
Professionals with several years of work experience resume can be two pages with
500- 700 words.

• Senior professionals/executives:
Those with extensive experience or applying for senior-level roles might extend their
resumes beyond two pages but no more than 1,000 words.
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B e f o r e  y o u  B e g i n … .

• Most employers spend only 10 to 20 seconds reviewing each résumé dur ing the f i rst  read through,
so i t  i s  important to make an immediate impact .  Here’s  how:

• Résumé design matters!  Choose a résumé sty le with a layout that  is  c lean,  s imple ,  and wel l
organized.

• Consider l imit ing your résumé to one page but here is  the guidel ine you should use.  I f  you have a
great deal  of  measurable and quant i f iable achievements and accompl ishments and lots  of  re levant
work exper ience,  you can and SHOULD go to the second page.  Never sacr i f ice re levant and
marketable exper ience just  to fol low the “ru le”  of  a one-page résumé. Work with a résumé
specia l is t  who can give you profess ional  guidance on the length.  For most postgraduates and
career changers with a long academic and/or employment history,  two-page résumés are standard.

• Leave margins that  show plenty of  white space.
• Design your résumé for easy reading – i t  should be v isual ly  pleas ing with a consistent font and

size,  use boldface and i ta l ics  to emphasize categor ies and achievements ,  and use bul let  instead of
paragraphs.  I f  you bold a speci f ic  category ,  do not under l ine as wel l .  Us ing bold and under l in ing  at
the same t ime is  redundant and looks too “busy” in the presentat ion.

• Pay specia l  at tent ion to your “SKILLS” sect ion us ing cr i t ica l  keywords that  snapshot your core
strengths ,  hard sk i l l s ,  and measurable attr ibutes .  Avoid cheer leading statements that show no
accompl ishments or  sk i l l s .

• Highl ight recent examples of  what you can br ing to a job or internship.  Stat is t ics  or  percentages of
accompl ishments that  bui ld on your sk i l l s  have the most impact  and IMPACT is  what you want!
Cultural improvements ,  speci f ic  projects  and customer growth a lso have an impact .

• Use a current font that  is  both business l ike and easy to read.  Font s ize should be consistent
throughout the résumé and can be as large as 12 or as smal l  as 10 .  Do not use Times Roman font  –
i t  i s  outdated.   (Consider Garamond,  Cal ibr i  L ight ,  Bodoni , )  Avoid us ing l ines as div iders that can
sometimes be confused as a letter  – use smal l  round bul lets  instead.

• Leave off  sa lary requirements ,  tables or columns,  and socia l  media prof i les that do not support
your job object ive .  (Facebook,  Twit ter ,  Instagram)

• Make sure you develop and inc lude a L inkedIn presence on your résumé. I t  i s  a  m  u s t  ! Get help
from a Career Specia l is t  in how to develop and update a profess ional  L inkedIn prof i le .

• Keywords – Do not send out the same gener ic  résumé for every job post ing.  Take a few minutes to
“mirror”  your résumé to the keywords and phrases in a speci f ic  job post ing you are target ing,
especia l ly  i f  an “Appl icant Tracking System” (ATS)  is  involved in the hir ing process .  Get as c lose to
the language of  the job post ing as poss ible .

• Always name your resume f i le  with your f i rst  and last  name! A recruiter who receives your resume
f i le  labeled “resume” wi l l  not even bother to open i t .  Your f i le  should be named “John Smith” or
“Jane Doe” so recrui ters  know ahead of  t ime whose resume they are about to review.

• Check with the Chazanoff School  of  Business ,  the School  of  Educat ion,  Learning Communit ies
(Macaulay Honors ,  The Verrazano School ,  SEEK,  C-STEP,  Cl in ica l  Mental  Health Master ’s  Program,
ASAP and others) ,  or  the Academic Department of  your major to f ind out the correct  wording in
the EDUCATION sect ion of  your résumé.

• El iminate “References Avai lable upon Request”  at  bottom of resume– no longer required.
• Arrange for a Career Specia l is t  to rev iew your f inal  draft  so you can be sure you have inc luded al l

the t ips above and you can discuss issues speci f ic  to YOUR résumé with a profess ional .



A d d r e s s  v s  N o  A d d r e s s
T h e r e  a r e  a d v a n t a g e s  a n d  d i s a d v a n t a g e s  t o  i n c l u d i n g  y o u r  s t r e e t  a d d r e s s  o n  y o u r  r é s u m é  a n d  
c o v e r  l e t t e r .   M o s t  r e c r u i t e r s  r e c o m m e n d  e l i m i n a t i n g  y o u r  s t r e e t  a d d r e s s  a n d  j u s t  i n c l u d i n g  
y o u r  c i t y ,  s t a t e  a n d  z i p  c o d e .  R e v i e w  t h e  i n f o r m a t i o n  b e l o w  c a r e f u l l y  a s  p a r t  o f  y o u r  
d e c i s i o n - m a k i n g  p r o c e s s .  U l t i m a t e l y ,  i t  i s  y o u r  c a l l .   

A D V A N T A G E S  
• R e l o c a t i o n  c o n c e r n s  -  s h o w s  e m p l o y e r  t h a t  y o u  r e s i d e  i n  t h e  a r e a  a n d  w i l l  n o t  r e q u i r e

r e l o c a t i o n
• D e m o n s t r a t e d  h o n e s t y  –  i n c l u d i n g  y o u r  a d d r e s s  s u g g e s t s  t r a n s p a r e n c y  a n d  t h a t  y o u

“ h a v e  n o t h i n g  t o  h i d e . ”
• C o m m u t i n g  i s s u e s  -  i n c l u d i n g  c i t y ,  s t a t e  a n d  z i p  c o d e  p r o v i d e  r e c r u i t e r s  w i t h

i n f o r m a t i o n  a b o u t  a n y  ‘ c o m m u t i n g  i s s u e s .

D I S A D V A N T A G E S
• P e r s o n a l  S a f e t y  -  I f  y o u  p o s t  y o u r  r é s u m é  o n l i n e ,  y o u  m a y  b e  o p e n i n g  y o u r s e l f  t o  s e c u r i t y

r i s k s .
• R e j e c t i o n  L e t t e r s  -  E l i m i n a t i n g  y o u r  s t r e e t  a d d r e s s  c a n  a c t u a l l y  p a y  d i v i d e n d s .  W i t h o u t  a

s t r e e t  a d d r e s s ,  c o m p a n i e s  c a n n o t  s e n d  y o u  a  f o r m a l  r e j e c t i o n  l e t t e r  a f t e r  i n t e r v i e w i n g  y o u .
I n s t e a d ,  r e p u t a b l e  e m p l o y e r s  a r e  b o u n d  b y  p r o f e s s i o n a l  c o u r t e s y  t o  c o n t a c t  y o u  w i t h  a
n o n  -  s e l e c t i o n  p h o n e  c a l l .  T h i s  g i v e s  y o u  a n  o p p o r t u n i t y  t o  h a v e  a  d i a l o g u e  w i t h  t h e
r e c r u i t e r  a n d  o n e  m o r e  o p p o r t u n i t y  t o  p r o v e  y o u r  v a l u e .  I f  t h e  c o m p a n y  h a s  n o t  m a d e  a
f i n a l  h i r i n g  d e c i s i o n ,  y o u  j u s t  m i g h t  m a k e  a n  i m p r e s s i o n  o v e r  t h e  p h o n e  t h a t  m a k e s  t h e m
r e c o n s i d e r  y o u r  q u a l i f i c a t i o n s .

• E c o n o m i c  P r o f i l i n g  -I f  y o u  i n c l u d e  y o u r  s t r e e t  a d d r e s s ,  s o m e  e m p l o y e r s  h a v e  b e e n  k n o w n  t o
u s e  o n l i n e  s e a r c h  e n g i n e s  ( t h i n k  z i l l o w . c o m )  t o  d e t e r m i n e  t h e  v a l u e  o f  y o u r  p r o p e r t y ,  t h e
m e d i a n  i n c o m e  i n  y o u r  n e i g h b o r h o o d  o r  h o w  m u c h  y o u  p a i d  f o r  y o u r  h o m e .  T h e y  c a n  u s e
t h i s  i n f o r m a t i o n  t o  d e v e l o p  a  s a l a r y  o f f e r  b a s e d  o n  y o u r  c u r r e n t  e c o n o m i c  s i t u a t i o n .  A
g r o w i n g  t r e n d  a m o n g  h i r i n g  p r o f e s s i o n a l s  i s  t o  l o o k  a t  y o u r  s t r e e t  a d d r e s s  t o  d e t e r m i n e  h o w
l o n g  y o u r  w o r k  c o m m u t e  w o u l d  b e .  S o m e  a c t u a l l y  e l i m i n a t e  g o o d  c a n d i d a t e s  s i m p l y  b e c a u s e
t h e y  f e e l  t h e  c o m m u t e  m i g h t  b e  t o o  l o n g .

• O l d  F a s h i o n e d  -  S o m e  r e c r u i t e r s  l o o k  a t  t h e  i n c l u s i o n  o f  s t r e e t  a d d r e s s  o n  a  r é s u m é  a n d
c o v e r  l e t t e r  a s  “  o u t  o f  s t e p  ”  w i t h  c u r r e n t  h i r i n g  t r e n d s .

E X C E P T I O N !
F e d e r a l  j o b  r e q u i r e m e n t  -  f u l l  s t r e e t  a d d r e s s  i s  r e q u i r e d  f o r  F e d e r a l  
r é s u m é s .  T h i s  r e m a i n s  a  r e q u i r e m e n t  f o r  a l l  f e d e r a l ,  s t a t e ,  c i t y ,  a n d  
m u n i c i p a l  j o b s .  
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L i n k e d I n  v s  R é s u m é  f o r  J o b  S e a r c h

Whether launching your internship or job search,  t ime is  of  the essence.  Should you focus on 
opt imiz ing your L inkedIn prof i le  or  your résumé? The s imple answer is  DO BOTH!  L inkedIn and 
résumés are used by most – i f  not a l l  – employers and recrui ters  to screen candidates and are a 
standard part  o f  the hi r ing process .    Because the two are di f ferent ,  they have di f ferent advantages.  

A d v a n t a g e s  o f  L i n k e d I n  

• Flex ib le – L inkedIn a l lows you to inc lude attachments ,  v ideo and hyper l inks and to share work
samples ,  media or speaking c l ips ,  which can dr ive recrui ters to your websi te .  Addit ional  sect ions
for  volunteer act iv i t ies ,  publ icat ions ,  even test imonia ls  inv i te you to inc lude more content that  you
can normal ly  of fer  on a résumé.

• Dynamic – Your L inkedIn prof i le  has the advantage of  being dynamic and ever changing unl ike a
résumé, which is  created at  a speci f ic  point  of  t ime .

• Shareable and Searchable – L inkedIn is  f requent ly  searched by recrui ters  and employers looking  for
candidates , so a careful ly  constructed profess ional  prof i le  can provide opportunit ies  beyond  your
own job search reach.

These advantages  wi l l  only work for  you i f  your L inkedIn profi le  is  optimized , and you are act ive on 
the plat form. Give your  L inkedIn  profi le  the fo l lowing “check-up.”   

• I s  i t  updated with your latest  role and responsibi l i t ies?
• Does your Summary highl ight your achievement ,  sk i l l s ,  and expert ise and showcase speci f ic

accompl ishments inc luding keywords re levant to your target?
• Do you take advantage of  speci f ic  features – attachments ,  v ideo,  extra sect ions ,  and socia l

features with profess ional  networking intent?
• Do you demonstrate your knowledge v ia posts ,  comments ,  and group act iv i ty?
• I s  your contact  informat ion up to date and do you get not i f icat ions from recruiters who are

try ing to reach you?
• Are a l l  your interact ions profess ional  and NOT personal  or  socia l?  Remember the purpose of

L inkedIn is  to search for  jobs and internships so your onl ine interact ions should be appropr iate
to employers and recrui ters  who are looking to recrui t  you!

A d v a n t a g e s  o f  t h e  R é s u m é  

• Private – You control  the distr ibut ion – the who,  what ,  when and where.
• Tai lored – You can customize your résumé to di f ferent job or internship targets .
• Free – You are f ree to create and distr ibute your résumé with no addit ional  cost  other than résumé

paper .

The bottom l ine is  you need a résumé and a L inkedIn profi le  to conduct a job or in ternship search so 
set-as ide t ime to optimize both.  Focus on your résumé f i rs t  and that  wi l l  help you outl ine your overal l  
va lue profi le  – much of  which can be trans ferred to L inkedIn.  As you proceed wi th your job search ,  
remember to update both your résumé and L inkedIn profi le  as needed.  Pay c lose a ttention to 
feedback from your Career Specia l is ts ,  recrui ters ,  employers and other t rusted sources .   

Keep i t  profess iona  l  a  t  a  l l  t imes!  
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V i d e o  R é s u m é s

A video résumé is  a short  v ideo created by a candidate for  employment and uploaded to the Internet 
(or  emai led to a hir ing manager)  for  prospect ive employers to rev iew. A v ideo résumé descr ibes the 
indiv idual 's  sk i l l s  and experience and is  typica l ly  used to supplement a paper résumé. Some job search 
and networking s i tes  provide a  means for users to incorporate v ideo résumés in to  their  profi les .  I t  i s  
important to keep in mind that  a v ideo résumé is  not going to get you a job . However,  i t  can ass is t 
you in market ing yoursel f  to prospect ive employers – i f  i t  i s  d o n e  r i g h t .  

Creating a v ideo résumé is  an optional  task for job seekers (companies do not o ften require  or 
request a v ideo résumé from candidates ) .  For  some job seekers ,  part i cular ly those in v isual  arts ,  
media ,  or creative  ar ts ,  a  v ideo résumé can highl ight important ski l l s .  Remember not a l l  employers  are  
interes ted in v ideo resumes , so check care ful l y  wi th each recrui ter before sending one. 

CAUTION 
I t  i s  easy to miscalcula te in a v ideo résumé – there is  a h igh r isk o f the scr ipt ,  f i lming s ty le ,  or 
location being inappropria te .  I f  you make i t  yoursel f  and have l i t t le  f i lming experience , your  v ideo 
might come across as  unprofess ional .  Keep in  mind that as wi th anything on the Internet ,  once your 
v ideo f i le  is  out  there ,  you cannot control  how i t  i s  shared . Done poorly ,  i t  can , a t best ,  h inder your  
chances of gett ing an interv iew. At wors t ,  i t  can knock you out o f contention and embarrass you . 
Therefore ,  whi le a v ideo résumé can be a great way to be noticed , consider  care ful ly  before creating 
one and make sure a v ideo résumé is  the r ight  f i t  for you , and a good use of your t ime.  

T i p s  f o r  C r e a t i n g  a  V i d e o  R é s u m é
• B e  p r o f e s s i o n a l : Dress as you would for an interv iew and mainta in a profess ional  demeanor .  Avoid 

s lang and,  of  course,  profan i ty .  Make sure the sett ing looks profess ional  with no audio or  visual  
distract ions in the background.

• P r e p a r e  a  s c r i p t :  Al though you want  to seem natural  and unrehearsed,  you should have a sense  of 
what you want to say,  and how you want to phrase i t .  Do not read direct ly  f rom a scr ipt ,  or from 
your résumé, s ince that leads to an uninspir ing or dul l  v ideo.  Your plan is  to express what you can 
offer the company,  and to highl ight  your major strengths,  sk i l l s ,  and accompl ishments .

• K n o w  y o u r  a u d i e n c e : Consider who wi l l  watch the v ideo,  and plan accordingly .
• Show - do not tel l :  Use v isuals  to i l lustrate what you are saying in the v ideo scr ipt  and display your 

ta lents  and sk i l l s .  For instance,  i f  you are apply ing for  a job where presentat ions are a major part  of 
the role ,  you can f i lm yoursel f  assembl ing a PowerPoint .

• K e e p  i t  b r i e f :  Videos should be between 30 to 90 seconds.
• Do not mix your personal  l i fe  with your profess ional  one - I f  you have informat ion on your  Facebook 

or Twitter  page that  you do not want employers to access ,  don’t  l ink your  v ideo résumé to any of 
these pages .

• G e t  f e e d b a c k  f r o m  a  C a r e e r  S p e c i a l i s t : This  is  a necessary step. Make edits  and changes based 
on their  review.
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V i d e o  C o v e r  L e t t e r s

A video cover letter is a fi lmed introduction of yourself and your accomplishments that accompanies your 
resume. Sending a video cover letter to prospective employers instead of a traditional letter creates a 
more personal greeting. Video cover letters are a new way to stand out as a potential candidate for a job. 
While HR representatives and hiring managers may see hundreds of resumes and cover letter documents, 
a fi lmed version is a unique way to present yourself visually. 

Fol low these steps to create your video cover letter:
• Prepare an outline – avoid reading from a script as you f i lm your cover letter video.

You can write out a tradit ional cover letter that you would ordinarily send for the prospective posit ion
and convert i t  into an outl ine to use while you f i lm. Use a bul leted l ist with subcategories to guide
your speaking points.  You should include the fol lowing information in your video cover letter outl ine:

• Your name
• The job you are applying for or the general industry
• A personal statement that describes your overall skil ls and abilit ies
• A brief description of your work experience
• What makes you qual i f ied for the new posit ion
• Any additional details that help introduce yourself to employers
• A closing

• Pract ice - Use your outline to practice speaking it out loud in the location where you plan to fi lm.
Decide whether you feel more comfortable standing or sitting. It may also be helpful to practice a few
times in front of a mirror to watch your facial expressions. Call a friend or family member on a video
chat to get experience speaking live on camera.

• Get ready to record – Check your video recording equipment, the l ighting, and your camera angles to
make sure everything is working properly.  Look over your professional business att ire and your overall
appearance. Take a moment to think through your presentation and take some deep, calming breaths.
When you are ready, begin to record. Remember you can do as many “takes” as necessary to get the
proper f i lm.  Try to record a continuous video, even if  you make a mistake. You can always go back
and either edit or do another take. This works better than start ing and stopping.  After the f irst take,
it 's a good idea to play it  back to make sure your audio works and your camera angles and lighting
work in your favor.

• Review and edit - Once you f inish f i lming, watch your video recordings, and choose the best one.  Make
any necessary edits ,  then complete the f i le so you can send it  or upload it  when you apply for jobs.
You may need to convert the f i le into a different format depending on the employer's application
process.

• Send it to employers - Name the fi le with your f irst and last name so it  clearly shows it 's your video
cover letter! Send the fi le to prospective employers by uploading it through a hiring portal. Since a
video may be too big to send via email ,  you may need to include a l ink to the video on your resume
or  email  the l ink to the employer.
CAUTION!
I t  i s  easy to miscalculate in a v ideo cover le t ter  – there is  a h igh r isk of  the scr ipt ,  f i lming sty le ,  or
locat ion being inappropr iate .  I f  you make i t  yoursel f  and have l i t t le  f i lming exper ience,  your v ideo
might come across as unprofess ional .  Keep in mind that as with anything on the Internet ,  once  your
v ideo f i le  is  out there ,  you cannot control  how i t  i s  shared.  Done poor ly ,  i t  can,  at  best ,  hinder your
chances of  gett ing an interv iew.  At  worst ,  i t  can knock you out of  content ion and  embarrass you.  I f
your v ideo résumé or cover let ter  is  determined to be a misf i re ,  do not share i t .  Instead,  work with
your Career Center staf f  or  other profess ionals  to start  again!
S e e  P a g e  3 7  f o r  l i n k s  w i t h  m o r e  i n f o r m a t i o n  o n  V i d e o  R é s u m é s  a n d  V i d e o  C o v e r  L e t t e r s



SELF-BRANDING or “TELLING YOUR STORY” 

LinkedIn defines this as your “personal brand” or “personal identity unique to you” 
In short, your personal brand is your “story.” 

Recruiters and interviewers are focusing on a student’s personal brand or their ability to tell their 
story through resumes and cover letters, internship and job interviewing, and networking, now more 

than ever in a post COVID job market. 

N O W  A S K  Y O U R S E L F  H O W  W E L L  Y O U  C A N  T E L L  Y O U R  S T O R Y ! 
B E F O R E  Y O U  G O  A N Y  F U R T H E R  I N  W R I T I N G  Y O U R  R E S U M E  A N D  C O V E R  L E T T E R , T R Y  T O  

A N S W E R   T H E S E  Q U E S T I O N S
• What will recruiters remember about me after they review my resume and cover letter?
• Will recruiters remember me in a positive way, a neutral way or a negative way
• Will my resume convey  enough of my “story” to them so they will call be for an interview?

S E L F - B R A N D I N G  I N  W O R D  A N D  A C T I O N  M E A N S 
• Your resume, cover letter, thank you notes, and even an application you complete online or in

person communicates that you have learned enough about your beliefs, skills, values,
achievements, and goals to be a good “match” for the company or organization.

• Recruiters are impressed with the format and the content of your resume and cover letter so
much so that they want to learn more about you and contact you for an interview.
R e m e m be r :  t h e  g oa  l  o f  a  w e l l  w r i t t e n  a  n d  w e l l  f o r m a  t t e d  r e s u m e  i s  n o t  t o  l a n d  

y ou  t h e  j ob  or  i n t e r n s h i p  j u s t  y e t ,  b u t  i t  w i l l  g e t  y o u  a n  i n t e r v i e w !  

Why has this become increasingly important for you as you enter a highly competit ive
internship and job market – made more so by COVID now and in the future? 
• According to Forbes,  83% of recruiters and hiring managers report that students who

“know themselves” and are able to communicate their story through cover letters,  resumes,
thank you notes,  advance to the next step in the hir ing process.

• Both LinkedIn and Indeed report,  77% of hir ing managers evaluate “hirabi l i ty” on how wel l
students real ist ical ly  know their strengths and chal lenges and can speak about them.

Packing your resume with “cut and paste” Qualification Summaries or loaded with achievements 
taken directly from Artificial Intelligence or other online career resources places you at a 
disadvantage in the hiring process. “Cookie Cutter” cover letters and Thank You Notes do the same. 

It is important to remember that the shift is now towards students knowing and showcasing their 
strengths, talents and accomplishments in their resumes, cover letters to recruiters.  

So, get to work! 

For assistance with developing your self-brand, visit our Center!  It can be a game changer for 
developing resumes and cover letters than get you noticed by recruiters!
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Create a memorable “call to action” cover letter 

Cover Letters have become increasingly more important in the hiring process – sometimes rivaling or 
even surpassing resumes. Actually 67 % if students report they moved to the next step in the hiring 

process because of their cover letter. Why? 
• Cover letters give you the opportunity to do something a resume cannot and that is to

“Tell your story” in a more “professionally personal way” (not a cut and paste or AI cover letter!)
• Resumes tend to be “static” – you can list skills and actionable achievements but there is no room to

really “personalize your resume” Remember! Letters have always been a way to share experiences,
tell stories, and get to know someone in an authentic way. Letters are a way to be remembered!

• A well written and authentic cover Letter gives you the opportunity to make an impression that stays
in the mind of the recruiter.  Its your first chance to sell yourself!

• When that happens, you can almost guarantee that the recruiter looks beyond the cover letter and
sees your resume in a whole new light!

• Your cover letter should be professional but personalized enough so that a recruiter can get to
know some unique characteristics about you. Its about connecting in an authentic way.

Some  i s sues  abou t  cove r  l e t t e r s 
● Not a rehash of your resume
● Not boring or generic (do not use a cut and paste or AI cover letter)
● Not too long (succinct, relevant, memorable)
● Talk about your skills, accomplishments, interests, and values and tie those into what YOU can offer

the company
● Show you have a real connection to the company
● Correct grammar, spelling and no typos
● Canned cover letters and especially AI cover letters will stop your job search right into your tracks

End with a “Call to Action” 
End your cover letter with a final few sentences where you express your enthusiasm for the position and 
where you invite the hiring manager to follow up and speak with you further about the job or internship 
opportunity.  

• Good Example
“Thank you for taking the time to review my resume and cover letter as you consider me for this 
position. I look forward to discussing how my skills and achievements can contribute to the success of 
your company”

• Bad example
I really think your company can offer me the position and salary that I am looking for and I can’t wait to 
hear back from you”
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C o v e r  L e t t e r s

Cover Letters are a lmost becoming more important than resumes in internship and job searches today .  
Unl ike a resume,  a cover le t ter  gives you the opportuni ty  to “ te l l  your s tory”  in a way that  wi l l  be 
memorable to the recrui ter .  Because of  the “memorabi l i ty”  fac tor ,  inc lude a cover let ter  when you 
send out your résumé,  even i f  not speci f i ca l ly  asked to do so in the appl icat ion .   A wel l-wri t ten cover 
let ter  demonstra tes your communication ski l l s ,  your level  o f  profess ional ism, your in teres t  in a 
part icular  company and incorporates your personal  brand.    Ideal ly ,  i t  a t tracts  an employer ’s  interes t  
in you so that they are more l i ke ly to review your résumé rather than putt ing i t  as ide .  I t  boosts your 
“hir ing power”  by entic ing the recrui ter  to rev iew your résumé. That i s  the goal  o f  a success ful  cover 
let ter !   

 T i p s  o n  w r i t i n g  a  g r e a t  c o v e r  l e t t e r

• Create an indiv idual  cover letter  for  each job appl icat ion that  is  ta i lored to the organizat ion and
posi t ion.

• Address your letter  to a speci f ic  indiv idual ,  preferably the head of  the department where you  are
seeking a posi t ion.  For example,  “Dear Mr.  Smith,  Dear Dr .  Jones or Dear Mrs .  Smith.  N e v e r  u s e
t h e  f i r s t  a n d  l a s t  n a m e  i n  y o u r  s a l u t a t i o n .

• Dear Mr.  John Smith is  wrong!

• I f  you are unable to get the name of  an indiv idual ,  use a job t i t le , for  example,  Dear Campus
Recrui ter  or  Dear Hir ing Manager .

• Use s imple,  d i rect  language,  and use “ I ”  spar ingly .  Str ive for  a warm but profess ional  tone.
• Remember sel f-branding t ips to make your cover letter  memorable .
• Close your cover letter with a “Cal l  to Action”- a final few sentences where you express your

enthusiasm for the position and where you request the hiring manager to follow up and
speak with you further about the job or internship opportunity. Finish the letter by stating “I
look forward to hearing from you.”

• Proofread your letters for errors!
• Make certa in your contact  informat ion is  p la in ly  v is ib le .

F o r  m o r e  i n f o r m a t i o n  a n d  a s s i s t a n c e  i n  d e v e l o p i n g  a  c o v e r  l e t t e r ,  v i s i t  

www.jobhero.com

http://www.jobhero.com/


F o r m a t t i n g  Y o u r  C o v e r  L e t t e r 

Name  

Ci ty ,  S ta te ,  Zip Code 

Date  

Name of Person, Ti t le  
Company/Organization 
Street Address  
Ci ty ,  S ta te ,  Zip Code 

Dear  Mr./Ms./Dr .  

Introduction : S ta te your reason for wri t ing . Name the speci f ic  posi t ion or type of work for which you 
are apply ing . (Mention how you heard about the opening , i f  appropriate . )  

Body: Expla in why you are in teres ted in  working for that employer ,  or in that f ie ld of  work ,  and what 
your qual i f ica t ions are .  Highl ight two to three achievements that re la te to the posi t ion and f ie ld .  Refer 
the reader to the enclosed résumé, appl icat ion, and/or port fo l io .  

Clos ing: Thank the reader for h is  or her t ime and consideration . Indicate your desi re for an interv iew 
and provide your  contact in formation . I f  the employer is  wi l l ing to accept phone cal l s ,  s ta te  that you 
wi l l  ca l l  to discuss the poss ibi l i ty  o f schedul ing an in terv iew. Here is  where you inc lude your  “Cal l  to 
Action” sentence!  

S incerely ,  

Your Name 
Enclosure / Attachment
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T h a n k  y o u  N o t e s

Just as with Cover Letters,  Thank You Notes have jumped to the front of the line in hiring strategies. 
Recruiters actively seek them out and sending a poorly written note or not sending one at al l  can “crash 
and burn” your internship or job search process.   

After an interview, it  is recommended that you send a thank you note to the recruiter both as a 
professional courtesy and as a method of establishing communication with the company. The note should 
be mailed within 24 to 48 hours (about 2 days) of your interview in order to ensure that you stay in the 
forefront of the recruiter’s mind. It  is good practice to send a thank you note right after the interview! The 
sooner, the better so you can be sure to beat out the other applicants!   

Why is  i t  a  better  job search strategy to handwri te and mai l  a  Thank You note than emai l  i t?    
One of  the purposes of  a Thank You note is  to keep yoursel f  in the mind of  the recrui ter  who 
interv iewed you.  Handwri t ten notes usual ly  s tay on the desk of  the recrui ter  and serve as a reminder 
of  you.  Emai l s  are o ften deleted .   Want to be remembered? Handwri te the note!   
Whether you handwri te or emai l  the Thank You note,  B E  S U R E  T O : 

• Compose a note no longer than one short paragraph (6 to 8 sentences)
• If you hand write the note, use professional business note paper (ask at Staples)
• I f  you hand write the note, always write in ink and make sure your writ ing is legible.
• I f  you hand write or email  the note, s p e l l i n g  a n d  g r a m m a r  m u s t  a l w a y s  b e  c o r r e c t .   If you have 

questions about the content, spel l ing and/or grammar, ask someone who has exceptional writ ing  ski l ls 
to review and/or edit the note before you mail it or send it through email .   Never rely on Spell-check. 
Never text a Thank You note.

• Use the person’s name as provided on their business card and address the note with the recruiter’s 
formal name (Mr., Mrs., Ms., Dr.,) even if the recruiter insisted you use his/her first name in the 
interview. Request business cards for al l  the recruiters you meet so you have this information readily 
avai lable.

• State the date and place of your interview and the formal t i t le of the company or organization.
• Express your thanks for the interview and include one thing that was discussed in the interview that 

impressed you. Express your continued enthusiasm about the posit ion and the company.
• Recap your strengths and relate your strengths to the requirements of the posit ion and the company.
• Finish the note by stating “I look forward to hearing from you.” or another statement 

suggesting your continued interest in a follow-up meeting.
• If you interviewed with more than one person, send a thank you note to each of those in the 

interview. If that is not possible, send a thank you to the main contact person and the 
individual who will be making the hiring decision.

For more information on follow-up Thank you notes, visit the links below. 

Thank you letter 

http://www.quintcareers.com/job_interview_fol low-up.html
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Ready to put it all together? 

read this first! 
"Why am I not getting hired?" 

"How to write a winning resume" 

Find some examples of résumé styles
www.jobhero.com 

See some examples on the following pages 

Use the “One Minute Resume” to write your first 

draft (Next page!)  

Visit our Center to review your draft 

Finalize your résumé!
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http://www.jobhero.com/


SAMPLE 

RÉSUMÉS

COVER LETTERS

THANK YOU NOTES
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RÉSUMÉS 
Remember 

Self-Branding in writing your 
résumé! 

Before you start,  read this!
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O N E  M I N U T E  R É S U M É

1. I D E N T I F Y I N G  I N F O R M A T I O N

Name    ___________________________________________________________ 
City __________________ State ____________ Zip Code ___________________ 

___________________________________
 ____________________________________ 

Telephone  (where an employer  can eas i ly reach you) 
E-mail (profess ional not personal!)
LinkedIn profile (a must! Create one if you do not already have one)

2 .  Q U A L I F I C A T I O N  S U M M A R Y  
• A br ie f  (maybe 5  to  6  sent ences )  l i s t  o f  you r  key  ach ievements ,  sk i l l s ,  exper ience  and  qua l i f i c a t ions  most  re l evan t  to

you r  s e l ec ted  in te rnsh ip  o r  job pos i t i ons .  Do not  cu t  and  pas te  your  QS f rom a  r esume or  c areer  s i t e  on l ine .
Rec ru i t er s  look for  au thent ic  and  honest  r ep re sent at ions  o f  your se l f  i n  your  Qual i f i c a t ion Summary .  S ee  r esume
sample s  fo r  more  informat ion .

3. E D U C A T I O N
The City University of New York, College of Staten Island
Bachelor of ____________ Degree, Major _____________  Minor __________ GPA ________

Any other academic honors _____________ Date of graduation ___________________ 

3. R E L E V A N T  C O U R S E W O R K  ( s o m e t i m e s  o p t i o n a l )

List  any upper  level  courses re lated to your job/internship search.   Use  the off ic ia l  name of  the course – 
NOT the course number.   

4. I N T E R N S H I P  E X P E R I E N C E
Company name _____________ ___________________________Dates of internship (only months/years)
List three internship duties:
1. ____________________________________________________________________

2. _____________________________________________________________________________

3. _____________________________________________________________________________

5. W O R K  E X P E R I E N C E    ( l i s t  in  chrono lo g i c a l  orde r  – c u r re n t  j ob  fi rs t )  
Current Job:

Company name ________________________________________ Dates of employment __________ 

______________________________________ 

(only months/years) 

Job title

List three job duties: 
1.

2.

3.

6 .   A C H I E V E M E N T S  
List  any academic or other awards,  accomplishments,  volunteer work with dates (only years) 

______________________________________________________________________________

______________________________________________________________________________

_______________________________________________________________________________

7. SKILLS
List  any ski l ls  ( language ,  computer,  mus ic ,  athle t ics etc .)
__________________________________________________________________________________
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Résumé Sample 1 

COLLEGE STUDENT 
Staten Is land,  New York 44444 (444)  444-4444 

student@cix.csi .cuny.edu  Studentsl inkedin.com •
• 

QUALIFICATION SUMMARY 
Accomplished Assistant Manager with four years of experience consistently rising through ranks • Well-
versed in sales, personnel management, accounting and inventory management • Motivated to complete 
knowledge of company products and services for optimized customer service. 

EDUCATION 
Lucil le  & Jay Chazanoff  School  of  Bus iness ,  College  of  Staten  Island 
The  City  Univers ity  of  New York   
• B ac he l or  o f  S c i en ce  Degr e e  i n  Bus ines s ,  e xpe c t ed  2 02 4
• Co nc en tr a t i o n  i n  Marke t ing  a nd  F ina nc e

AWARDS & ACHIEVEMENTS
The City University of New York Special Program Certif icate of Recognition, 2010
• Successful ly completed “Effect ive Leadership” course
• Collaborated on developing the CUNY – wide “BESST Project”

INTERNSHIP EXPERIENCE
The XXXXX Magazine 
Intern, Advertising Department  (07/2021 – 01/2022)  
• Worked with “Street  Team” to market  magazine at events
• Prepared media kits and other promotional materials

WORK EXPERIENCE
United States Census Bureau   
Enumerator  (05/2021 -present)  
• Locate and contact residents and conduct non-response follow up
• Complete/submit Enumerator Questionnaire for each assigned address
• Collect/organize/document data for housing units
Century 21 Department Store
Sales Associate   (02/2019 – 05/2020)
• Processed all cash/credit transactions and answered sales inquiries
• Oversaw day to day operations including opening/closing of store and cash reconciliation
• Provided prompt and efficient customer service and problem resolution
BBBBBBB Studio
Administrative Assistant      (03/2017 – 06/2018)
• Prepared/placed internet ads and drafted recommendations for studio staff
• Greeted/directed clients & answered inquiries regarding studio recordings/CD’s
• Created spreadsheets tracking c lient payment

SKILLS 
• Proficient in Microsoft Word, Excel
• Extensive experience with QuickBooks

20 
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Résumé Sample 2 

S  T  U D  E N  T  S  T U D  E N  T
S  t  a t  e n  I  s  l  a  n  d  ,  N  e w  Y  o r  k  1 0  3  1 0   ( 9  9 9  )  9  9 9 - 9 9 9 9  
s  t  u d  e n  t  @  g  m  a  i l  . c  o m   L  i  n  k  e d I  n  p r  o f  i  l  e



•

Q U A L I F I C A T I O N  S U M M A R Y
• First-year college student seeking entry-level summer internship to gain real-world work experience

in management or related fields, preferably in a remote setting • Extensive volunteer history with
many leadership roles held that have enhanced skills in working with others • Willing to contribute to 

growth of company as well as gain valuable work experience through hard work. 

E D U C A T I O N  
T h e  C i t y  U n i v e r s i t y  o f  N e w  Y o r k ,  C o l l e g e  o f  S t a t e n  I s l a n d  
• Bachelor  of  Ar ts  Degree  in Pol i t ica l  Sci ence
• Candidate  f or  Graduat ion,  May,  2018
• Se lec t ed for  S tudy Abroad  Program in  Taiwan,  Spr ing 2018 semes ter

W O R K  E X P E R I E N C E  
College of Staten Island, Office of XXXX 
Operations Assistant, Game Room       (08//2019 – present) 
• Supervise all operational functions consistent with work plan and fiscal budget
• Develop marketing strategies to increase student flow and maximize profits
• Monitor student traffic and notify administration of adjustments to games as needed
• Coordinate event planning and execution with outside vendors
• Provide prompt and courteous customer service and problem resolution
XXXXX Company
Vendor Assistant       (06/2018 – present)
• Manage daily product deliveries, maintaining order and avoiding damage
• Reorganize and replenish product deliveries and prevent stock loss
• Provide prompt and efficient customer service and problem resolution
MMMM Nursery
Garden Center Assistant     (06/2017 – 08/2017)
• Maintained garden center,  insuring plant health and safety
• Operated forklift  and lifted heavy merchandise and equipment
• Assisted customers with purchase and plant information
VVVV Home Improvement
Home Improvement Assistant    (01/2016 – 03/2017)
• Assisted with basic construction/renovation of homes
• Lifted/transported heavy equipment, supplies, and materials

S K I L L S
• Proficient in Microsoft Office Suite
• Trained musician (drums)

mailto:student@gmail.com


R é s u m é  S a m p l e  3  

S  T U D E N T  S T  U D E N T
S  t  a t  e n  I s l  a n d ,  N  e w  Y  o  r k  1  0  3 0 9  • ( 3  3 3  )  3 3  3  - 3 3 3 3   

s  t u  d  e n t @ g m a  i  l  .  c o m  • L  i n  k e d  I  n  p r  o  f i l  e    

Q U A L I F I C A T I O N  S U M M A R Y  
Experienced marketing associate with exceptional understanding of market ing techniques and 

strategies •  Team player with impressive organizational/planning ski l ls  •  Knack for building 
market ing campaigns from the ground up 

E D U C A T I O N  
The City University of New York, College of Staten Island  
• Bachelor of  Science  Degree in Communications,  expected 2024
University  of Northern Texas
• Bachelor of  Arts Degree in Social  Sciences,  2011

W O R K  E X P E R I E N C E

The City University of New York, College of Staten Island 
Career  Assistant      (02/2019 – present)  
• Greet and direct all students, faculty, staff, recruiters, and visitors
• Assist professional staff with developing/hosting special career events
• Inspected/revised Center website/other social media programs
Samsung
Vendor Representative      (09/2018 – 01/  2019)
• Coached /trained vendors on current processes/procedures in marketing
• Accurately prepared promotional materials for sales staff in high volume store
• Conducted research to disseminate up to date information on Samsung brands
• Collaborated with vendors/distributors/suppliers to get information on products
• Developed/implemented marketing strategies to boost sales almost 25%
SAKS Five Avenue
Brand Ambassador, Alexis Bittar Jewelry     (09/2017 – 12/2018)
Promoted from Sales Associate
• Achieved/exceeded monthly and annual sales goals for Alexis Bittar brand
• Developed/shared ideas with selling manager to maximize and drive sales
• Liaised with buying office and vendors to communicate product needs
• Maintained superior product knowledge of brand to cultivate customer base and boost sales
Sales Associate     (06/2014 – 09/2014)
• Cultivated strong client base by providing exceptional product knowledge
• Executed extensive outbound client contact utilizing technology and social media, surpassing

personal best in monthly sales goals

S K I L L S
• Proficient in Microsoft Office, Word, Excel, Power Point, Mac, POS
• Trained in Visual Marketing, Merchandising
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Résumé Sample 4 

STUDENT STUDENT 
(718) 444-4444 l careerchanger@gmail.com

https://www.l inkedin.com/in/student-33333333/ 

P R O F E S S I O N A L  S U M M A R Y  

Versatile entrepreneur with over 15 years of experience in business management and healthcare services. 
Trained in leadership with effective multitasking and networking skills . Combines deep and varied industry 

knowledge and drive with visionary aspiration to pursue career change goals in financial industry. Key 
expertise in business ownership, management, and client services. Forward thinking and proactive with 

courage and motivation to pursue/achieve career success. 
Mature, detail-oriented with reliable work history and outstanding work ethic. 

S K I L L S  &  E X P E R T I S E  

● Entrepreneurship ● Event Management ● Client Services ● Mature “Can-Do” Attitude
● Superior knowledge of Microsoft Office and Quick Books ● Fluent in English

● Strong transferable skills in business, corporate communications, and teamwork

E D U C A T I O N  

Lucille & Jay Chazanoff School of Business, College of Staten Island 
The City University of New York  
• Bach e l o r  o f  S c i e n c e  Deg r e e  i n  Ac c oun t i n g ,  J anuar y  2022
• Mino r s  i n  Bus in e s s  and  F inan c e
• Ove ra l l  Grad e  Po in t  Av er a g e :   3 .5
• Rela ted  Coursework :   Federal Taxation I, Advanced Accounting, Cost Accounting, CPA Problems and

Current Issues, Accounting Information Systems, Managerial Finance

R E L E V A N T  I N T E R N S H I P  E X P E R I E N C E  

Volunteer Income Tax Assistance Program 
IR S- Certi fi ed  Adva nced  Ta x Prepa rer     (02/2018 – 04/2018) 
• Prepared federal and state client tax returns, including: 1040, 1120, 1120S &1065, 1099, W2
• Recognized and resolved tax issues, answered client questions and provided recommendations
• Assisted over 60 clients with wide range to tax related issues and upheld client confidentiality
• Prepared financial statements analysis and delivered results within prescribed timeframes
• Maintained up-to-date knowledge of federal, state, and local tax laws

L E A D E R S H I P  E X P E R I E N C E  

President,  College of Staten Island Student Club     (2020) 
• Recruited new members and approved all marketing materials for club
• Collaborated with faculty and staff on club meeting agenda
• Supervised club treasurer on budget and expenditures of $1,850.00

https://www.linkedin.com/in/student-33333333/
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W O R K  E X P E R I E N C E  

Richmond University Medical Center 
N u rse s  Aid      (09/2019 – 08/2022)  
• Performed venipuncture and collection of specimens
• Sent specimens to laboratory for testing
• Verified patient/insurance information
• Communicated with physicians regarding abnormal lab results

Career Changer Deli    
Owner/CEO     (10/2018 – 10/2022) 
• Oversaw day to day operations of two high volume heavily trafficked stores
• Managed account receivable and sales; oversaw income of approximately $40,000 – 50,000
• Analyzed costs/revenues to project future trends; redu ced  cos ts  by  50% q u a rte rly  on  a vera g e  
• Managed 17 employees; hiring, training, supervision, and payroll
• Supplied detailed tax documentation needed to submit accurate business returns



R é s u m é  S a m p l e  5  

A N N A  F R EU D 
S t a t e n  I s l a n d ,  N e w  Y o r k  1 3 3 3 3  • ( 3 3 3 )  3 3 3 - 3 3 3 3   

a n n a f r e u d @ g m a i l . c o m  • l inked in   

E D U C A T I O N  
The C ity Univers ity of  New York Col lege of  Staten Is land  
• Master of Arts Degree in Clinical Mental Health Counseling, December 2021
• Mental Health Counselor , New York State Limited Permit,  ( full  l icensure pending)
• Overall Grade Point Average: 3.96
The City University of New York, Brooklyn College
• Bachelor of Arts Degree in Psychology 2018
• Overall Grade Point Average: 3.7; Dean’s List 2016 – 2018

C L I N I C A L  F I E L D  W O R K  E X P E R I E N C E
Richmond University Medical Center, Psychiatric Continuing Day Treatment Program 
Graduate Mental Health Counseling Intern       (2000 – present) 
• Conducted individual, group, crisis intervention counseling to psychiatrically disabled clients including

clients diagnosed with co-occurring substance abuse disorders using multiple treatment approaches
including CBT, DBT, Motivational Interviewing, Solution- Focused Therapy

• Develop/facilitate psycho-educational groups that focus on symptom management, medication
management, coping skills, and daily living skills development

• Participate in Multidisciplinary Treatment Team meetings, psychiatric consultations, case reviews,
clinical/peer supervision and Discharge Planning meetings

• Generate required client clinical progress documentation including daily/weekly chart notes,
comprehensive treatment plans and updates, and discharge plans/summaries

• Facilitated health/ wellness psycho educational groups for severely mentally il l clients
• Assisted in client linking and referral procedures with community based mental health facilities
• Conducted research on evidence-based treatments and developed culturally sensitive programs to

enhance positive treatment outcomes

P R O G R A M  D E V E L O P M E N T  P R O J E C T S  
“Healing through Literacy” Program, collaborative initiative between College of Staten Island and 
Richmond University Medical Center  
• Researched nationally standardized assessment to determine, evaluate, and quantify current educational

levels of severely mentally ill and/or substance abuse clients
• Conducted wide-spread individual assessment of patient population with findings of 58% functional

illiteracy in at least one area of language arts and mathematics
• Developed and individualized literacy curriculum, and implemented on-site literacy program to facilitate

cognitive skill development and promote healthy literacy for chronically mentally ill clients
• Authored grant to seek program funding
“Pack to School” Program, New York City Department of Education
• Assisted in organizing and fundraising effort for annual community action project to supply over 700 students
with new backpacks filled with school supplies
“Community Action Day” Program
• Organized day long program in partnership with “Yellow Boots/Boots on the Ground” to assemble 50

volunteers who assisted in demolition of homes destroyed by Super Storm Sandy.
Thanksgiving Project 
• Developed, organized and expanded local food pantry program to purchase/ deliver food to over 100 families

in need enlisting volunteers from New Dorp High School, Intermediate School 75, and other local community-
based organizations
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W O R K  E X P E R I E N C E  
The Co Dependent Center       
Certified Nutrition and Wellness Specialist      (2016 – 2019)  
• Offer individual/group sessions to evaluate client’s health/wellness goals
• Assist clients in identifying/articulating strengths and in development of SMART goals
• Work with clients in exploring resistance to increase motivation and goal achievement
• Evaluate client ongoing progress and generate chart notes and goal achievement updates
• Enlist client in identification of cognitive distortions and reframing patterns of thought
The Zoloft Help Center
Strategic Intervention Pill Coach     (2015 –2016)
• Provided individual coaching to clients to improve quality of life, relationships, and career utilizing practical

and effective forms of strategic action planning and communication including Ericksonian Therapy, Strategic
Family Therapy, Humanistic Psychology, Neurolinguistics, Psychology of Influence, and negotiation,
mediation, and conflict resolution strategies.

New York City Department of Education, Public School 000 
Third Grade, Gifted and Talented Teacher    (2014 – 2016) 
• Developed and implemented daily and unit lesson plans for 3rd grade Gifted and Talented class, administered

testing, tracked and analyzed class performance data based on whole group and individualized instruction.
• Piloted “Columbia University’s Teacher’s College Reading and Writing Workshop” at P.S. 251 in conjunction with

a two-year mentorship in “Balanced Literacy.”
• Conducted school-wide staff development sessions to “turnkey train” new teaching models and methods to all

classroom personnel.

                      
P R O F E S S I O N A L  D E V E L O P M E N T
• Survivors of Sexual Abuse Workshop, Rutgers University, 2016
• Eating Disorders Workshop: “Finding Hope in Families; Focus on Mom, Dad, and You”, 2017

C E R T I F I C A T I O N S
• Certified New York State Mandated Reporter, 2020
• HIPPA (Health Insurance Portability and Accountability Act) Certification, 2019
• Certified NLP Practitioner, Institute for Neurolinguistics, Psychological and Therapeutic Studies, 2018
• Certified Strategic Interventionist, Prozac Center for Strategic Intervention, 2018

P R O F E S S I O N A L  A F F I L I A T I O N S / C O M M U N I T Y  O R G A N I Z A T I O N S  
• Chairperson, Young Professionals Network, Staten Island Board of Realtors, 2015 – 2020
• Member, Steven Stiller Tunnel to Towers; The Grace Foundation, Staten Island Zoo, 2020 - present
• Member New York Mental Health Counseling Association (NYMCA), 2018 – present

S K I L L S
• Proficient in Microsoft Office Suite, Quick Books, Key note
• Trained in use of Meditech, Avatar (online Mental Health documentation programs)
• Fluent in Spanish
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COVER LETTERS 

Use Self-Branding! 
Make your cover 

letter “memorable”.



28 

Cover Letter Guide 
NAME 

City, State,  Zip Code ● Phone Number 
Email Address 

______________________________________________________________________________ 

Date 

Employer Contact Information (if you have it) 
Name 
Title 
Company 
Address 
City, State,  Zip Code 

Salutation 
Dear Mr. Ms. Last Name (If you do not have a contact,  write Dear Recruiter or Dear 
Human Resources Manager) 

First  Paragraph 
The first paragraph of your letter should le t the emp  loyer know the posit ion you are 
applying for  and specif ically how you learned about  the posit ion or  organization.   If  an 
individual referred you, include that person’s name. 

Middle Paragraph 
This section of your cover letter should describe what you have to offer the employer. 
Convince the reader to look at your résumé. Mention how your skills/qualif ications 
match the posit ion you are  applying for.   Call  attention to  elements  of  your background 
– education, work/internship, vo lunteer experience, leadership abilit ies, ski lls – that are  
relevant to a posit ion you are seeking.  Be as specif ic as possib le, using examples.

Final Paragraph 
Conclude your cover letter by thanking the employer for considering you for the 
position.  Include a closing statement focusing on follow-up activity such as a phone call 
or interview. Include your Call to Action sentence here! 

Valediction 

Sincerely,  

Handwritten Signature 

Typed Signature
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Cover Letter Sample 1

STUDENT STUDENT 
Staten Island, New York 1  0 3 0 6  (7 1  8) 777 -  7777 

College student @ Gmail .com 

Dear Human Resources Manager: 

Please accept this letter and accompanying résumé as evidence of my interest in the position of 
XXXXXX as advertised at the Center for Career and Professional Development.   

As my résumé indicates, I am currently pursuing a Bachelor of Science Degree at the College of Staten 
Island with a major in Psychology and a minor in Legal Studies. I believe that my career and 
employment goals fit well with the requirements of the position of XXXX and I am confident that I can 
perform the job effectively. Furthermore, I am genuinely interested in this position.  

The following skills and achievements demonstrate my potential for this position: 

• Commitment to outstanding performance in fast-paced environments
• Excels in balancing multiple tasks while providing organizational, interpersonal, and problem-

solving skills
• Performs complex, detail-oriented and diverse administrative activities promptly and efficiently

with minimal supervision
• Basic knowledge and experience working in legal sector; capable of establishing productive

working relationships with legal professionals to accomplish assignments
• Experienced in working in large municipal systems with skill and ability to cut through bureaucratic

obstacles and deliver what is needed without delay

My skills in general administration and organization, along with my collaborative abilities and my 
positive attitude and work ethic match with the position description and, given the opportunity, I 
believe I can make a valuable contribution to your organization.  

Please consider my request for a personal interview to discuss my qualifications and experience in more 
detail.  

Thank you for your consideration. I look forward to talking with you. 

Sincerely, 

Handwritten signature 

Typed Signature
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Cover Letter Sample 2

NAME
City, State,  Zip Code ● Phone Number

Email Address 

Dear Hiring Manager, 

I am looking for a position in public accounting where I can continue to develop my skills in a team 
environment and become an asset to both my employer and our clients. 

I am a graduate of The City University of New York, College of Staten Island with a Bachelor’s Degree in 
Accounting. I am CPA qualified and am currently an Enrolled Agent with the IRS. As my résumé indicates, I have 
years of accounting experience, specifically in retail and individual/corporate tax including close interaction 
with business transactions and business owners. I also possess broad knowledge of financial statements 
preparation and preparing business books for audits. I have strong computer skills, being proficient in a 
multitude of the most popular accounting software, as well as Microsoft programs.  

Throughout my career of progressive responsibilities, I have touched upon facets of tax consulting, 
bookkeeping and tax preparation, garnering solid references from past employers as well as both individual 
and business clients.  As an employee, I will strive for accuracy, efficiency, and veracity in all my work, and I am 
confident that my combination of academic and workplace experience makes me an excellent candidate for an 
accountant position. 

I am a proud member of the Staten Island chapter of the NYSSCPA’s. I have been a Staten Island resident for 
twenty-six years and possess a clean driving record. I own a vehicle with no lien attached to its title and it is 
very well maintained. 

Attached, you will find a copy of my résumé. I look forward to hearing from you for a discussion of my 
qualifications. I would love to further clarify my competency and answer any questions you might have in 
person.    

Thank you for your time and consideration. 

Sincerely, 

Handwritten signature 

Typed Signature
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C o v e r  L e t t e r  S a m p l e  3

S T U D E N T  S T U D E N T  
S t a t e n  I s l a n d ,  N e w  Y o r k  1 0 3 1 4  • ( 3 3 3 )  3 3 3 - 3 3 3 3

S t u d e n t @ g m a i l . c o m  

Dear Human Resources Manager, 
I am interested in applying to your organization as a member of the 2018 CUNY 

Service Corps Program from the College of Staten Island.    

I am currently in my sophomore year at The City University of New York, College of 
Staten Island pursuing a Bachelor of Science Degree in Psychology. As my résumé indicates, 
I gained valuable work experience in the field of Cosmetology with over 12 years of starting 
my own business and of also working collaboratively as part of a team where I profited 
from strong entrepreneurial, organizational and community relations skills.  Although I 
enjoyed a very gratifying career in that field, my leadership experience and drive to help 
others through civic engagement and community outreach programs motivated me to 
pursue a career in the helping professions. My ultimate goal is to pursue a career in 
Neuroscience where I can contribute to the needs of others through research.    

In both my academic and work experience, I have gained the ability to integrate 
superior organizational, analytical, and communication skills across all levels.  I am 
confident that my proven work history in both the field of business and in my 
volunteerism and community activism will translate into both dedication and diligence 
for the position in your organization.  

Thank you for your time and consideration. I look forward to meeting with you to 
discuss my background and qualifications in more detail.  

Sincerely, 

Handwritten signature 

Typed Signature



C o v e r  L e t t e r  S a m p l e  4  

C O L L E G E  S T U D E N T    
Staten Island, New York ● (917) 999-9999 

student@gmail .com 

Dear XXXXXX,  
With this letter and the attached résumé, I would like to express my interest in the research and 
investigative position you have available as recommended by XXXXXX.   

As my résumé indicates, I graduated Summa cum Laude from The City University of New York, 
College of Staten Island with a Bachelor of Arts Degree in English and a Concentration in Writing and 
Linguistics, earning an overall Grade Point Average of 3.9.  During my tenure at CSI, I conducted 
research in the areas of Linguistics and English Writing and was selected to present my research at 
the prestigious CUNY Undergraduate Conference of Research, Scholarship, and Performance in 2015. 
Through my experience, I have become well versed in conducting research and analyzing data in a 
detailed and analytical manner.  

The following skills and achievements demonstrate my potential for this position:
• Excelling at conducting research for the CUNY Undergraduate Conference at the College of

Staten Island including completing research protocols focused on identifying and evaluating the
study of non-standard past participles in Staten Island English

• Conducting in-depth research and examination of the creative and analytic elements of poetic
canon; researching/analyzing the range of contemporary women poets with the goal of reflecting
comprehensive knowledge of poetic form and structure

• Utilizing superior organizational, leadership, and interpersonal abilities to provide an outstanding
level of support

• Working effectively and collaboratively with team members to maximize productivity and
efficiency.

• Key experience in organizing, analyzing, and managing data sets to drive research project
success.

• Proficiency in various software programs, including Microsoft Office Suite, as well as in Thomson
Reuters Legal Tracker, Ariba, Concur, Basic Word Press, Audacity (audio software for multitrack
recording and editing), and   PRATT (scientific software program for analysis/reconstruction or
acoustic speech signals)

In both my academic and work experience, I have gained the ability to integrate superior 
organizational, entrepreneurial, and communication skills across all levels.  I am confident that my 
outstanding attention paid to detail—as well as my proven record of accomplishment in supporting 
complex research projects - will translate into both dedication and diligence for the research work 
performed by your organization.  

Thank you for your consideration.  I look forward to meeting with you to discuss my qualifications 
and interest in more detail.  

Sincerely, 
Handwritten signature 

Typed Signature
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THANK YOU NOTES
Use Self-Branding!  

Make your note memorable.
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SAMPLE BUSINESS APPROPRIATE 

THANK YOU NOTE

November 14,  2023 

Dear  Dr.  Mi l le r ,  

      Thank you for taking the t ime to in terv iew me on Fr iday,  November 14 ,  2023 , for  the  
posi t ion of Cancer In formation Specia l is t  a t Memoria l  S loan-Ketter ing Cancer  Center .  I  t ru ly  
apprecia ted the opportunity to learn more about the Center and , in part icular ,  I  was 
impressed wi th how you descr ibed the l i fesaving act ions of one of your Cancer In formation 
Specia l is ts .  After our  meeting , I  am even more enthusias t ic  about the poss ibi l i ty  o f working 
for the Center and am convinced that I  can meet your need for a  dedicated , hardworking 
employee .  

I  look forward to hearing f rom you concerning the posi t ion we discussed.  

Thank you once again.  I t  was a pleasure meeting wi th you .  

S incerely ,  

Handwritten signature 

Student Student
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SAMPLE OF A BUSINESS APPROPRIATE

THANK YOU NOTE

February 19 ,  2023 

Dear  Mr.  Col lege ,  

Thank you for taking the t ime to in terv iew me for the posi t ion of Substance Abuse Nurse a t 
Endeavor House on Thursday,  February 18,  2023.  

I  enjoyed the tour  o f your fac i l i ty  and learning more about the serv ices you of fer a t Endeavor 
House.   As I  mentioned in our  in terv iew, I  have had experience working wi th psychia tr ic  
patients  in a major hea l th care fac i l i ty ,  many of whom also suffered with addic t ion disorders .  I  
especia l ly  enjoyed our  discuss ion on Integrated Harm Reduction Treatment and would be very 
interes ted in learning more f rom you about the success your patients have enjoyed us ing this  
innovative approach . More than ever ,  I  am enthusias t ic  about the opportuni ty  to  apply  my 
ski l l s  and experience in  serv ice  of Endeavor  House and your c l ients .  

Again,  thank you for the opportunity to in terv iew with you . I  look forward to speaking wi th 
you again  soon.  

S incerely ,  

Handwritten signature 

Student Col lege
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SAMPLE OF A BUSINESS APPROPRIATE  

THANK YOU NOTE

October 16 ,  2023 

Dear  Ms . Business ,  

Thank you for taking the t ime to in terv iew me on Wednesday,  October 15,  2023, for the 
posi t ion of Associa te Examiner  a t F INRA’s  Risk Overs ight  & Operational  Regulat ion 
Department .  As I  mentioned in our in terv iew,  I  bel ieve that I  share  the same goals  and values 
of those working in Risk Overs ight  and Regulat ion and am exci ted at the poss ibi l i ty  o f jo in ing 
the F INRA team.  After  hearing you provide an indiv idual  example of  the teamwork approach 
implemented by your s ta f f  in the August 2023 ‘s  audi t season, I  am even more confident that 
the mul t i- tasking ski l l s  that I  apply to my current job, my coursework ,  as wel l  as  
extracurr icular ac t iv i t ies are a  sol id foundation for the posi t ion of Associate  Examiner .   I f  
g iven the opportuni ty ,  I  can assure you that I  wi l l  dedicate mysel f  t i re less ly to support ing the 
miss ion of the F INRA team.  

Again,  i t  was  a pleasure speaking with you and spending the day at F INRA.  Thank you for your 
t ime and in terest .   

S incerely ,  

Handwritten signature 

Student Student
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BONUS! Links for other specialized résumés and resources 

General 
https ://www.myperfectresume.com 
https://www.livecareer.com/career/advice/resume/13-best-resume-designs-2018 

Technical 
https ://zety .com/blog/technical- resume-example 
https ://novoresume.com/career-blog/ i t-resume 
https ://www. indeed.com/pr ime/resources/ta lent/6-t ips- for-cra f t ing-a-tech-resume-that-wi l l -
get-you-hired 

Career Changer 
https ://www.thebalancecareers .com/career-change-resume-writ ing-t ips-4134292 
https ://www.themuse.com/advice/this-is-how-you-spin-1-resume-for-5-di f ferent-industr ies 
https ://www.topresume.com/career-advice/how-to-write-resume-for-career-change 

Veterans 
https ://www. l ivecareer .com/career/advice/resume/mil i tary-to-civ i l ian-sample-resumes 
https://hireourheroes.org/veterans/bui ld-a-resume/ 

Digital or Social Media 
https://www.thebalancecareers.com/digital-media-skills-2062387 
https://www.resume-now.com/templates/enterta inment-media 
https://www.digitalvidya.com/blog/social-media-marketing-resume/ 

Video 
https ://www.thebalancecareers .com/t ips- for-creat ing-a-video-resume-2064219 
What Is a Video Cover Letter and When Should You Use One? | Indeed.com

Applicant Tracking System 
https ://www.c io .com/art ic le/2398753/careers-staf f ing/careers-staff ing-5-ins ider-secrets- for-
beat ing-appl icant-track ing-systems.html 
https ://www. jobscan.co/blog/best- fonts-resume-ats-recruiter/

https://www.myperfectresume.com/
https://www.livecareer.com/career/advice/resume/13-best-resume-designs-2018
https://zety.com/blog/technical-resume-example
https://novoresume.com/career-blog/it-resume
https://www.indeed.com/prime/resources/talent/6-tips-for-crafting-a-tech-resume-that-will-get-you-hired
https://www.indeed.com/prime/resources/talent/6-tips-for-crafting-a-tech-resume-that-will-get-you-hired
https://www.thebalancecareers.com/career-change-resume-writing-tips-4134292
https://www.themuse.com/advice/this-is-how-you-spin-1-resume-for-5-different-industries
https://www.topresume.com/career-advice/how-to-write-resume-for-career-change
https://www.livecareer.com/career/advice/resume/military-to-civilian-sample-resumes
https://hireourheroes.org/veterans/build-a-resume/
https://www.thebalancecareers.com/digital-media-skills-2062387
https://www.resume-now.com/templates/entertainment-media
https://www.digitalvidya.com/blog/social-media-marketing-resume/
https://www.thebalancecareers.com/tips-for-creating-a-video-resume-2064219
https://www.cio.com/article/2398753/careers-staffing/careers-staffing-5-insider-secrets-for-beating-applicant-tracking-systems.html
https://www.cio.com/article/2398753/careers-staffing/careers-staffing-5-insider-secrets-for-beating-applicant-tracking-systems.html
https://www.jobscan.co/blog/best-fonts-resume-ats-recruiter/


Jobs and Internships will bombard your personal 
page on Handshake, but ONLY if you complete 

your profile!
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Take  the  Career  Ready Quiz !  

C h e c k e d  o n e  o r  m o r e ?  

V i s i t  u s  a t  t h e  C a r e e r  C e n t e r  a n d  l e t  i s  h e l p  y o u  b e c o m e

“ C a r e e r  R e a d y ”  

Center for Career and Professional Development Bldg. 1A, 105 
718 982-2300 ● www.csi.cuny.edu/careers 

□ I need help with choosing a major

□ I chose my major but I don’t know much about jobs in my field

□ I have a resume but I would like someone from the career center to
review it 

□ I need help looking for a job and/or internship

□ I am nervous about going on job or internship interviews

□ I haven’t checked out Handshake yet

□ I use Handshake but I haven’t completed my HS profile yet

ARE YOU   
“CAREER READY?”
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ARE YOU 
CAREER FAIR 

READY? 
Check out the next 

pages
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C A R E E R  F A I R  P R E P A R A T I O N

You never get a  second chance to make a  first impression!  Here a re some suggestions 
tha t may be of help to you a t the Career  Fa ir  

• Know who wil l  be there.  Review the list of registered companies and identify organizations 
you are most interested in pursuing. Do some research and explore the companies that interest 
you, focusing on mission, culture, and skills valued. Prepare a list of questions for each 
employer based on your research of the organization. Consider the following examples of types 
of questions to ask. But don’t over rehearse! Consider using the “FIT” method (on the back) to 
make your interaction with employers more authentic and comfortable for you.

• Know enough about yourself ,  your ski l ls ,  and what you can bring to the
company. Describe specific experiences where you demonstrated your strengths; examples will make 
you a stronger candidate. (USE THE FIT METHOD!) Practice your  introduction to the recruiter with 
someone else, preferably one of the Career Team members just before you enter the career fair room 
so that you get comfortable introducing yourself.  This is really where the FIT method can help you!

• Prepare your resume. Update your resume, and make sure that it highlights your most 
marketable skills. Employers may have the option to collect resumes through an online 
resume book, so we recommend that you save your resume as a PDF to ensure a smoother 
upload. Make sure your resume file is named with your full name – i.e. “John Smith resume” 
and not “resume “and remember to be familiar with everything on your resume and be able 
to discuss the content with the recruiter.  Bring multiple copies of your resume (at least 25) to 
leave with recruiters who express interest in you. Stop be the Career Center (1A, 105) on 
campus to have your resumes printed on resume paper. Its free and it makes your resume 
stand out!

• Prepare your space and center yourself before you enter the room. Make sure you are 
dressed properly, (take off your coat, don’t have large handbags or backpacks to drag 
around), remember to smile even if you are nervous, and prepared to greet each recruiter by 
making good eye contact and with a firm handshake. Refer to recruiters by their formal name 
“Mr. Smith or Mrs. Jones”. Cell phones and all other devices should be turned off and out of 
site during the entire time in the room. You never know who is observing you. If you have to 
take an emergency call, step outside the room.  Being nervous is normal and that should pass 
as you “work the room.” Stand up straight and avoid crossing your arms – you want to 
appear engaged and attentive. Also try to limit distracting behaviors like fidgeting, 
playing with your hair, looking around when talking or being spoken to, or chewing 
gum. Remember to get business cards from all the recruiters that express interest in you. Be 
pleasant, smile, try to express confidence but not arrogance. There is a difference. Speak 
slowly and clearly and try NOT to speak over the recruiter.

https://www.themuse.com/advice/questions-to-ask-at-career-fairs


• Dress to Impress. We encourage students to dress in "smart" business attire. Examples 
include business suits khakis, dress pants, skirt suits, button-down long sleeve shirts, sweater 
sets, higher neck blouses. Consult Acing the Interview | Center for Career and Professional 
Development on our webpage for more information.

• T a k e  n o t e s .  Be sure to have a notebook and pen with you to jot down notes and contact 
information.  Make sure your notebook is plain and business appropriate. If you feel nervous about 
taking notes during your time with a recruiter, simply ask “Do you mind if I jot some of what you are 
saying down?”. That’s polite and good business etiquette.

• Get  contac t  in format ion . Be sure to get business cards for every recruiter or  company 
representatives you talk to. It is also ok to ask about hiring processes/timelines to make sure 
you’re following the right steps!

• Cas t  a  w ide  ne t !  The fair is a great chance to compare and contrast many opportunities in a 
relatively short time (and is much more efficient than attending a one-hour presentation by
each participating organization!). Be sure to do your research ahead of time so that you understand 
what each company does, what kinds of opportunities they are hiring for, and be prepared to talk 
about why you might be a good fit. Even if you come across a company that originally didn’t interest 
you, there is no harm is meeting with them anyway. You never know what opportunities can present 
themselves.

• After the Fair.  Follow up. Send a thank-you note ( hard copy or email) along with another copy 
your resume; use the opportunity to reiterate how your background and skills match their needs. 
Consider using LinkedIn to connect with the contacts you made. Reference someone you engaged 
with at the fair in the opening paragraph of your thank you note. For example, “After interacting with 
Jane Doe at the Diversity Opportunities Fair, I learned a great deal about your innovative Diversity 
program that seems to be creating a sense of inclusion among your staff. know my own commitment 
for diversity and inclusion would be a good fit for the marketing Internship role at WGBH.” You do not 
need to know the contact extensively but be genuine in how you refer to him or her. Send your Thank 
You Note as soon as you can after the Fair. No more than 24 hours! Remember Thank you notes 
have become very important to recruiters in the hiring process, especially post COVID!
Ask Career Center staff for examples of Thank you Notes

• Maintain contact .  Companies are busy doing what they do and may not get back to you right 
away. It’s okay to send a reminder if you haven’t heard anything after a week to 10 days. Better yet, 
find an article based on what you discussed during the fair, or related to the organization’s industry, 
and send that along with your email. It shows that you are genuinely interested in their work and 
actually paid attention.

View additional tips on attending a career fair
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STUDENTS 
Don’t know what to do when you get to the Fair? 

CAREER  FA IR  T IPS 
W H E N  Y O U  A R R I V E  

• Check your business attire – make sure you “look the part”
• Have copies of your résumé readily available (avoid fumbling!)
• Make sure you are prepared to discuss anything listed on your résumé.
• Review list of companies attending and target those of interest to you
• Rehearse your “20 second” self-marketing presentation
• Talk with a career team member if you feel nervous

A T  T H E  F A I R

• Smile! Be optimistic and confident as you approach recruiters
• Introduce yourself with a firm handshake and make good eye contact
• Engage recruiters by submitting your résumé and answering questions clearly
• Don’t be afraid to ask questions-specifically questions related to what recruiters are

looking for in an intern or new hire
• Thank recruiters for their time and make sure to collect business cards

A F T E R  T H E  F A I R

• Compose a handwritten (preferred) thank you note to recruiters as soon as you leave the
Fair. (sample provided below)

• Have someone proofread your thank you note if you are not sure about
spelling/grammar.

• Mail thank you note within 24 to 48 hours at the latest
• Follow up with the Center for Career and Professional Development for your “next steps”

in this internship or job search.
R E M E M B E R  T O  P E R S O N A L I Z E  B Y  F I L L I N G  I N  T H E  B L A N K S !

S A M P L E  T H A N K  Y O U  L E T T E R  

Dear _________________, 

Thank you for taking the time to speak with me today at the XXX Career Fair. I enjoyed talking with you and learning 
more about the opportunities offered at _______________. 

As I mentioned in our discussion, I am greatly interested in the field of _______________and I am eager to apply my 
interest and knowledge to a position in your organization. 

Again, thank you for the opportunity to briefly interview with you. I look forward to speaking with you again soon. 

Sincerely, 

Jane Career
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“To know the road ahead, 

ask those coming back…" 

Would you like to connect with a CSI 
alumni mentor who can help you with 

your career goals? ? 

Complete this form below and we will 
contact you to match you with a mentor 

https://docs.google.com/forms/d/e/1FAIpQLSe9vIPaIX7j7rNFhkAIcUNudFKFV0G97GXRG2NxaWySgXGfrA/viewform
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	Artificial Intelligence and Applicant Tracking Systems
	Gone are the days of crafting a resume to impress human eyes. The rise of artificial intelligence (AI) in HR operations means your resume must first get past automated scanning and filtering. Be smart! The following resume mistakes will get you instan...
	 Overstuffing keywords - Some candidates try to trick AI by stuffing their resumes with keywords. The AI is trained to throw these resumes away. Here's a rule of thumb. For each previous position listed on your resume, include two or three keywords t...
	 Layout matters - Multiple columns, graphics or unusual alignment can confuse these systems. Your resume should have a clean, simple layout with standard margins and clear headings for each section. Consistency in formatting your resume is crucial. U...
	 Bear in mind robots don't find you funny  - AI isn't the greatest with sarcasm or flowery language. They've been designed to look for specific keywords and precise information.
	 Pay attention to your job titles - For example, if your job title was 'Creative Product Champion” AI might not be able to know this is really a 'Marketing Manager’. It’s best to list on your resume 'Marketing Manager'. Be clear and concise about you...
	 Using an incorrect file type: - This can be an easily overlooked detail. Some ATS platforms might have trouble reading resumes in specific file formats. It's best to stick to commonly used formats like .docx or .pdf.
	 Not providing context - Don't put a list of accomplishments without any context. AI won't be able to interpret it. For example, instead of saying, 'Increased sales by 20 percent,' say, 'Implemented a new marketing strategy that increased sales by 20...
	 Don’t forget to be human! – supplement your resume with networking and make sure that a real human is looking at your application before AI rules you out
	Tips for Creating a Video Résumé
	 Be professional: Dress as you would for an interview and maintain a professional demeanor. Avoid slang and, of course, profanity. Make sure the setting looks professional with no audio or visual distractions in the background.
	 Get ready to record – Check your video recording equipment, the lighting, and your camera angles to make sure everything is working properly. Look over your professional business attire and your overall appearance. Take a moment to think through you...
	 Review and edit - Once you finish filming, watch your video recordings, and choose the best one. Make any necessary edits, then complete the file so you can send it or upload it when you apply for jobs. You may need to convert the file into a differ...
	 Send it to employers - Name the file with your first and last name so it clearly shows it's your video cover letter! Send the file to prospective employers by uploading it through a hiring portal. Since a video may be too big to send via email, you ...
	CAUTION!
	It is easy to miscalculate in a video cover letter – there is a high risk of the script, filming style, or location being inappropriate. If you make it yourself and have little filming experience, your video might come across as unprofessional. Keep i...
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	Professional Summary
	SKILLS & EXPERTISE
	● Entrepreneurship ● Event Management ● Client Services ● Mature “Can-Do” Attitude
	● Superior knowledge of Microsoft Office and Quick Books ● Fluent in English
	● Strong transferable skills in business, corporate communications, and teamwork
	EDUCATION
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