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RESUMES:
· TECHNOLOGY SKILLS: 

· Computer skills are in demand with almost every employer – this could be the one thing to set a younger person above more experienced applicants – make sure to list your experience with any technology, hardware or software programs.  

· Some examples: iPod, cell phone, PC, laptop, Word, Excel, PowerPoint, PhotoDraw (or other photo software), Publisher, Microsoft Windows, Microsoft Office Suite, printer, scanners and fax machines…

· Be sure to list all programs you’ve used – in school alone you’ve used many of these.  Even if you think your friends/other students are more skilled than you are, any skill is better for an employer than someone who has no experience or is afraid of technology.

· VOLUNTEER EXPERIENCE:

· Can make a BIG impression on employers or scholarship & admissions committees – shows you are aware of big issues & opportunities, that you are a cooperative and caring individual, that you are not totally self-absorbed or selfish.  

· If you don’t have any volunteer experience, you better get some!  It can be fun, eye opening, a great opportunity to meet other like-minded people & it can open up a lot of opportunities for you.  There are tons of opportunities available – if you need ideas, Ms. Hall can help you brainstorm.  She used to do snowboarding volunteer work – also really enjoyable!

· If you have volunteer experience, PUT IT ON YOUR RESUME!!!

· LEARNING SKILLS:

· Potentially the most important skill (maybe next to interpersonal skills) to employers is your willingness and ability to learn on an ongoing basis.  The more initiative and self-direction you can demonstrate in regard to this, the better.  Don’t forget to mention it in your resume in some way.

· REAL-WORLD SKILLS:

· Employers will be looking for your experience beyond academia – while school is VERY important, once you are out of school, little attention is given to GPA and school awards.  That is why it is SO important to understand and mention the underlying skills and knowledge you gain in the experience.

REFERENCES:

· Try to list a variety of people – some employers, some teachers, some customers, some personal references (although not family members).  If you list people all in the same category, try to get them from different institutions or departments.
· If you don’t list employers, it is likely that the interviewer will call a former employer anyway.  Therefore, it is better to list people who might have something nice to say about you than to leave your reference to chance.
· Always include a telephone number, and the persons association with you. Whenever possible, an address and email should also be included.
COVER LETTERS or LETTERS OF APPLICATION:

· Always make reference to the enclosed resume (and always include it!!!)

· Make sure that in the body of the letter you give the employer a REASON to look at your resume.  Highlight the reasons the employer should consider you by MAKING A CLEAR LINK BETWEEN YOUR SKILLS AND QUALIFICATIONS AND THOSE THAT ARE REQUIRED OR DESIRED FOR THE POSITION YOU ARE APPLYING FOR!!!

· Make sure that the work and volunteer experience you mention in your cover letter are also on your resume.  This helps build your credibility. 

· Remember, employers appreciate that you plan on continuing your education – this shows a willingness to learn and your recognition of the fact there are always opportunities for growth.  

· However, be cautious of mentioning you will be leaving town to attend school in the near future – this tell employers you won’t be available to work for long – better to address this once you’ve gotten the interview instead of in the letter.

