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Résumeés and Cover Letters

The First Step

How Do You Write A Résumé And Cover Letter
That Will Maximize Your Success In Landing

The Perfect Job?

By Holly Bigelow Martin

skip the résumé when looking for a job and rely
instead on networking to develop relationships
with prospective employers. At some point in the
hiring process, however, most employers still want
to see a written record of your achievements and
experience. So, how do you write a résumé that will
maximize your success in landing the perfect job?
The first tool you need is access to a personal com-
puter (PC) or word processor. “With equipment like
the Apple Macintosh computer or Windows soft-
ware, you can make beautiful résumés on your own
without professional help,” says Susan O’Keefe, staff
manager for university relations and college recruit-
ing at AT&T. Check out your college’s résumé-writ-
ing lab, where you can get not only the benefits of
computing, but also help from a career counselor in
creating your résumé.
In addition to great graphics, preparing your
résumé on a computer means you may be able to
enter yourself on one of the new electronic résumé

S ome career counselors recommend that you
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databases. You can also use the flexibility of word
processing software to maximize your chances of
landing a specific job by tailoring your résumé to fit
each job for which you are applying.

You are a complex human being with the potential
to work at many different jobs, but you will only con-
fuse employers with information extraneous to the
job they are trying to fill. Use classified ads, trade
publications, annual reports, and personal contacts
to find out what each company is really seeking.
Then write a one-sentence career objective or sum-
mary of your qualifications to fit as closely as possi-
ble each company’s job description. Use your PC to
make several copies of your résumé file, each with a
different objective to send to different companies.

“The problem with objectives is that they can be
extremely broad or extremely narrow,” says O’Keefe.
“You have to be careful you're not too limiting,
unless you only want one type of job. Job titles vary
between companies, so try to make your objective as
specific as possible without stating a title, such as,



‘Working on spreadsheets in
the finance department.””

In some cases, an objective
may not be necessary, or
even wise. “Sometimes a
company might screen you in
if you don’t list an objective,
when it might have screened
you out of an interview oth-
erwise,” says O’Keefe. “That
happens at AT&T because we
have so many different posi-
tions to fill that we don’t post
all the openings.”

Support
Your
Objective

The body of the résumé
should contain information
that highlights your qualifi-
cations and supports your
objective. Some résumé writ-
ers follow their objective with
a list of “transferable skills,”
such as analyzing, training,
developing, cooperating,
researching, or managing,
which can be used in a wide
range of job situations. This is
helpful if you are changing
careers and want to show

change the order of the infor-
mation to emphasize or de-
emphasize different aspects
of your education and experi-
ence. You may arrange these
in several ways: chronologi-
cally, by skill, or by project. A
chronological résumé starts
with your most recent job
and works backwards, listing
each one by date, such as:
June 1982-August 1982:
(Co-op assignment)—Modi-
fied a proposed process for
sodium deactivation to be
used in nuclear reactors.

If you have more than one
area of expertise, you could
arrange your résumeé in para-
graphs with headings such
as: Software, Research, or
Management. Many engi-
neers organize their experi-
ences by project, since they
may work on more than one
project concurrently.

“For both the résumé and
the interview, we look at very
specific information, and our
criteria are well delineated,”
explains O’Keefe, who trains
all the recruiters at AT&T.
“First we look at the stu-
dent’s major, graduation
date, and grade point average
[GPA], though the further

When tailoring your résumé, you can

change the order of the information to

emphasize or de-emphasize different

aspects of your education and experience.

that you'll be able to work in
a new field. For those indi-
viduals just out of college,
however, O’Keefe says that
just listing your experiences
will demonstrate your skills.

Remember that, when tai-
loring your résumé, you can

you are from graduation, the
less important GPA becomes.
We also look at interpersonal
skills, work management
effectiveness, and work-
related experience. We try to
give equal weight to all of
these criteria.”

re

how to quiet youl
most of all, how to sell yourse

The 1993 What Color Is
chute?, Richard Nelson Bolles, Ten
Speed Press, 1993. Subtitled, A Prac-
tical Manual for Job Hunters and
Career Changers, this perennial clas-
sic will help you analyze your inter-
ests, talents, and experiences, and
present yourself to the job market
without a formal résumé.

Who's Hiring Who, Richard Lath-
rop, Ten Speed Press, 1989.
According to Richard Nelson
Bolles, this is the best book around
for writing résumés, or, as Lathrop
calls them, qualifications briefs.
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ELECTRONIC
RESUME
DATABASES

“Electronic résumé databases have
become popular over the past five
years,” says Susan O’Keefe, staff
manager for university relations
and college recruiting at AT&T, in
Morristown, NJ. AT&T has sub-
scribed to Kinexus, a national
né database smce~1989

A résumé is a written document, and, as

such, demands the same skills important to

all good writing. Use active language and

concrete details to really sell yourself.

If you don’t have work-
related or school leadership
experience, however, don’t
despair. Recruiters will con-
sider other life experiences in
their assessment. “We're see-
ing a lot more nontraditional
students, such as those who
may be older or single-parent
heads of household, who may
work full time while going to
school,” O’Keefe reports.

“They don’t have the
opportunity to be in a tradi-
tional college leadership role,
such as president of the stu-
dent government, but we’ll
take into account other lead-
ership experiences, such as
demonstrating that they man-
age their household or that
they are a leader in their
church or community, or ran
a baby-sitting co-op.”

Though recruiters prefer
to see your most recent
achievements, O’Keefe says
that in certain cases, high
school activities may count.
“If you haven’t done much in
college, but you demon-
strated leadership, manage-
ment, or communications
skills, or received an honor in
high school, put it down on
the résumé,” she advises.

At the bottom of your
résumé, you may want to
include a small amount of
personal information, such as
hobbies and free-time activi-
ties you enjoy. Some experts
warn, however, against
putting down this type of
information, as it might
unwittingly slant an employer
against you. “For AT&T, it is
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not a big consideration,
because we do everything
possible to keep the interview
from becoming personal and
letting any bias enter in that
way,” says O'Keefe.

The
Finished
Product

After you've completed your
first draft, go back through
your résumé and begin the
editing process. A résumé is a
written document, and, as
such, demands the same skills
important to all good writing.
Use active language and con-
crete details to really sell your-
self. For example, instead of
saying, “I was a co-op student
for three semesters,” say, “I
developed a computer model
of heat flow in nuclear power
plant cooling systems that
helped to determine the effec-
tiveness of using waste heat
for aquaculture.”

Make sure your résumé
uses correct English. “The
large majority of résumés and
cover letters I receive have
spelling and grammar errors
in them,” says O’Keefe, who
stresses that you should show
your résumé to several peo-
ple as a doublecheck on these
areas before sending it out.
Don’t forget to use your
spellchecker on the word pro-
cessing software.

Remember the definition
of résumé—it’s a short sum-



mary, not a life history. Edit your final draft to one
page, preferably, or at the most, two. O’Keefe says
she absolutely hates seeing two-page résumsés,
because often the second page gets lost. “There’s no
reason for using more than one page, unless you are
an older MBA student who may have a significant
amount of work experience,” she says. “We receive
hundreds of thousands of résumés in this company
every year. If you don’t make it as easy as possible
for the person looking at your résumé to scan it and
pull out the information they need, you're putting
yourself one notch down. The important things
should jump out at you.”

Keep this in mind when formatting your résumé.
Create a heading or letterhead design that includes
your name, address, and phone number, followed by
a space or a line across the page. Put titles in bold, and
emphasize important information with underlines,
italic, or different fonts. “There should be a significant
amount of white space,” notes O’Keefe. “Many times
students will try to throw in as much as possible on
that one page, so they’ll shrink the print down real
small. You shouldn’t have to strain to read it.”

Neatness still counts. “The appearance of a résumé
is the first thing any recruiter is going to see, so obvi-
ously you want to see a résumé that doesn’t have cof-
fee stains or pen smudges,” says O’Keefe. “This has
nothing to do with content, but I think it’s important
in determining whether or not the person goes much
further in looking at the other credentials.”

If you don’t have access to a letter-quality or laser
printer, take your disk to a local print shop to make
the final copies. Use good quality paper, but it’s not
necessary to buy personalized stationery.

Cover Letters
Come First

Cover letters aren’t necessary when you're applying
for a job through the college recruiting office, though
they are more important if you are responding to an
advertisement. “A cover letter is a good idea because
it shows respect for the corporation as well as for the
person you're sending it to,” says O'Keefe.

The cover letter should be brief—one page or less.
You can use the same letterhead you created for your
résumé and print it on the same paper. “A cover let-
ter might not get read in its entirety, but it helps me
pull off the main points before going on to read the
résumé,” O’Keefe says. “Your cover letter should
explain clearly, within the first sentence, what type of
job you are seeking.”

Use classified ads, trade
publications, annual reports, and
personal contacts to find out what

each company is really seeking.

Statistics show there’s a much lower chance of get-
ting an interview by sending your résumé in blind or
in answer to an ad. The old saying is especially true in
the job-search process: “It's not what you know but
who you know,” especially when you know some-
one—either a friend or relative—who works for the
company. Look for contacts at classes, trade shows,
conferences, or workshops who may be willing to
pass your name along to someone who is hiring.

“It always helps to know someone, and it doesn’t
have to be at an executive level,” observes O’Keefe.
“The theory is that if you're a good employee and
you refer someone, that referral is going to be good
like you. A lot of people do get hired from employee
referrals.” ¢

Explore the Energy Field
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The South Texas Project Electric Generating Station is one of the
nation’s newest and most technologically advanced nuclear facili-
ties ever built. Experts say it may be decades before this country
reaches a higher level of commercial nuclear technology.

Located near Bay City, about 100 miles southwest of Houston, the
South Texas Project has the warm Gulf beaches and wildlife pre-
serves in one direction, and some of the finest shopping, sports and
cultural centers of Houston in the other.

We are currently offering unique opportunities for engineers
with degrees in Mechanical, Nuclear and Electrical Engineering.

If you have the ability to match the ambition, send your resume to:

Houston Lighting & Power
South Texas Project Electric Generating Station
Attn: Kathy Griffith
Employment/Recruitment
P.O. Box 289
Dept. WE593
Wadsworth, TX 77483

The Li
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Houston Lighting & Power

Equal Opportunity Employer|Principals Only, Please
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