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Résumés   

• Résumés, like all documents, are field-specific. 

• Today’s workshop will focus on broad strategies that 
should be useful for all audiences. 

• Check with University Career Services, an advisor or 
faculty member in your field for more specific genre 
conventions.  

• We will be discussing résumés rather than CVs.  



Types of Résumés  

• Functional Résumé 
• Groups professional experience by types of workplace activities or skills 

rather than by chronological order. 

• Advantage: Can be used to hide “less positive” work experiences. 

 

• Reverse Chronological Résumé  
• Works from most recent information to older information. 

• More commonly used than the functional version 



Functional vs. Reverse Chronological Résumés  



Résumé Headings 

• Match headings to the job call, when possible. 

 

• Think carefully about the order of information. 
• Consider audience: what will this order convey about you to the reader. 

 

• Don’t sell yourself short in these headings. 
• Consider the different connotations of “Activities” vs. “Volunteer Work” vs. 

“Service.” 



Sample Résumés—Comparing Headers  



Additional Résumé Tips 

• Continuity is key: be consistent in your formatting. 
• There is no “perfect” resume - be consistent in formatting, bolding, 

underlining, and capitalization.  

• Avoid using “I” in your descriptions (this will be assumed). 

• Check grammar, typing, and spelling mistakes.  

• The résumé template is your friend! 
• Microsoft Word provides many free templates. 

• Find a template that has the look and functionality to suit your needs. 

• Save your document as a PDF rather than a Word doc. 



Your Résumé  

• What are the weak points in your own résumé? 

 

 

• What revisions would you like to make going forward?  



Cover Letters 

• Consider cover letters as documents that are linked to your 
résumé—separate documents that should work together. 
• Always be mindful of a reader who will have both these documents in front 

of them. 

• Cover Letters should advance the aims of your résumé rather than simply 
repeating your résumé in paragraph form.    

• Cover Letters should always be adapted to meet the specifics of an 
announcement. 



Cover Letter Organization 

• Introduction 
• Salutation: when possible, address to a person. 

• Include your name and the job for which you are applying, how you learned 
about the job, and why you are interested in the position. 

• Provide a brief overview of how you are qualified for the position. 



Cover Letter Organization (con’t) 

• Body/Argument 
• Show your reader why you are a good fit for this position. 

• Show your reader why this position is a good fit for you. 
• Find out as much as you can about the company so that you can connect your 

own values/goals to the values/goals of the company. 

• Avoid rewriting your résumé in paragraph form. 
• Remember, the employer will have both of these documents. 

• Instead, paint a broad picture of your experiences that fits the job description. 

• Conclusion 
• Remind readers how you can be contacted; thank readers for their 

consideration. 



Sample Cover Letter 



Cover Letter—Tips and Strategies 

• Aim to engage the reader to set yourself apart from the rest.  

• Use font size and styles that are consistent with your résumé.  

• Proofread this document carefully: don’t give readers an excuse to 
put your application in the “No” pile due to a proofreading error. 



Matching Your Cover Letter to the Job Call 



Wordle  



Final Thoughts 

• Consider drafting a “Master CV” 
• This document should include everything, even those entries that don’t 

seem as relevant or important to your present career goals. 

• Be as specific as possible for each entry description (it’s easy to forget what 
your responsibilities are/were over time). 



Longwood University Writing Center 

• Greenwood Library 

• Hours 
• Monday-Thursday 2pm-10pm 

• Sunday 7pm-10pm 

 

• Phone: (434) 395-4861 

 



University Career Services at Longwood 

• Lancaster G08 

• Walk-in Hours 
• 12pm-2pm Monday-Friday 

• 4pm-5pm Thursday and Friday 

• Email: career@longwood.edu 

• Facebook: Longwood Alumni & Career Cetner 

• Twitter: @LongwoodCareer 

• Snapchat: Longwood Career 



Upcoming Career Services Events 

• Workshop Wednesdays 
• Free Pizza & Career Advice 

• Every Wednesday starting April 6th at 1pm 

• Lancaster G08 

• Lunch & Learn 
• April 18, 19, 21, 22, 25, 26, 27, and 28th 

• Learn How to Tell Your Career Story 

• Dhall Annex 


