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RESUME OVERVIEW

RESUME WRITING OVERVIEW  

Your Resume is a marketing piece used during professional job searches, internships, part-time jobs, and 
graduate programs.  It is an overview of your knowledge, skills, abilities, experiences, and accomplishments 
relevant to your employment goals. Resumes are used to screen applicants for interviews and determine 
which candidates most closely match the employers’ needs. This is done through a combination of human 
and electronic screening methods.  

 

WHAT IS A RESUME?  

3 STEPS TO DEVELOPING YOUR RESUME  

SELF REFLECTION & GENERATE A LIST OF ACCOMPLISHMENTS  

Make a list of  your education and experiences including  internships, part-time jobs,     
activities, and leadership.  

Create an inventory of your accomplishments—tasks that you have enjoyed, did well, and 
are proud of.  Assess what you have accomplished and the skills you have developed in 
each role.  

RESEARCH TARGET MARKET/ INDUSTRIES  

Research career fields, industries, and companies using the internet and resources from 
the Career Development Center. 

Review several job descriptions for your field of interest to determine the knowledge, 
skills, and abilities employers are seeking.  

Compare your qualifications/skills to the requirements found in the job descriptions.  
Highlight all of the preferred and required  skills as well as industry keywords. This list will 
help you determine what  words to include in your targeted resume.  

SELECT A FORMAT   

Chronological  -  This is the recommended format for college students and recent graduates with  
limited  experience. You will organize your experience by date, beginning with the most recent and 
working backwards.    It works best when your work and academic experience relate directly to job 
you’re applying for. It highlights continuity of experience and emphasizes job titles and employers’ 
names.  
 

Functional -  Organize your experience by skill sets or industry areas and is particularly suited for   
career changers as well as people with little work experience or large gaps in work history. This layout 
highlights your qualifications and will use  skills headings to relate to the position you are applying.      
A work history is summarized in a brief section at the bottom of the page.  
 

Hybrid - Combine the functional and chronological structure. This format allows you to first highlight 
your key skills and selling points, then present your work history.  
 
Preferences for resume formats vary with individuals; consultation with a career professional 
will help you to decide on the most effective style to use .  
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ACTION VERBS  

Use action verbs at the beginning of each statement to describe your duties and accomplishments 

for work, volunteer, leadership, or academic experiences.  

ADMINISTRATIVE/DETAIL-ORIENTED  

accomplished 
approved 
arranged 
calculated 
classified 
collected  
compiled 
computed  
consolidated  

determined 
documented  
generated 
identified  
improved 
inspected 
interviewed  
issued 
launched   

maintained  
minimized  
modernized 
modified   
monitored  
multiplied  
operated 
organized 
overhauled   

prepared 
prioritized 
processed 
provided 
purchased  
reported 
scheduled 
translated  
upgraded  

MANAGEMENT  
achieved 
analyzed  
appointed  
assessed  
assigned 
chaired 
coached 
consulted 
controlled 
coordinated  
cultivated 
delegated 
developed 
directed   
engineered 
evaluated  

exceeded  
forged  
implemented  
improved 
increased 
led 
marketed 
motivated  
negotiated  
planned   
reviewed 
recruited 
supervised 
trained  
targeted  
utilized  

TECHNICAL 

 FINANCIAL  CREATIVE 

RESEARCH 

HELPING/ TEACHING  

COMMUNICATION  

acted 
adapted 
crafted 
created 
designed 
directed 
fabricated 
fashioned  
founded 
illustrated   

 
integrated 
invented 
originated 
performed 
revamped 
revitalized 
shaped 
synthesized 
transformed 
traveled 
visualized  

administered 
allocated  
amplified  
appraised 
audited 
balanced 
budgeted 
calculated 
computed 
financed 
forecasted  
formulated  

invested  
lessened 
lifted  
maximized 
projected 
reconciled 
reduced 
solved 
sustained  
tabulated  
troubleshot 
yielded   

calculated 
clarified 
correlated 
critiqued 
deciphered  
diagnosed 
discovered 
examined 
 

qualified 
quantified 
researched 
summarized 
surveyed 
traced 
tested  
tracked  
validated  

experimented 
explored 
extracted 
gathered  
inspected  
investigated  
mapped 
measured 
monitored 

addressed 
advised 
aided 
articulated 
authored 
clarified 
communicated 
composed 
conceived 
conducted 
contributed 
corresponded 
debated 
deliberated  
drafted  

edited 
engaged 
explained 
inspired 
interpreted 
interviewed  
lectured 
lobbied 
marketed 
mediated 
moderated  
motivated  
negotiated  
publicized 
promoted 

officiated 
persuaded 
publicized 
promoted 
recruited 
referred  
represented 
sold 
spoke 
suggested 
summarized 
translated 
transmitted 
updated 
wrote   

adapted  
advised 
aided 
assessed 
assisted  
attended 
cared for 
clarified  

coached 
coordinated 
counseled 
diagram 
delivered 
demonstrated 
defined 
  

encouraged 
explained 
educated 
engaged 
explained 
expedited  
facilitated 

informed 
instructed 
lectured 
mentored 
motivated 
overcame 
planned 
provided  

rehabilitated 
represented  
reported 
referred 
resolved 
shaped 
served 
set goals  
tailored 
taught 
trained 
transformed 
translate 
tutored 
updated 

assembled 
built 
calculated 
computed 
designed 
devised 
engineered 
fabricated 
maintained 
operated 
overhauled 
programmed 
remodeled 
repaired 
solved 
upgraded  
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EDUCATION  

 Did I start from a blank Word Document or resume 
builder in Trailblazer?  

 Is my resume  an appropriate length (usually 1 pg. )?  

 Is my formatting consistent throughout the entire 
document (font type, size, use of bold, italics/
underlines, heading alignments)?  

 Margins are within  0.5’ –1” all around ? 

 Did I use a standard font (Times New Roman, Calibri, 
Cambria, Arial,  Sans Serif, etc .) ? 

 Appropriate font  size or style 10-12?  

 Are verb tenses in the present tense for current    
positions? Are verb tenses in the past for previous 
jobs?  

 Did I leave out personal pronouns (eg., I, my)?  

 Have I proofread the document for spelling,        
grammar, punctuation , formatting errors?  

CONTACT INFORMATION  

 Is my name at the top in bold and a larger font?  

 Did I include my current address, cell phone    
number, and professional email?  

 Do you have a professional voicemail message? 

 Optional: LinkedIn URL, Blog, Social Media Handles  

PROFILE/ OBJECTIVE  

 Is my objective or profile an appropriate length 

(not too text dense)? 

 Did I utilize keywords that are specific to com-

pany/ industry to which I am applying? 

 Is it employer focused? Did I highlight my value 

and what I can offer? 

 Objective formula: who you are + what you 

want (position) + what you can offer?  

GENERAL FORMAT  

 Did I include School Name, College, City, State? Did 
I spell William Paterson University correctly? 

 Did I list the full name of degree (ex., Bachelor of 
Science in…)?  

 Did I list accreditation information for my academic 
program, if applicable?  

 Is the month and year of graduation listed? Or 
Class of  20XX  listed?  

 Is my most recent school/degree listed first?  

 Is my grade point average accurately listed? 

 

CONTENT  

 Are the employer, city, state, position title, and 
dates (start-end) listed for each experience?  

 Do my accomplishments begin with strong action 
verbs? (See list included)  

 For each position, did I use the STAR Method 
(Action Verb + What You Did + Result) when     
creating accomplishment statements ? 

 Are the most relevant experiences listed at the 
top or in a separate related  experience section?  

 Do I have 3-5 solid accomplishment statements 
for each of my relevant experiences that highlight 
my contributions, skills, and keywords?  

 Did I avoid the phrases “Responsible for” and  
“Duties include”?  

 Are my unrelated work experiences listed under a 
separated heading (e.g., Work History, Work    
Experience)?  

 Do my Honors, Activities, and Volunteer Sections 
demonstrate leadership and/or relevancy to the 
position I am applying?  

 Did I include any relevant computer, software, 
and/or language skills?  
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STEP BY STEP GUIDE TO WRITING YOUR RESUME 

SECTION 1: IDENTIFYING INFORMATION  
The  first item to add to your resume will be your contact information.  

 WIILIAM PATERSON 
1234 Pioneer Way, Wayne, NJ 07427 

    973-720-3241  - Patersonw@wpunj.edu 

 

 
WILLIAM PATERSON   2134 Pioneer Way, Wayne, NJ 07427 

                                                    73-720-3241  - Patersonw@wpunj.edu 

NAME  

ADDRESS 

PHONE NUMBER  

Optional Items: 

LINKEDIN PROFILE 

PERSONAL WEBPAGE/ 

BLOG 

EXAMPLE FORMAT & INFORMATION 

SECTION 2: OBJECTIVE V. PROFILE  
Including an objective or profile statement at the top of your resume is optional. However a well-written statement can 

help introduce who you are, what you are looking for, and what some of your unique selling points are to a prospective 

employer. 

HOW TO WRITE AN EFFECTIVE OBJECTIVE  

Objectives are recommended for students and recent graduates with limited experience. 

Your objective should be concise and stated in one sentence. 

The content should focus on what you can offer an employer not what the employer can offer you.  

Objective formula: who you are + what you want (position) + what you can offer. 

 WIILIAM PATERSON 
1234 Pioneer Way, Wayne, NJ 07427 

    973-720-3241  - Patersonw@wpunj.edu 

 
OBJECTIVE  
Focused and detail oriented student seeking an internship utilizing analytical 
and project management skills.  

EXAMPLES OF TARGETED OBJECTIVES 

Seeking to contribute skills in research design, data analysis, and report  
writing in a research position   

Focused and detail oriented finance student seeks an internship utilizing   

analytical and  project management skills  

A position as an elementary school teacher, utilizing prior experience in creating 

a positive classroom environment  

To apply social service training and administrative experience in an internship 

with a non-profit organization.  
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STEP BY STEP GUIDE TO WRITING YOUR RESUME 

SECTION 2: OBJECTIVE V. PROFILE  

HOW TO WRITE AN EFFECTIVE PROFILE STATEMENT  

Profile statements are recommended for those who possess relevant work experience. Typically used by   
graduate students, alumni, career changers, or undergraduates with relevant work experience.  
 
Focus on your skills, areas of expertise, accomplishments, and utilize industry keywords. 
 
Profile statements are usually between 3-4 sentences or could be targeted bullet statements. 

 WIILIAM PATERSON 
1234 Pioneer Way, Wayne, NJ 07427 

    973-720-3241  - Patersonw@wpunj.edu 

 

PROFILE 
Dynamic and charismatic accounting professional seeking a full-
time position within a public accounting firm. Possess concrete 
interpersonal skills which will motivate other members of the firm 
t o achieve business goals. Proven ability to utilize leadership, 
problem solving, and critical thinking skills to address client 
issues and requests in a professional 
manner  

EXAMPLES OF TARGETED PROFILES  

Creative and detail oriented writer with internship experience within two   

major news organizations. Possess proven ability to analyze assignments, un-

cover resources, and meet deadlines. Published over 15 articles in local and 

campus newspapers. Bilingual in English and Spanish.  

 

A marketing professional with expertise in the areas of sales and distribution, 

strategic planning, product introduction, and advertising. Results oriented with 

proven leadership experience. Ability to build relationships with clients, col-

leagues, and supervisors. Track record of increasing revenues, enhancing 

profitability, and improving customer service.  

SECTION 3: EDUCATION  

INFORMATION TO HIGHLIGHT  

NAME OF INSTITUTION 

COLLEGE, DEGREE 

         MAJOR, MINORS 

          YEAR OF GRADUATION  

GPA (ABOVE A 3.0) 

 WIILIAM PATERSON 
1234 Pioneer Way, Wayne, NJ 07427 

    973-720-3241  - Patersonw@wpunj.edu 

 

PROFILE 
Dynamic and charismatic accounting professional seeking a full-time position within a public accounting firm. Possess concrete 

interpersonal skills which will motivate other members of the firm t o achieve business goals. Proven ability to utilize 
leadership, problem solving, and critical thinking skills to address client issues and requests in a professional manner  
 

Education  
William Paterson University , Wayne, NJ      May 20XX 
Cotsakos College of Business (AACSB)           GPA 3.7  
Bachelor of Science in Marketing  

List your college(s) of attendance  

If you transferred from another institution only include if 

you obtained a degree 

If you have multiple degrees, list your most recent      

experience first (reverse chronological order)    

R
ESU
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SECTION 4: EXPERIENCE  
The EXPERIENCE section needs to focus on relevant skills and accomplishments gained through your work 

and related experiences. Your experience can be separated into two sections focusing on Related Experience 

and Work Experience.  This will be the focus of your resume for most employers.  

 WIILIAM PATERSON 
1234 Pioneer Way, Wayne, NJ 07427 

    973-720-3241  - Patersonw@wpunj.edu 

 

PROFILE 
Dynamic and charismatic accounting professional seeking a full-time position within a public accounting firm. Possess concrete interpersonal 
skills which will motivate other members of the firm t o achieve business goals. Proven ability to utilize leadership, problem solving, and 
critical thinking skills to address client issues and requests in a professional manner  
 

Education  
William Paterson University , Wayne, NJ      May 2018 
Cotsakos College of Business (AACSB)           GPA 3.7  
Bachelor of Science in Marketing  

 

Related Experience  
KPMG, Montvale, NJ              June –August 2016 
Audit Intern  
      •Tested and audited cash for clients  
      • Prepared benefit plan worksheets  
      • Priced, referenced, and filed audit reports for client portfolios  
      • Researched accounting practices for client’s quarterly filing  
 

Work Experience  
Conference & Events, William Paterson       August 2015– Present 
Student Assistant  
     • Collaborate with staff to  organize campus events calendar  
     • Assist university staff members with online events scheduler 

 

NAME OF COMPANY  

LOCATION (CITY,STATE) 

POSITION TITLE  

 EMPLOYMENT DATES    

(MONTH,YEAR) FORMAT 

BULLETED LIST OF DUTIES                

(USE ACTION VERBS) 

LIST EXPERIENCE IN                       

REVERSE CHRONOLOGICAL ORDER      

(MOST PRESENT –PAST) 

INFORMATION TO HIGHLIGHT  

HOW TO WRITE AN EFFECTIVE EXPERIENCE SECTION  

For each experience, list company/organization name, position title, location, dates of employment. 

Include work experience, internships, senior practicum, student teaching, related leadership experiences. 

For each job, create a bulleted list of accomplishments and duties. When writing your bulleted statements focus 

on the skills  that may “transfer’” to your intended field. Use our action verbs on pg 4.  

Consider separating your work experience (which can include relevant volunteer experience and campus activities) 

into 2 sections; one for positions relevant to the position you are applying to, and the other for additional           

experience.  

EXAMPLES OF HOW TO WRITE ACCOMPLISHMENT STATEMENTS  

Create your bullets using the STAR Method (Action Verb + What You Did + Result).  
Quantify your results whenever possible, using percentages, dollars, volume, numbers. 

GOOD  

Provide customer support and  

product demonstrations for clients  

BETTER  

Conducted 10 customer support and 

product demonstrations programs for 

20 clients  

BEST  

Reduced customer complaints by 20% in a 6 

month period by conducting 10 customer 

support and product demonstrations   

programs for 20 clients 
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ADDITIONAL SECTIONS  

Employers want to see what you have accomplished inside and outside of the academic environment. Below 

is a list of additional category sections that can be included on your resume.  

HONOR SOCIETIES  

DEAN’S LIST  

SCHOLARSHIPS 

SPECIAL AWARDS/DESIGNATIONS 

ACADEMIC ACHIEVEMENTS  

Student Clubs, On or Off-Campus Organizations, Volunteer Experience, Athletics, Professional Organizations 

For each organization, include the organization name, position(s) you have held, location, and dates that you 
worked in the position(s). Depending on your experience you may also include a list of bulleted statements  

If you have not yet gained relevant work experience in your field of interest you can include related academic                
components including: coursework, projects, educational highlights.  
 
For each project, include a project description, dates that you worked on the project, and duties.  
 
For academic coursework, you can identify 6-9 courses that are related to your field of study to be included in a list. If 
you wanted to specifically target 2-3 courses you can include action bullets highlighting your accomplishments from 
the course.  
 
If you have conducted research either with a professor or off-campus, you can include that experience in your resume.  
 
Example of Research Experience section: 
William Paterson University – Biology Department - Wayne, NJ Jan. 2015 – March 2016  
Research Assistant, Summer Program for Undergraduate Research  

 Participated in all aspects of the research process (literature review, data collection, data analysis, research paper) 

 Coded and analyzed data 

 Presented research at annual conference 

Highlight technical, computer software, social media, language skill sets. 

Include your written and/or speaking skills in languages other than English; you can demonstrate your knowledge 
using words such as “Basic”, “Intermediate”,  “Conversational”, or “Fluent.  

Include your skills in social media sites in the Skills Section (this is applicable to those who are applying to positions 
involving social media or in communications/journalism).  

Try to target these specific skill sets to the position/industry you are applying. 

List equipment you are knowledgeable in using (relevant to the TV, radio and science fields).  
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WHAT IS THE APPLICANT TRACKING SYSTEM (ATS) 
The applicant tracking system, or ATS, is a software program that allows a recruiter to easily manage and track the large 
number of applications they may receive. With one click, an ATS can sort and organize hundreds, and even thousands of 
resumes, while simultaneously sending only a handful of them to the recruiter to view. Thus, even for a qualified job 
candidate, it may be quite difficult to get past the initial screening process, as small discrepancies in the format, word 
choice, and even alignment of a resume may not adhere to the parameters of the ATS . 

By following a few basic tips you can greatly increase your chances of being chosen by the application tracking system.  

 DO NOT use a resume template! The embedded tables cannot be read by ATS.   

 Use a standard Word document, and save in .doc format.  

 Use a sans serif font (Calibri, Tahoma or Arial work well). 

 Do not use underlining (use bold and capital letters instead for emphasis).  

 Do not use lines, borders, or symbols (plain round bullet points are fine). 

 Do not put your contact information in a header. 

 Dates for your experiences should come at the end or be on the right side (not placed before your 
role or the organization). 

 Customize each resume for the specific position being sought using language from the job description. 

 "One-size-fits-all" does not work with applicant tracking systems. Incorporate relevant, targeted keywords 
and phrases for the position being sought.  

 Read the job description, and mirror that language in your resume, including the same exact words present  
in the job description to describe your own experience.  

 After reading the job description, make a list of several “keywords” that jump out at you.  

 Use the exact same keyword and punctuation as in the job description.  

 Incorporate keywords into descriptive achievement oriented bullet points; do not just include them as a 
list of skills or competencies.  

 Do not “Keyword Stuff” your resume.  It is appropriate to use a keyword two to three times per resume, 
taking placement into account. 

 For abbreviations and acronyms, use the full term first, followed by the shortened term. For example: 
“Master of Business Administration (MBA).” 

ONLINE RESOURCES  

 JOBSCAN: https://www.jobscan.co/  

 JOBSCAN BLOG: https://www.jobscan.co/blog/  

 WordCloud: http://www.wordle.net/  

 Mashable.com : 12 Ways to Optimize Your Resume For Applicant Tracking Systems  
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RESUME  EXAMPLES  
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COLLEGE OF BUSINESS 
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COLLEGE OF BUSINESS 
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COMMUNICATIONS 
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COMMUNICATIONS 
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Communications, Concentration Public Relations  May 2016 
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MUSIC MANAGEMENT  

R
ESU

M
ES  

,Wayne, NJ  
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COLLEGE OF SCIENCE & HEALTH  
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COLLEGE OF SCIENCE & HEALTH  
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COLLEGE OF SCIENCE & HEALTH  
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COLLEGE OF SCIENCE & HEALTH  
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STUDENT ATHLETE  
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COLLEGE OF HUMANITIES & SOCIAL SCIENCES 
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COLLEGE OF HUMANITIES & SOCIAL SCIENCES 
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COLLEGE OF EDUCATION 
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ALUMNI/ GRAD STUDENT 
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CRAFTING YOUR 

COVER LETTER  
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WHAT IS A COVER LETTER? 
Cover letters serve as a bridge between your resume and the specific job to which you are applying. Its 
purpose is to introduce you and expand on the experience in your resume. It will also serve as a reflection 
of your writing skills, so be sure to proofread and review your document. Your cover    letter needs to be 
specific to the organization and position.  

Keep your cover letter formal, polished, and written in active voice  

Varied sentence structure– don’t begin all sentences with “I” 

Should be grammatically correct with no spelling or punctuation errors  

Targeted to the needs of the company and requirements of the position  

The font and formatting should match that of your resume 

Cover letters should be in a business letter format  

 IDENTIFYING THE CONTACT PERSON  

Cover letters should be addressed to a specific person within the company. If you do not have a 

contact name:  

 Investigate the company website and other online resources for contacts/addresses 

 If you cannot locate a specific contact—indicate a specific job title, such as “Dear Hiring 

Manager,” “Dear Members of the Selection Committee, "or “Dear Hiring Team.” 

THE THIRD PARAGRAPH  

“Next Steps” 

State what you want next 

 Reiterate your enthusiasm and 
what you have to offer.  

 Take a proactive approach and 
let them know when you intend 
to follow up.  

 Let them know what you want 
next: an interview or an oppor-
tunity to further discuss your 
qualifications.  

 Say thank you!  

    THE SECOND PARAGRAPH   

“why you?”  

   States what qualifications 
you can bring to the position 
 Highlight two or three 

experiences or academic 
acievements that directly relate 
to the position your applying for 

 
 Demonstrate with a specific 

example what you have to offer 
 
 Highlight your key skill sets that 

show a fit with the company and 
position.  

THE FIRST PARAGRAPH 

“Why them?” 

     States WHY you are writing 
 Responding to an advertised   

opening  

 Inquiring about a possible position  
 

    States why your are applying  
   or interested in this employer  
 Company’s training program 

 Company’s product service 

 Demonstrate your company      
research 

 Mention your contact/referral if 
you have one  

 Emphasize how you learned about 
this opportunity  
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COVER LETTER CHECKLIST  

DID I ….???? 

 Use correct business format for the cover letter?  

 My header matches my resume header and includes my name and contact information? 

 Did I include the name, job title, and address of the hiring manager? 

 Address the letter to the specific recruiter/employee who will handle my application? 

 Is my content written in active voice? 

 Did I include the job title and company in the body of the letter? 

 Identify 1 or 2 skills which are directly related to the job and qualify me for the position? 

 Provide a brief example to show fit and demonstrate past success?  

 Show knowledge of the company’s work, goals, mission?  

  Focus on what I can do for the company, not what they can do for me? 

 Write concisely—my cover letter is one page long max? 

 Thank the employer for their time? 

 Limit the amount of personal pronouns (e.g. “I,” “My,” “Me”) throughout the letter? 

 Proofread for all spelling, grammar, and punctuation errors?  

 Sign off cordially and formally with "Sincerely".  
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Andrea Brown  
300 Pompton Ave  
Wayne, NJ 07044  
 
 January 2, 2017 

Dr. Steven Friedman 

Internship Coordinator  

Incyte Pharmaceuticals  

Philadelphia, PA 12345 

 

 Dear Dr. Friedman:  

I am writing to apply for a summer research internship position at Janssen Pharmaceuticals. Currently, I am a 

junior at William Paterson University  majoring in Chemistry and plan to pursue a career in  pharmaceutical  

research. Professor Smith, my research advisor, referred me to you and speaks very highly of your innovative 

approach to research and development. Given my experience in conducting an independent research project in 

the Chemistry Department, makes me a strong candidate for the internship.  

In the Chemistry Department at William Paterson University, I have been exposed to a number of  valuable   

resources in the areas of accelerated coursework in General and Organic Chemistry as well as the opportunity 

to partake in original laboratory research with a faculty professor. Just this semester, I was accepted into the 

research lab of Professor Miner, and I am beginning to work on a project of my own involving asymmetric     

catalysis. I noticed that your firm concentrates on the discovery and development of small molecule drugs, 

which I also feel complements my chemical background since much of our research group’s work involves the 

design and use of small peptide-based catalysts to determine the configuration of complex molecules. I feel 

that the knowledge and experience that I have gained throughout this experience as well as the creative       

approach that I bring to all of my work would serve as a positive addition to Janssen.  

My resume highlights the numerous positions of leadership that I have held in my employment and my           

involvement in the community, which I feel demonstrates my good-humored personality and ability to         

communicate my ideas to others. This past year for instance, I served as a Resident Assistant for a residential 

community of over a hundred students in which I was their resource for academic and personal development. 

Additionally, I developed, marketed, and executed programs on these topics for the residents. In addition to my 

academic qualifications, I also believe that my resume exhibits a strong potential for further accomplishment in 

the scientific field. For these reasons, I feel I would be a definite asset to your company and I look forward to 

demonstrating my enthusiasm for research and strong interest in chemistry in a future interview with you. 

Thank you for considering my application. Please feel free to call me at  201-555-1212 or email 

browna@wpunj.edu if you have any questions.  

Sincerely, 

Andrea Brown  
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Matthew Washington  

300 Pompton Ave, Wayne, NJ 07044  

973-720-3201—washingtonm@wpunj.edu  

December 10, 2016 

Mr. Martin Renner  

Deloitte  

New York, NY 10024  

 

Dear Mr. Renner:  

As a senior Accounting and Economics double major at William Paterson University, I am seeking a full-time position 

that will utilize my strong communication and analytical skills. From the research I have conducted on Trailblazer and 

through contact with Mr. Eric Clark, I am interested in pursuing Deloitte’s Associate Tax Analyst opportunity. What 

has especially drawn my attention to Deloitte is its drive and dedication towards research and development and 

meeting needs that have been previously unmet in the field. As well, Deloitte’s expectations of high integrity and 

respect for all the people the corporation serves impressed me.  

As a Tax Consultant Intern for Bain Consulting, I worked extensively in researching Section 199 and other complex 

tax deductions for our clients. I created templates for future use in evaluating the availability of specific deductions 

and also generated a methodology for the analysis of fixed assets for tax purposes. As an International Tax intern for 

Wimmer, Inc., I was able to learn the foundations of the U.S. and foreign tax structures and experience first hand the 

importance of tax solutions in a Fortune 500 company.  

In my Principles of Marketing class, I led a team of eight through a semester-long project which followed a product 

through the entire marketing process and resulted in a 200-page report and 20 minute presentation. I led              

discussions, critiqued my team members’ work, and motivated them to produce the best work possible. Outside of 

my academic and work experiences, I served as the Community Service Coordinator for the Alpha Kappa Psi           

Fraternity and fostered a relationship with the Father English Center establishing community service activities for 

our club.  

Accompanying this cover letter is my resume, which I also submitted through Trailblazer for your review. I would like 

the opportunity to further discuss with you the Associate Tax Analyst position and my qualifications. I noted that 

Deloitte will be conducting on-campus interviews and hope to talk with you sometime before then. Thank you for 

your consideration.  

Sincerely,  

Matthew Washington  
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Emily Taylor  

300 Pompton Ave., Wayne, NJ 07044  

973-720-3239—taylore12@wpunj.edu  

December 10, 2016 

Ms. Carrie Anderson 

Northern NJ Family Magazine  

Wayne, NJ 07470  

 

Dear Ms. Anderson: 

With demonstrated skills in editing, grammatical, punctuation, and composition errors, I would like to be considered 

for the Summer Editing/Proofreading Internship with Northern NJ Family Magazine. As a junior English major at Wil-

liam Paterson University, I would bring the following qualifications to your organization: 

  Experience with eMediaAdmin, Adobe Pagemaker, and Microsoft Publisher through independent      

editing projects and previous magazine work at Best of Essex’s Magazine.  

 Ability to edit literary pieces and provide language suggestions that are creative and concise as Editor of 

the William Paterson  student run newspaper, the Beacon.  

 Aptitude in compiling and presenting accurate facts and figures via internet research, phone and           

in-person interviews, and meetings with supervisors. Developed through previous internship at Best of 

Essex Magazine.  

Growing up in Northern NJ, many families including my own benefited from the Northern NJ Family Magazine       

because of its commitment to providing accurate information on family and community resources. I would like to 

contribute to the reputation of the magazine as well assist with the further development of the website by ensuring 

articles and copy are error-free.  

I would appreciate the opportunity to meet with you to discuss the details of the industry and will contact you    

within a week to follow up. Thank you for your time and consideration.  

 

Sincerely,  

Emily Taylor  
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ACE YOUR INTERVIEW  
Wouldn't it be great if you knew exactly what a hiring manager would be asking you in your next interview? The best 

way to prepare yourself for the interview is to know what questions may be coming and practice in advance. The fol-

lowing are some of the most difficult questions you will face in the course of your job interviews.  

    HOW TO PREPARE FOR A BEHAVORIAL INTERVIEW  

Behavioral interviewing requires job candidates to relate stories about how they handled past situations that 

are related to the skill sets the company is looking for in their new hire. Behavioral interviewing focuses on         

experiences, behaviors, knowledge, skills, and abilities that are job related.  

 Recall situations that show favorable behaviors, especially those involving coursework, 

work experience, leadership, teamwork, initiative, planning, and customer service . 

 Prepare short descriptions of each situation; be ready to give details if asked. 

 Be sure every story has a beginning, middle, and an end; use the STAR Method to help you 

craft your response . 

 Be honest. Don’t embellish or omit any part of the story. 

 Be specific. Don’t generalize about several events; give a detailed account of one event.  

TIPS TO HELP YOU PREPARE FOR BEHAVORIAL INTERVIEW QUESTIONS  
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BASIC NON-BEHAVIORAL BASED QUESTIONS 

 Tell me about yourself. 

 What are your strengths? What are your weaknesses? 

 What do you know about our company? 

 Why do you want to work for this company? 

 What is your greatest accomplishment? 

 Why did you leave your last job? 

COPING WITH STRESSFUL SITUATIONS & INTERPERSONAL CONFLICTS 

 Tell me about a situation in the past year in which you had to deal with a very upset customer or co-worker. 

 Describe the last time you confronted a peer about something he/she did that bothered you. What did you do? 

 Describe a high pressure situation you had to handle at work or school. 

 Tell me about a team member from who it was tough to gain cooperation from. How did you handle the situation? 

 Tell me about a time you had to cope with strict deadlines or time demands.  

MOTIVATING OTHERS AND LEADERSHIP SKILLS 

 Describe a time when you got co-workers or classmates who dislike each other to work together. How did you 

accomplish this? What was the outcome? 

 Communication and leadership go hand in hand. Give me an example of a time when your communication skills 

were powerful enough to enable you to influence the way others thought or acted, even in a very difficult situa-

tion. 

 Tell me about a time when your attempt to motivate a person/ group was rejected. What have you done to re-

motivate a demoralized team/ person? 

 In a leadership position/ leading a group project, tell me how you organized the workload, set objectives, followed

-up and monitored results. 

  TEAM WORK AND TEAM BUILDING  

 What did you do in your last job to contribute toward a teamwork environment? Be specific. 

 Describe a situation where others you were working with on a project disagreed with your ideas. What did you do? 

 Describe your most recent group effort. 

 Describe the most difficult team you worked on, what was your role and what knowledge have you gained? 

 Describe a time when someone on your team wasn’t pulling their weight on a project and it affected the speed and 

quality of the project. 
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 Give me an example of a time when you tried to accomplish something and failed. 

 Describe a situation in which you found that your results were not up to your professor’s or 

supervisor’s expectations. What happened? What action did you take? 

 Tell me about a time when you failed to meet a deadline. What things did you fail to do? 

What were the repercussions? What did you learn? 

DECISION MAKING AND DECISIVENESS 

 Tell me about a time when you had to make a decision, but didn’t have all the information you needed. 

 Describe a time when you had to commit to a plan of action in an emergency. Give me the details of the situation 

and tell me how long it took you to take action. 

 Many situations at work will require fast thinking and speed in making decisions. Give me an example of a situation 

in which you were especially skillful in making a decision quickly. 

ACHIEVEMENTS & FAILURES  

 Describe some projects or ides that were implemented, or carried out successfully because of your efforts? 

 What has been your most rewarding accomplishment? 

 Please tell me about accomplishments in your academic program that are relevant to  your future career goals? 

 Give me an example of time when you tried to accomplish something and failed? 

 Describe a situation in which you found that your results were not up to your professor’s or supervisor’s               

expectations? What happened and what actions did you take?  

 Tell me a time you failed to meet a deadline. What things did you fail to do? What were the repercussions? What 

did you learn? 

  INTERPERSONAL & COMMUNICATION SKILLS 

 Give an example of when you had to work with someone who was difficult to get along with. Why was this person 

difficult? How did you handle that person? 

 Leaders often have opportunities to foster positive relationships with whom they work. Give me an example of a time 

when you did this and how you did this. 

 Building rapport is sometimes a very challenging thing to do. Give an example of a time when you were able to build 

rapport with someone at work, even when the situation was against you. 

 Give me an example, taken from your experiences in report writing, preparation of memos, college essays or general 

correspondence which illustrates the extent of your written communication skills. 
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 Send a Thank You note within 24 hours – use the contact information on the business card you collected. 

 Contact your references to let them know you gave out their information. 

 Follow up – either according to the timeline provided by the interviewer or no more than 2 weeks after 

your  interview. 

 Keep applying until you secure and start a position. 
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QUESTIONS TO ASK EMPLOYERS 

THE TEAM 

 
 What does a typical day look like? 
 What are the most immediate projects that 

need to be addressed? 
 Can you show me examples of projects I'd be 

working on? 
 What are the skills and experiences you’re   

looking for in an ideal candidate? 
 What attributes does someone need to have in 

order to be really successful in this position? 
 What are the biggest challenges that someone 

in this position would face? 
 Is this a new role that has been created? 

YOUR PERFORMANCE 

 What is the company and team culture like? 
 How would you describe the work environment 

here– is the work collaborative or more          
independent? 

 Can you tell me about the last team event you 
did together? 

 What’s different about working here than       
anywhere else you’ve worked? 

 Has your role changes since you have been 
here? 

THE JOB 
 
 What are the most important things you would 

like to see someone accomplish in the first 30, 
60, and 90 days on the job? 

 What are the performance expectations of this 
position over the first 12 months?  

 What is the performance review process like? 
 What metrics or goals will my performance be 

evaluated against? 
 What training programs are available to your 

employees?  
 Where have successful employees previously in 

this position progressed to? 
 Are there opportunities for advancement/

professional development? 

THE CULTURE 

 What types of skills is the team missing that 
you’re looking to fill with a new hire? 

 Can you tell me about the team I’ll be working 
with? 

 Who will I report to directly?  
 Which other departments work most closely 

with this one? 
 What are the current goals that the company is 

focused on, and how does this team work to 
support hitting those goals? 

NEXT STEPS 
 What are the next steps in the interview process? 
 Is there anything else I can provide you with that would be helpful? 
 Is there anything that concerns you about my background being a fit for this role? 
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WHAT IS AN ELEVATOR PITCH?  

A 60 second introduction of who you are as a professional and what you are looking to accomplish 

Used for: 

 Tell me about yourself  - typically asked at an interview 

 What do you do? – you might be asked this at a networking or alumni event 

    3 STEPS TO DEVELOPING YOUR ELEVATOR PITCH 

Part 1 = 10 seconds:  Your name and what you are currently doing. This should include your 

education and when you will be graduating/when you graduated. 

Ex: My name is Carl James and I am a senior at William Paterson University. I will be graduating in (month and 

year you are expected to graduate) with a Bachelor of Arts in Criminology and Criminal Justice. (You can also 

include a minor here if you have one) 

Part 2 = 25 seconds: Briefly describe your experience including internship(s), clubs and organizations, 

and work experience. This should be accomplishment focused. If you are at a job interview, the       

information in this section should be tailored towards the position you are interviewing for. 

Ex: I have completed an internship with the New Jersey District Attorney’s office where I was able to apply 

the knowledge I have learned in the classroom to real world situations. While I was there I gained experi-

ence working with prosecutors and judges, filing detailed reports, and researching case evidence. Through 

my previous work experiences I have also developed excellent communication, teamwork, and leadership 

Part 3 = 20 seconds: What you are interested in doing and/or what type of work you are looking for. 

This piece should highlight specifics about where you would like to be in the future. 

Ex: I am interested in a position within the New Jersey State government where I can utilize my knowledge of 

criminal justice and my experience to help enforce the law and protect the rights of those living in the state. 

If you are using your Elevator Pitch FOR NETWORKING, you will want to ask a question at the end of your pitch. 

This will help to promote a two-way conversation with the person you are speaking with. This should take your 

remaining 5 seconds. Appropriate questions include: 

 What does your company/organization do? 

 What populations do you work with? 

 

 How did you get into this field? 

 What skills sets are most important to succeed in 

this field? 
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 DRESS FOR SUCCESS  

Knowing what to wear for a job interview is half the battle of the interview itself. The old adage could never be 

so true, “You never get a second chance to make a first impression.” When you’re going to a job interview, 

your appearance is extremely important. Whether or not you look professional or sloppy could play a huge 

role in whether your interviewer feels that you are suitable for the job. 

 

 Check out the company culture. Are they business professional or business casual? 

 Match the interviewer. Wear the same attire or slightly more professional in order to impress. 

 Present yourself neatly. Exercise good grooming and hygiene. 

 Avoid loud prints and bold colors. 

 Accessorize smartly and conservatively. 

 One important point to remember, when dressing in either business or business casual attire is that quality is 

much more important than quantity. One classic bracelet or ring, for example, will impress your interviewer or 

employer more than an armful of bangles or rings on every finger. 

 Regardless of whether you are dressing for a job interview or to go to work, remember that appearances do 

matter. Prospective (and current) employers may think less of you if you don't dress appropriately and it's    

always important to make the best impression, whether looking for work or hoping for a promotion. 

TIPS TO HELP YOU DECIDE WHAT TO WEAR TO YOUR INTERVIEW 
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MEN ATTIRE GUIDE  

 Dress in a manner that is professionally appropriate to the position for which you are applying. In almost all  cases, this 

means wearing a suit. It is rarely appropriate to “dress down” for an interview, regardless of company dress code policy. 

When in doubt, go conservative. 

 You should wear a suit to interviews. “Suit” means the works: a matching jacket and pants, dress shirt, tie, coordinating 

socks and dress shoes. A dark-colored suit with light colored shirt is your best option. 

 Your suit should be comfortable and fit you well so that you look and act your best. 

 Avoid loud colors and flashy ties. 

 Clothing should be neat, clean, and pressed. Shower or bathe the morning of the interview. Wear deodorant. Don ’t 

wear cologne or aftershave. You don’t want to smell overpowering or worse, cause an allergic reaction. 

 Make sure you have fresh breath. Brush your teeth before you leave for the interview, and don’t eat before the         

interview. Don’t smoke right before an interview. 

 Your hair should be neat, clean, and conservative. 

WOMEN ATTIRE GUIDE  

 Generally, you should wear a suit with a skirt or pants.  When in doubt, be more conservative. 

 Your suit should be comfortable and fit you well; if your waistband is cutting you in half or your jacket is too tight, you 

won’t look or act your best. 

 Interview suits should be simple and dark in color. Anything tight, bright, short, or sheer should absolutely be avoided. 

(Interviewers have been known to complain about the length of interviewees’ skirts; if you have any doubts, it’s probably 

too short.) Knee-length skirts are suggested. Very long skirts, while modest, are also considered too trendy for an            

interview. 

 Wear a conservative blouse with your suit. Do not wear bright colors, animal prints, or anything lacy, sheer, or low-cut. 

 Make-up and nail polish should be understated and flattering; shades that are neutral to your skin tone are generally 

advisable. Avoid bright or unusual colors or very long nails. 

 Keep your jewelry and hair accessories to a minimum, and stick to those that are not flashy, distracting, or shiny. One 

ring per hand is best. 

 Shoes should be conservative and fairly low-heeled. They should be in reasonably good condition, not scuffed or        

run-down at the heels. Don’t wear shoes with an open toe or back; any shoes you would wear on a date or to a club are      

probably inappropriate. A basic pump is flattering, versatile, and will stay in style forever.  

 Your pantyhose should be neutral (matched to your skin tone). Make sure the heels are not dyed black from your 

shoes and that there are no snags or runs. Only use the nail polish trick in an emergency; you may want to carry an extra 

pair of pantyhose with you instead. 

 Make sure you have fresh breath. Brush your teeth before you leave for the interview, and don’t eat or smoke before 

the interview. 

 Your hair should be neat, clean, and conservatively styled. You may want to wear your hair in an updo, pull it back into 

a low ponytail, or wear a barrette. The idea is to look polished and professional. 
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OCCUPATIONAL RESEARCH 

Occupational Outlook Handbook:   www.bls.gov/ooh 

ONET Online:   https://www.onetonline.org/ 
My Next Move:                 http://www.mynextmove.org/ 
What Can I Do with this Major:       http://www.wpunj.edu/career-development/planning-your-career/careers-in/ 
 

RECOMMENDED JOB SEARCH SITES 

WP Trailblazer Student Account:  https://c64-shib.symplicity.com/sso/ 
WP Trailblazer Alumni  Account https://wpunj-csm.symplicity.com/students 
Indeed:    www.indeed.com 
Internships.com    www.internships.com 
Looksharp   https://www.looksharp.com/ 
Federal Government:  www.usajobs.gov 
Idealist:    www.idealist.org 
LinkedIn    https://www.linkedin.com/studentjobs 

 

SOCIAL MEDIA & NICHE JOB SITES  

The Muse    www.themuse.com 

Mashable    www.mashable.com 

Media Bistro    www.mediabistro.com  

Dice     www.dice.com 

CrunchBoard   www.crunchboard.com 

Talent Zoo   http://www.talentzoo.com  

CareerArc   http://www.careerarc.com/job-seeker 

 

SALARY RESEARCH   

Salary.com    www.salary.com 

Glassdoor    www.glassdoor.com 

NACE Salary Calculator   https://www.jobsearchintelligence.com/salary-calculator-intro-etc 

 

ADDITIONAL RESOURCES 

Individual Company Websites:  Research Job Postings on Company Websites under Employment Link 

Professional Association Website: Research Jobs Posted on Association Website for your Field  

Chambers of Commerce:  Search Member Directories for a listing of Companies  
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If interested in setting up an appointment with a member of the Career Development 

Center team please call the office to schedule an appointment during office hours.   

CAREER QUESTIONS?  
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