
I M P R O V E  Y O U R
R E S U M E  &  C O V E R  L E T T E R

T e r e s a  B o e r e ,  C a r e e r  
E d u c a t o r ,  C a r e e r  E d u c a t i o n



Please keep yourself on 

mute.

M U T E

We want to see you!  Open 

your video if comfortable. 

V I D E O

Grant is here to answer 

your questions.

C H AT

To better understand your 

experiences and opinions.

P O L L S

TECHNOLOGY REMINDERS



R E S U M E S C O V E R  L E T T E R S R E S O U R C E S

Three easy-to-
remember 
guidel ines

Standard format 
and do’s  and 

don’ts

Services and 
digita l  resources 
to access at  your 

leisure

WHAT WE WILL COVER
T O D A Y ’ S  S E S S I O N

T R U E  O R  F A L S E

A quick poll to access 
common myths



What do you mean it ’s not a good resume? It ’s 
the most expensive one on Etsy!



GUIDELINES FOR AN EFFECTIVE RESUME

R E L E V A N T

There’s  no one s ize f i ts  

a l l !  You must expl ic i t ly  

show the employer 

what they ’re looking 

for.

A C C O M P L I S H M E N T  
B A S E D

Write about what you 

accompl ished and your 

unique contr ibut ions.

E A S Y  T O  R E A D  &  
W I T H O U T  E R R O R S

Create a document 

that ’s  not  only error-

free,  but  a lso 

aesthetical ly  pleasing!



What you want to say must also align with what 
they are interested in knowing 

#1 RELEVANT



Developed a framework for company-wide globalization 

initiative to improve the sharing of institutional knowledge, 

enhancing efficiency of weekly communication and eliminating 

50% of all-staff meetings.

I M P A C T

Developed framework for  g lobal izat ion 
init iat ive to improve the sharing of  

inst itut ional knowledge.

S P I N  1  R E S U M E  B U L L E T  P O I N T  5  D I F F E R E N T  W A Y S

Collaborated on a team of 4 to investigate existing business 

communication practices that resulted in the development of a 

framework to support the company’s new 

globalization initiative.

T E A M W O R K



Liaised with senior leadership during the development of a framework that improved efficiency of company-wide 

communication, ultimately cutting unnecessary staff meetings by 50%.

C O M M U N I C AT I O N

Developed framework for  g lobal izat ion 
init iat ive to improve the sharing of  

inst itut ional knowledge.

S P I N  1  R E S U M E  B U L L E T  P O I N T  5  D I F F E R E N T  W A Y S

Managed implementation and deployment of company-wide wiki as part of an effort to improve communication 

across departments, leading to a sharp reduction of unnecessary staff meetings.

A B I L I T Y  T O  W O R K  I N D E P E N D E N T LY

Initiated the development of a framework to improve the efficiency of company-wide communication after a group 

analysis of current business communication practices suggested areas of possible improvement.

M O T I V AT I O N



Formatting 
Keywords 
Spelling

Current year vs. “present”

APPLICANT TRACKING SYSTEMS (ATS)
Sometimes, your f irst resume reviewer is  an ATS, not a human



Showcase your skills, actions and the outcomes 
of your work.

#2  ACCOMPLISHMENT BASED



STEP 1 - REFLECT

W R I T I N G  A N  
A C C O M P L I S H M E N T  S T A T E M E N T

M A D E  A  D I F F E R E N C E

i n  y o u r  w o r k ,  s c h o o l ,  o r  

c o m m u n i t y.  W h a t  w a s  i t  a n d  

h o w  d i d  y o u  m a k e  i t  h a p p e n ?  

S A V E D  M O N E Y

o r  t i m e  f o r  a n  o r g a n i z a t i o n ,  

t e a m  o r  c l u b ;  q u a n t i f y  y o u r  

a c c o m p l i s h m e n t s  i f  p o s s i b l e

H A D  S U C C E S S

W h e n  o r g a n i z i n g  a n  e v e n t  o r  

i n i t i a t i v e  w i t h  a  p o s i t i v e  

o u t c o m e

R E C E I V E D  R E C O G N I T I O N

o r  a n  a w a r d  f o r  a  j o b  w e l l  

d o n e  o r  g o i n g  b e y o n d  

e x p e c t a t i o n s

E X A M P L E

Taught English as a Second Language to children – was a 

very rewarding experience, I bonded well with the 

children, they looked forward to coming to my lessons 

even though they were on Saturdays.



STEP 2 - BREAKDOWN 
W R I T I N G  A N  A C C O M P L I S H M E N T  S T A T E M E N T

What was the challenge, problem, or 

issue you faced?

Engaging children in Saturday classes

C
C H A L L E N G E

What was the action you took? How did 

you respond to the problem or issue? 

What skills did you use?

Developed creative activities, used 

customized approach to communication  

A
A C T I O N

What was the benefit of your actions? 

Who benefited….how? 

Children enjoyed class, had fun, got 

correct answers 

R
R E S U L T



STEP 3 - TRANSFER

W R I T I N G  A N  
A C C O M P L I S H M E N T  S T A T E M E N T

Taught  Engl i sh  as  a  Second Language lessons  

to  ch i ldren  ut i l i z ing  creat ive  act iv i t ies  and 

adapt ing  communicat ion  sty le  to  the  needs  of  

each  ch i ld  resul t ing  in  improved test  scores .

Addressed  customer  concerns  and  worked 

with  ag i tated  c l ients to  reso lve  conf l i c ts  in  a  

profess ional  and courteous  manner.



EXAMPLES

Researched and wrote  a  paper  on  the  effects  of  cyber  bu l ly ing  on  pre- teenagers  and was inv i ted to  

present  f indings  at  a  nat ional  conference  for  Safe  Schools .  

Wrote  a  44-page rev iew of  ex ist ing  research that  formed the  rat ionale  for  request ing  and winning  

a  $2 ,000  research  grant .

Organized  a  fash ion  show fundra iser  which ra ised $1200 for  the  Canadian Breast  Cancer  

Foundat ion and increased student  awareness .  

Fac i l i tated  groups  of  5-15  f i rst  year  students  in  act iv i t ies  and d iscuss ion  which he lped them in  

the ir  t rans i t ion to  univers i ty.

C H AT



SKILL ACTION VERBS
S E E  M O R E

C H AT



Wanring mispelt signs ahed!

#3 EASY TO READ & WITHOUT ERRORS



DE-CLUTTER 
YOUR RESUME
• U s e  a n  o rga n i ze d  l ay o u t  a n d  a  s t ro n g  

v i s u a l  o rd e r

• Av o i d  d i s t ra c t i n g  fo r m a tt i n g  s u c h  a s  

o v e rs i ze d  fo n t ,  h e av y  l i n e s ,  o r  o v e r u s e  o f  

h i g h l i g h t i n g

• C o n s i d e r  t h e  v i s u a l  c e n t re o f  t h e  p a g e  

a n d  h o w  re c r u i te rs  re a d  re s u m e s

• M a ke  i t  a e s t h e t i c a l l y  p l e a s i n g



SPELL CHECKER NIGHTMARES

Accompl ishments: Instrumental  in  ru in ing the ent i re  operat ion for  a  Midwest  chain  store

Ski l ls : Strong Work Ethic ,  Attent ion to  Detai l ,  Team Player,  Sel f  Motivated,  Attent ion to  Detai l

Job Duties:  Provided super ior  in-person customer serv ice us ing the te lephone

Awards: Received a  p lague for  Sa lesperson of  the Year



RESUME 
CONTENT

C o n t a c t  
I n f o r m a t i o n

P r o f i l e  /  
S u m m a r y

E d u c a t i o n  

E x p e r i e n c e

ADDITIONAL HEADINGS

• Awards / Achievements

• Professional Development /  Certifications

• Relevant / Other Experience 

• Volunteer / Extra-Curricular Activities



Joe Smith
123 Anywhere St
London, Ontario

A1B 2C3
Cell: (519) 555-1234

Career Objectives
To obtain full time employment in a progressive organization in which I can utilize my 
knowledge and experience. Through this I will be able to learn and grow within the 
company.
---------------------------------------------------------------------------------------------------------------
-EDUCATION
2011 UNIVERISTY OF WESTERN ONTARIO
Biology Degree
2012-2016
READING SECONDARY SCHOOL
Obtained OSSD in June 2012.

PROFESSIONAL EXPERIENCE
---------------------------------------------------------------------------------------------------------------
--
Oct. 2007 – Aug. 2008 Minacs
Call Centre Representative
Fraud Department- Western Union
· Received incoming calls
· Post wire transfer
· Resolve error made on customer wire transfer
· Posting of new information and change of information on customer wire transfer
· Responding to customer queries regarding wire transfer
· Advise customer on steps to take in trying to recover their money
· Conducted fraud interviews
Nov. 2006 - June. 2007 John Labatts Centre
Cashier and Warehouse Clerk (part-time)
· Handling of the cash register
· Ensure that the cash register is balanced at the end of each shift
· Stocking of the warehouse
· Booking of appointments for Hockey Tournaments
· Ensuring the locker rooms are ready for each team to use
· Receive item shipped to the warehouse
· Order picking of item to be shipped to customer

Nov. 2006 - June. 2007 John Labatts Centre
Cashier and Warehouse Clerk (part-time)
· Handling of the cash register
· Ensure that the cash register is balanced at the end of each shift
· Stocking of the warehouse
· Booking of appointments for Hockey Tournaments
· Ensuring the locker rooms are ready for each team to use
· Receive item shipped to the warehouse
· Order picking of item to be shipped to customer
Nov. 2006 - March 2007 GO Market
Marketing Representative. & Supervisor
· Supervise the sales team for livedeal.ca sales events
· Sales and marketing representative for Nintendo & Energizer
· Made sure the event was organized and the booth was set up
· Set up displays in stores
· Demonstrated the product
· Educated the consumers on product knowledge
· Answer all customer enquires
Volunteer Experience
-----------------------------------------------------------------------------------
Teacher Assistant/Basketball Coach, ABC Public School
· Worked with children that had ADD and ADHD
· Helped the teacher with the class as a whole
· Coached the Basketball team for the school
XYZ Public School
· 338 hours accumulated
· Supervision of children from kindergarten to grade 5
· Time management
· Organization and creation of children’s activities
· Volunteer basketball coach for Brampton Minor Basketball association
· Volunteer basketball referee at Fernforest Public School
Extracurricular
· Peer Menor – Leadership and Mentorship Program, UWO
· VP Finance –Association of International Relations, UWO
· Intramural Volleyball Team Captain, UWO
REFERENCES AVAILABLE UPON REQUEST





REFERENCES
L i s t  re fe re n c e s  o n  a  s e p a ra te  d o c u m e n t ,  u s i n g  t h e  s a m e  h e a d e r  a n d  s t y l e  a s  y o u r  

re s u m e /c o v e r  l e t te r

A s k  p e r m i s s i o n  t o  h av e  s o m e o n e  a c t  a s  a  re fe re n c e

Ke e p  y o u r  re fe re n c e s  i n fo r m e d  a b o u t  p o s i t i o n s  y o u ’re  a p p l y i n g  t o

T h a n k  y o u r  re fe re n c e s  o n c e  j o b  s e a rc h  i s  c o m p l e te



COVER LETTERS

C H AT





3 BASIC COVER LETTER GUIDELINES

Highlight your skills and 

abilities relative to the 

employer’s needs .

M E
Demonstrate your knowledge 

of organization. What have 

you learned from your 

research?

YO U
Highlight your most significant 

accomplishments, abilities, and 

experiences that are specifically 

relevant to the employer and 

the job requirements.

U S



FORMAT
C O V E R  L E T T E R

Yo u r  N a m e  +
P e r s o n a l  C o n t a c t  
I n f o r m a t i o n

D a t e  +
A d d r e s s  +  N a m e

O u t l i n e  t h e  
p o s i t i o n  y o u  a r e  
a p p l y i n g  f o r

M E  +  Y O U  +  U S



DO’S
C O V E R  L E T T E R

D E M O N S T R AT E  C O N F I D E N C E  

P R O O F R E A D  Y O U R  L E T T E R  A N D  A S K  
S O M E O N E  E L S E  T O  R E A D  I T  A S  W E L L .  

M A K E  S U R E  T H E  O V E R A L L  T O N E  I S  Q U I T E  
U P B E AT  A N D  E N T H U S I A S T I C .

DON’T ’S
C O V E R  L E T T E R

D O N ’ T  R E P E AT  Y O U R  R E S U M E  I N  Y O U R  
C O V E R  L E T T E R .

D O N ’ T  C A L L  AT T E N T I O N  T O  W H AT  Y O U  
M A Y  B E  L A C K I N G  – F O C U S  O N  W H AT  
Y O U  B R I N G !

D O N ’ T  S E N D  A  R E S U M E  W I T H O U T  A  
C O V E R  L E T T E R ,  U N L E S S  S P E C I F I E D  T O  
D O  S O .  

TA K E  T I M E  T O  R E S E A R C H  T H E  C O M PA N Y  
A N D  T H E  P O S I T I O N

U S E  S E V E R A L  S H O R T  PA R A G R A P H S T O  
M A K E  Y O U R  C O V E R  L E T T E R  E A S I E R  T O  
R E A D .

TA L K  A B O U T  H O W  Y O U  M E E T  T H E  
R E Q U I R E M E N T S  O F  T H E  P O S I T I O N .

D O N ’ T  U S E  T H E  S A M E  C O V E R  L E T T E R  T O  
A P P LY  T O  E V E R Y  P O S I T I O N .



RESOUCES & 
EXAMPLES

career.uwo.ca

C A R E E R  
W E B S I T E

• sample job description for 
Financial Advisor

• sample job posting for 
Software Developer

• sample resume for Civil 
Engineer

G O O G L E  
S E A R C H



R e a l  e x a m p l e s ,  u p - t o - d a t e  

a r t i c l e s ,  a n d  a c c e s s i b l e  c a r e e r  

r e s o u r c e s  t h a t  a d d r e s s  o u r  

m o s t  p o p u l a r  c a r e e r  q u e s t i o n s .

O N L I N E  
R E S O U R C E SYo u r  o n e - s t o p - s h o p  f o r  

p e r s o n a l i z e d  f e e d b a c k  o n  

r e s u m e s ,  c o v e r  l e t t e r s ,  C V s ,  

L i n k e d I n  p r o f i l e s  a n d  s t a r t i n g  

O c t o b e r  1 3 ,  w i t h  i n t e r v i e w  

p r a c t i c e  t o o !

W E R C
A t t e n d  s e s s i o n s  o n  v i r t u a l  j o b  

s e a r c h  s t r a t e g i e s ,  g r o w i n g  y o u r  

p r o f e s s i o n a l  n e t w o r k ,  

i n t e r v i e w i n g  i n  a  v i r t u a l  w o r l d  

a n d  i m p r o v 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.

W O R K S H O P S

CONNECT WITH US
C A R E E R . U W O . C A

We  h e l p  s t u d e n t s  p r e p a r e  f o r  a n d  p u r s u e  m e a n i n g f u l  w o r k .

We  s u p p o r t  s t u d e n t s  i n  b e t t e r  u n d e r s t a n d i n g  w h o  t h e y  a r e  a n d  w h o  t h e y  w a n t  t o  b e c o m e .

1 : 1  s u p p o r t  w i t h  v i r t u a l l y  A N Y  

c a r e e r  r e l a t e d  t o p i c !  W e  a r e  a l s o  

w e l l - e q u i p p e d  t o  s u p p o r t  m e n t a l  

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

c a r e e r  s u c c e s s .

C A R E E R  
A P P O I N T M E N T S



THANK YOU

@ w e s t e r n u S E@ w e s t e r n s t u d e n t e x p e r i e n c e @ w e s t e r n s t u d e n t e x p e r i e n c e


