
	MASTER APPLICATION FOR EMPLOYMENT



Instructions: Complete this application, print it, save it to a flash drive AND e-mail it to yourself.

	Last name Click here to enter text.
	First name Click here to enter text.

	Street address Click here to enter text.
	City, State, ZIP Click here to enter text.

	E-mail Click here to enter text.
	Cell, home, or message phone Click here to enter text.

	Position applying to: Click here to enter text.
	Date available
to start work: Click here to enter text.
	Desired Pay: Click here to enter text.

	Type of employment desired: ☐ Full time  ☐Part time   ☐ Permanent ☐Temporary

	Please indicate which hours you are available to work on each day:

Sun______   Mon_______    Tues_______    Wed_______    Thurs_______    Fri_______    Sat________

	Are you legally eligible to work in the United States? ☐Yes ☐No
	Military Service? ☐Yes ☐No                                          Dates served: Click here to enter text.

	EDUCATION AND TRAINING

	School
	Name and address
	Area of study
	Years completed
	Did you graduate?
	Diploma or degree

	High School
	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.
	
	Click here to enter text.	
	
	
	

	Vocational School or Training
	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.
	
	Click here to enter text.	
	
	
	

	
College

	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.	Click here to enter text.
	
	Click here to enter text.	
	
	
	



	SPECIAL SKILLS OR CERTIFICATIONS   Please list any skills or certifications relevant to this position. 

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.

	TECHNICAL SKILLS         Please list any technology, software, tools, or equipment you have experience using.

	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	Click here to enter text.
	 EXPERIENCE   Start with most recent employer or volunteering experience. 

	Name of Employer Click here to enter text.
	Job Title Click here to enter text.

	Address Click here to enter text.
	Dates of Employment Click here to enter text.

	City, State, ZIP Click here to enter text.
	Reason for Leaving Click here to enter text.

	SupervisorClick here to enter text.
	Phone Click here to enter text.
	Job duties Click here to enter text.

	Starting Pay Click here to enter text.                                                 Ending Pay Click here to enter text.
	

	Name of Employer Click here to enter text. 
	Job Title Click here to enter text.

	Address Click here to enter text.
	Dates of Employment Click here to enter text.                    

	City, State, ZIP Click here to enter text.
	Reason for Leaving Click here to enter text.

	Supervisor Click here to enter text.
	Phone Click here to enter text.
	Job duties Click here to enter text.

	Starting Pay Click here to enter text.                            
Ending Pay Click here to enter text.
	

	Name of Employer Click here to enter text.
	Job Title Click here to enter text.

	Address Click here to enter text.
	Dates of Employment Click here to enter text.

	City, State, ZIP Click here to enter text.
	Reason for Leaving Click here to enter text.

	Supervisor Click here to enter text.
	Phone Click here to enter text.
	Job duties Click here to enter text.



	Starting Pay Click here to enter text.
Ending Pay Click here to enter text.
	

	Name of Employer Click here to enter text.
	Job Title Click here to enter text.

	Address Click here to enter text.
	Dates of Employment Click here to enter text.

	City, State, ZIP Click here to enter text.
	Reason for Leaving Click here to enter text.

	Supervisor Click here to enter text.
	Phone Click here to enter text.
	Job duties Click here to enter text.

	Starting Pay Click here to enter text.
Ending Pay Click here to enter text.
	

	Are you currently employed? ☐Yes ☐No
If yes, may we contact your employer? ☐Yes ☐No

	Have you worked or attended school under a different name?  ☐Yes ☐ No    
If yes, please list: Click here to enter text.

	Have you ever been convicted of a felony or misdemeanor?  ☐Yes ☐ No  If yes, please explain: Click here to enter text.
Click here to enter text.

	REFERENCES              Please provide contact information for three references. Do not include family or friends.

	Name
	Address 
	Phone number
	Relationship to this person and years known 

	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.
	Click here to enter text.	Click here to enter text.


I certify that the information contained on this application is true and complete.  I understand that any false information may disqualify me from employment and may result in my dismissal if discovered at a later date.

Signature: Click here to enter text.                        Date: Click here to enter text.                                                                                    







	MASTER APPLICATION FOR EMPLOYMENT





	Last name 
	First name 

	Street address 
	City, State, ZIP 

	E-mail 
	Cell, home, or message phone 

	Position applying to: 
	Date available
to start work: 
	Desired Pay: 

	Type of employment desired: ☐ Full time  ☐Part time   ☐ Permanent ☐Temporary

	Please indicate which hours you are available to work on each day:

Sun______   Mon_______    Tues_______    Wed_______    Thurs_______    Fri_______    Sat________

	Are you legally eligible to work in the United States? ☐Yes ☐No
	Military Service? ☐Yes ☐No                                          Dates served:

	EDUCATION AND TRAINING

	School
	Name and address
	Area of study
	Years completed
	Did you graduate?
	Diploma or degree

	High School
	
	
	
	
	

	
	
	
	
	
	

	Vocational School or Training
	
	
	
	
	

	
	
	
	
	
	

	
College

	
	
	
	
	

	
	
	
	
	
	



	SPECIAL SKILLS OR CERTIFICATIONS         Please list any skills or certifications relevant to this position. 

	

	

	


	 TECHNICAL SKILLS        Please list any technology, software, tools, or equipment you have experience using.

	

	

	

	

	 EXPERIENCE                                                            Start with most recent employer or volunteering experience. 

	Name of Employer 
	Job Title 

	Address 
	Dates of Employment 

	City, State, ZIP 
	Reason for Leaving 

	Supervisor
	Phone
	Job duties 

	Starting Pay 
Ending Pay 
	

	 Name of Employer  
	Job Title 

	 Address 
	Dates of Employment                     

	 City, State, ZIP 
	Reason for Leaving 

	 Supervisor 
	Phone 
	Job duties 

	Starting Pay                             
Ending Pay 
	

	 Name of Employer 
	Job Title 

	 Address 
	Dates of Employment 

	 City, State, ZIP 
	Reason for Leaving 

	 Supervisor 
	Phone 
	Job duties 



	Starting Pay 
Ending Pay 
	

	Name of Employer 
	Job Title 

	Address 
	Dates of Employment 

	City, State, ZIP 
	Reason for Leaving 

	Supervisor 
	Phone 
	Job duties 

	Starting Pay 
Ending Pay 
	

	Are you currently employed? ☐Yes ☐No
If yes, may we contact your employer? ☐Yes ☐No

	Have you worked or attended school under a different name?  ☐Yes ☐ No    
If yes, please list: 

	Have you ever been convicted of a felony or misdemeanor?  ☐Yes ☐ No  If yes, please explain: 



	REFERENCES              Please provide contact information for three references. Do not include family or friends.

	Name
	Address 
	Phone number
	Relationship to this person and years known 

	
	
	
	

	
	
	
	

	
	
	
	



I certify that the information contained on this application is true and complete.  I understand that any false information may disqualify me from employment and may result in my dismissal if discovered at a later date.

Signature:                         					Date: 






Additional Pages for Work History/Experience:
	Name of Employer  
	Job Title 

	 Address 
	Dates of Employment                     

	 City, State, ZIP 
	Reason for Leaving 

	 Supervisor 
	Phone 
	Job duties 

	Starting Pay                             
Ending Pay 
	

	 Name of Employer 
	Job Title 

	 Address 
	Dates of Employment 

	 City, State, ZIP 
	Reason for Leaving 

	 Supervisor 
	Phone 
	Job duties 



	Starting Pay 
Ending Pay 
	

	Name of Employer 
	Job Title 

	Address 
	Dates of Employment 

	City, State, ZIP 
	Reason for Leaving 

	Supervisor 
	Phone 
	Job duties 

	Starting Pay 
Ending Pay 
	



	Name of Employer  
	Job Title 

	 Address 
	Dates of Employment                     

	 City, State, ZIP 
	Reason for Leaving 

	 Supervisor 
	Phone 
	Job duties 

	Starting Pay                             
Ending Pay 
	

	 Name of Employer 
	Job Title 

	 Address 
	Dates of Employment 

	 City, State, ZIP 
	Reason for Leaving 

	 Supervisor 
	Phone 
	Job duties 



	Starting Pay 
Ending Pay 
	

	Name of Employer 
	Job Title 

	Address 
	Dates of Employment 

	City, State, ZIP 
	Reason for Leaving 

	Supervisor 
	Phone 
	Job duties 

	Starting Pay 
Ending Pay 
	



	Name of Employer  
	Job Title 

	 Address 
	Dates of Employment                     

	 City, State, ZIP 
	Reason for Leaving 

	 Supervisor 
	Phone 
	Job duties 

	Starting Pay                             
Ending Pay 
	

	 Name of Employer 
	Job Title 

	 Address 
	Dates of Employment 

	 City, State, ZIP 
	Reason for Leaving 

	 Supervisor 
	Phone 
	Job duties 



	Starting Pay 
Ending Pay 
	

	Name of Employer 
	Job Title 

	Address 
	Dates of Employment 

	City, State, ZIP 
	Reason for Leaving 

	Supervisor 
	Phone 
	Job duties 

	Starting Pay 
Ending Pay 
	































COVER LETTER WORKSHEET

A cover letter is professional letter, which means there are certain standard formatting guidelines you should follow (see next pages).
· Just like with your resume, avoid unusual fonts or confusing formats. 
· Make the cover letter specific to each job you apply for. Select a job you are interested in applying to on a website like Indeed, and customize the cover letter to that job.
· Maintain a professional tone. While there are certain grammatical and formatting rules you need to follow to make your letter professional, it should also read like you wrote it!	
· Three paragraphs are standard.
Your name, address, and contact information. OR you can copy and paste the same header from your resume.



Taylor SampleToday’s  full date

1234 Main St.
Hartford, CT 06106
860-555-1234
taylorsam@email.comCompany’s name and address. Be as specific as possible. If you can find out the name of the hiring manager or Human Resources, include their name here.


July 14, 2022

Attn: Human Resources
Recreational Equipment Inc. (REI)
1417 New Britain Ave Address the reader with “Ms.” or “Mr.” If you aren’t writing to a specific 
 person, use the standard professional salutation of “To Whom It May Concern”   
 or “Dear Hiring Committee” or “Dear Hiring Manager.” In a business or  
 professional letter, the salutation is followed by a colon or comma.

West Hartford, CT 06110

Dear Hiring Manager:

I am writing to express my great interest in the Retail Sales Specialist position after reviewing the posting on LinkedIn.com. I am confident that my two years of experience working in retail and customer service make me an excellent fit for the open position. Additionally, I am motivated to apply because I am passionate about outdoor activities such as hiking, camping, and biking. 

As you will see in my resume, I have worked in retail for the last two years and have always enjoyed working in the outdoor and recreation departments. During this time, I have demonstrated exceptional communication and collaboration skills when working with team members. For example, as an Associate at Target, I worked with a small team to build several merchandise displays for the holidays. When I finished my assigned tasks, I assisted team members with their sections of the display. Our exceptional collaboration allowed us to finish all of our displays on time. Relevant to the open position, I pride myself in my ability to build rapport with customers and ensure they have a positive experience. Finally, I am most qualified for the Sales Specialist job because I have excellent critical thinking and problem solving skills and I am motivated to use my planning and prioritizing skills in order to produce quality work.

I feel that my skills and experience will allow me to be successful in the Retail Sales Specialist position. I look forward to speaking with you to further discuss my qualifications for the open position. Thank you in advance for taking the time to review my enclosed resume. Please feel free to contact me at 860-555-1234 with any questions. 
The second paragraph should always draw from the required skills, experience, requirements, or qualifications section in the job posting and then matched with your skills/experience . One or two sentences highlighting transferable skills is fine, but most of this section should refer to how you specifically meet the company’s requirements AND provide specific examples. The highlighted words/phrases show what is specifically targeted to the job posting on page 2.

Sincerely,



Taylor Sample











JOB POSTING 

Note: The following job posting was used to write the cover letter on page 1. Notice how the skills and experience highlighted below are also mentioned in the cover letter.

Company: Recreational Equipment Inc.
Position: Retail Sales Specialist 
Seniority Level: Entry level
Employment Type: Part-time
Location: West Hartford, CT

Job Description:
You will serve on a team whose job is to help REI, the nation’s largest consumer co-op, engage with all of its audiences. You will contribute to the success of REI by processing purchase transactions, selling memberships and other REI products and services to customers, supporting our 100% satisfaction guarantee by processing customer returns, and completing other unique customer service functions. You will maintain a working knowledge of REI products and services and use this knowledge to sell products, services, and memberships to our customers. You will help to maintain the store visual standards and assist in keeping the floor stocked with merchandise. REI employees pride themselves on living the REI values: balance, authenticity, quality, service, respect, and integrity. Sound interesting? 

Bring your passion and expertise! 
Do you aspire to adventure? Do you thrive in the outdoors and want to help others do the same? Bring your passion to REI and help fulfill our mission to educate, inspire and outfit our customers for a lifetime of outdoor adventure and stewardship! 

Qualifications we look for in our Retail Sales Specialists: 
· Previous retail store experience (preferred) 
· Collaborative when working with a team and across REI for the achievement of business goals. 
· Ability to make sound decisions through critical thinking and problem-solving.
· Effective communication skills. 
· Exceptional customer service skills. 
· Ability to build rapport with all kinds of customers and people inside and outside the organization. 
· Knowledgeable of outdoor activities in assigned department. 
· Planning and prioritizing skills in order to produce quality work. 
· Uses resources efficiently and meets deadlines.
· Flexible in one's viewpoints and positions in order to support the direction taken by others at REI. 
· Considers the ultimate impact of decisions and actions on internal and external customers. 
· Availability to work a flexible schedule based on business needs, including evenings and weekends.


Apply now! Send your resume and cover letter to human resources.






















Your Name 
Address 
City, State Zip Code 
Phone Number
E-mail Address
 
Full Date 
 
Name of Hiring Manager / Human Resources (if possible)
Company/Organization Name 
Company/Organization Address 
City, State Zip Code 
 
Dear ____________________: (Find a name by researching the company/organization OR put “Dear Hiring Manager”)
 
Paragraph 1: Introduction (2-3 sentences)
Explain why you are writing. Identify the specific position you are applying for. Tell where/how you                        found the job posting. Briefly explain why you are interested in that particular position/company.
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________

Paragraph 2: Body (4-5 sentences)
This section is where you target the letter to the specific job. Show that you understand what is required of the job by describing how you meet and exceed the requirements that are listed in the job description. Most importantly, provide specific examples highlighting your experience, skills, accomplishments, training, etc. that relate to the specific job you are applying to.
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________

Paragraph 3: Closing (3-4 sentences)
Briefly restate your interest and why you are a good fit for the job. Suggest a next step such as meeting for an interview “to further discuss my qualifications” and provide your contact information for them to follow-up with you. Thank them for their time.
_________________________________________________________________________________
_________________________________________________________________________________
_________________________________________________________________________________

Sincerely, 



Type Name Here








What exactly is a resume?
A resume is a tool used to present your strengths, experience, education, and accomplishments to a potential employer, internship, or college/university. Resumes typically include some/most of the following: work experience, job-related and transferable skills, education, extracurricular activities, honors/awards, technical skills, and any training or certifications you have completed. 
[image: Text

Description automatically generated]
Some Resume Guidelines:

Strengths: Your resume should highlight your strengths! Do not sell yourself short.

Length: ONE page is appropriate, unless you have an extensive work history relevant to the specific job.

Use bullet points, not full sentences: Leave out personal pronouns such as “I, me, my.”

Proper tense action verbs: Use past tense for old jobs/experience and present tense for current jobs.

Avoid Templates: Use resume samples to guide you, but don’t use pre-made templates because they are difficult to edit/format and not very original. Instead, ask a case manager, navigator, or employment specialist for formatting suggestions.



Resumes include the following sections:

1) Qualifications or Skills Summary
· Replaces the “Objective.”
· Briefly highlights skills and experience relevant to the job you are applying to. 
· Review the job posting you are applying to and use key phrases from the “Qualifications” or “Requirements” section when tailoring your resume for each position. 
· Avoid listing overused or generic words to describe your skills. Consider the following overused/generic skills and the improved alternatives: 
Overused:			Improved:
Hard working 		 	Strong work ethic; Takes initiative; Self-motivated
People person 		  	Customer-focused; Strong interpersonal skills
Team player		 	Team-oriented; Team-focused; Collaborative work ethic 

2) Work and/or Volunteer Experience:
· For each job or volunteer experience, include the name of company/organization, city and state, job title, and date range employed (month and year to month and year).
· Then list your responsibilities including an overview of your job, special projects, accomplishments, and results (what added value did you bring to the role or organization?)
· Use appropriate, dynamic action verbs. 
· Volunteering is just as important as work experience so include it in this section if you don’t have a lot of work experience!

3) Education, Training, and Certifications
Note: Certifications and/or Training can be in a separate section if you have several.
· Include name of school, city and state, and date graduated or expected completion date. Include your advanced coursework or electives that are relevant to an internship/job.
· For trainings or certifications list them here or a different section called “Training” or “Certifications.” Include date completed and the training provider. 

Example Certification:

CPR First Aid Certified, American Red Cross	        			 	          July 2021
	
4) Extracurricular Activities and Awards/Honors (2 separate sections)
· List awards, extracurricular activities, clubs, sports, etc. 
· Include the dates you have been involved and any leadership roles held.

Example:
Hartford Opportunity Youth Collaborative, Member		 	                  2020 – present

High School Basketball Team (3 years)				                               2018 – 2020

5) Technical, Computer or Industry-specific Skills
· Include software/computer programs you know how to use OR equipment, tools, or other technical skills that are unique to a specific industry or job.

Example:
· Software / Applications: Microsoft Office (Word, Excel, PowerPoint), Adobe Illustrator
· Construction: Hand and power tools, blueprint reading, and basic welding skills

6) Languages 
· Are you fluent in languages other than English? Include them in a separate Languages section or in the Qualifications/Skills Summary at the top.




Questions to consider: 

· Did you get positive recognition from management or customers?
· Did you train or supervise others?
· What were your accomplishments or results you brought to the company?
· Were you promoted or did you receive a pay increase as a result of your good work?
· Did you get tasked with increased leadership or responsibility?
· Did you lead any new or special projects?
· Can you quantify your accomplishments (using percentages, dollars, time, etc.) such as increased sales, customers, productivity, cost savings, accuracy, etc.?



Action Verbs
	Leadership & Training
	Communication & Teamwork 
	Research & 
Analytical 
	Technical & Clerical
	Engineering &
Building 

	Adapted 
Administered 
Advised 
Assigned 
Coached 
Coordinated 
Counseled Demonstrated 
Delegated 
Directed 
Evaluated 
Facilitated 
Guided 
Improved 
Increased 
Initiated 
Instructed
Organized 
Planned 
Regulated
Supervised
	Addressed 
Answered 
Assisted 
Collaborated 
Consulted
Contributed
Corresponded 
Cultivated
Deescalated
Developed 
Encouraged
Facilitated 
Influenced
Interacted
Mediated 
Motivated
Persuaded 
Promoted
Provided
Published
Recruited 
	Administered 
Analyzed 
Applied 
Assessed 
Budgeted 
Calculated
Clarified 
Collected 
Compared 
Computed 
Conserved 
Corrected 
Critiqued 
Determined 
Estimated
Examined 
Gathered
Interviewed 
Investigated 
Monitored
Observed
	Approved 
Arranged 
Calibrated
Categorized 
Compiled 
Constructed
Converted 
Dispatched 
Engineered 
Generated 
Implemented 
Inspected 
Installed 
Maintained 
Monitored 
Operated 
Processed 
Programmed 
Recorded
Streamlined
Tracked
	Adapted
Assembled 
Clarified
Conceptualized 
Crafted
Customized 
Delivered
Demonstrated
Designed 
Directed 
Enforced
Engaged
Illustrated 
Initiated 
Integrated 
Operated
Performed
Recorded
Renovated
Serviced
Tested











Resume Builder Worksheet

Contact Information (Top of page)
Full Name:_________________________ City, state, zip code:___________________________
Phone Number:____________________ Professional e-mail address:______________________

Summary of Qualifications (List 5 or 6 skills/experience relevant to the job you are applying to!)
· ____________________________________________________________________________
· ____________________________________________________________________________
· ____________________________________________________________________________
· ____________________________________________________________________________
· ____________________________________________________________________________
Technical/Computer Skills:________________________________________________________
_____________________________________________________________________________
Tools/Equipment:_______________________________________________________________
Languages:____________________________________________________________________

Work and/or Volunteer Experience
Organization/Company Name:____________________ Location (City, State):_______________
Job Title:________________________ Dates(Month/Year to Month/Year):__________________
Job Duties/Accomplishments:
· ____________________________________________________________________________
· ____________________________________________________________________________
· ____________________________________________________________________________
· ____________________________________________________________________________

Organization/Company Name:____________________ Location (City, State):_______________
Job Title:________________________ Dates(Month/Year to Month/Year):__________________
Job Duties/Accomplishments:
· ____________________________________________________________________________
· ____________________________________________________________________________
· ____________________________________________________________________________
· ____________________________________________________________________________

Organization/Company Name:____________________ Location (City, State):_______________
Job Title:________________________ Dates(Month/Year to Month/Year):__________________
Job Duties/Accomplishments:
· ____________________________________________________________________________
· ____________________________________________________________________________
· ____________________________________________________________________________

Education, Training and/or Certifications
School Name:____________________________ Location (City, State):____________________
Grade Level completed, Diploma or Training: _________________________________________ 
Completion date or expected date of completion (Month/Year): ___________________________
Special/Relevant Coursework or Electives:____________________________________________ 

School Name:____________________________ Location (City, State):____________________
Grade Level completed, Diploma or Training: _________________________________________ 
Completion date or expected date of completion (Month/Year): ___________________________
Special/Relevant Coursework or Electives:____________________________________________ 

Recent Awards, Honors, Activities, Clubs, or Sports _____________________________________________________________________________
Example Resume

Taylor Sample 
Hartford, Ct | (860) 555-1234 | taylor.sample@gmail.com

QUALIFICATIONS SUMMARY

Customer-oriented professional motivated to contribute passion for and knowledge of the medical/healthcare industry in an entry level position. Key qualifications include:
· Experience with basic medical terminology
· Current CPR/First Aid Certification
· Patient and customer-focused when communicating and serving diverse populations 
· Professional written and verbal communication skills
· Bilingual: Fluent in English and Spanish

EXPERIENCE

M&M LAW, LLC – Hartford, CT							9/2021 - present
Clerical Support Internship
· Accurately file and store confidential documents adhering to office and legal guidelines
· Perform data entry ensuring 100% accuracy
· Assist in translating marketing materials and flyers for the Spanish speaking community

XYZ CHILD CARE, INC. – Hartford, CT							6/2020 - present
Childcare Assistant
· Follow safety procedures to ensure safety and well-being of children ages 1 to 11. 
· Maintain eating and sleeping schedules
· Facilitate nutrition education activities
· Tutor elementary school students and offer homework support
· Maintain a clean and sanitary environment by performing various cleaning duties

YOUTH LEADERS ORGANIZATION – Hartford, CT					9/2018 - 6/2019
Volunteer/Peer Leader
· Co-facilitated engaging weekly peer mentoring meetings
· Volunteered at various community organizations serving homeless and elderly individuals
· Attended annual youth leadership conferences in order to develop leadership skills

COMMUNITY INVOLVEMENT 

HARTFORD OPPORTUNITY YOUTH COLLABORATIVE – Hartford, CT			9/2019 - present
Touchstone Program Participant (2017 – present) 		
· Assist in leading monthly meetings for peers and mentors
· Develop and execute individual service project over the course of the school year	
Steps Ahead Participant (2019 – 2020)
· Completed yearlong Steps Ahead cohort; received ongoing mentoring from professionals and community leaders
· Enhanced public speaking, leadership, and teamwork skills through hands-on activities

EDUCATION

HARTFORD HIGH SCHOOL – Hartford, CT						Graduated 2020
High School Diploma
· Relevant Coursework: Intro to Medical Careers, Sports Physical, Graphic Design, Business
· Advanced Coursework: Earned college credit at Capital Community College medical pathway program







Wait…there’s more! 
Does your resume meet these standards?

Go through each check box below while reviewing your resume:

· The resume is error free – No spelling or grammatical errors.

· Proper tense – Past tense for past jobs and present tense for current job(s).

· One page – This is standard for most resumes. Two page resumes are acceptable if you have more than five years of career experience and advanced training and education. If a resume is slightly over one page, use formatting techniques to get it down to one page.

· Experience is listed in reverse chronological order – most recent first, oldest last. 

· Bullet points – not full sentences. 

· No personal pronouns (I, me, my).

· Font – Body of the resume has easy to read, standard font, size 10-12.

· Margins – .75 to 1 inch is appropriate. Some employers like to write notes in the margins and it won’t look so cluttered if you have some white space in the margins.

· Periods – If a period is used at the end of a sentence/bullet point, make sure this is consistent throughout the resume.

· Numbers – Spell out numbers between one and nine, but use numeric form for 10 and above.

· Capitalize the following – Companies, organizations, job titles, degrees, majors, course titles, education institutions (schools), cities, states, geographic regions.

· Reference Page – Have a separate reference page with three references who are not related to you. Remember to ask permission before you include them as references!


[image: Table

Description automatically generated]     
[image: Graphical user interface, application, table

Description automatically generated]




Interview Follow-up: Writing a Thank You Email
	
[image: ]What is a thank you email? 
A thank you email is a short message to a potential employer that
expresses your appreciation for the interview and their time.
It also serves as a reminder of your continued interest in the position 
and company.
 
When should you send a thank you to an employer?
Send the thank you within 24 hours after the interview. 
What should you say in a thank you to an employer?                                                                               Each thank you e-mail should be unique for each job but should have similar components that make them professional. 
See the samples below and use the worksheet on the next page to get started!
THANK YOU EMAIL SAMPLES:

To: hr@candlewoodsuiteshartford.com
Subject: Thank You for the Interview for the Front Desk Clerk Position

Dear Ms. Ramirez,
I would like to thank you for giving me the opportunity to interview with you yesterday. I really enjoyed talking to you and learning more about the Front Desk Clerk position.
I believe that my previous experience and future goals in the hospitality industry make me an ideal fit for the position. I know that I will be able to contribute to the success of the Candlewood Suites team as I will offer a positive attitude and provide outstanding customer service to your guests. 
If I can provide any additional information that might be helpful with the selection process, please feel free to contact me by email or phone at 860-123-4567. Thank you again for your time and consideration.
Sincerely,
Sam Smith











To: bob.simms@busylittlehandselc.com
Subject: Interview for Teacher Assistant Position

Hello Mr. Simms,
Thank you for taking the time to meet with me yesterday regarding the Teacher Assistant position. I appreciated the opportunity to see the classroom and get to know the team.
I was very interested to learn more about the exciting new curriculum you are implementing and am now even more enthused about the possibility of joining the Busy Little Hands team. My work experience in pre-schools combined with my current academic studies in Early Childhood Education will be a great fit for the position.
I look forward to hearing from you as you move forward in the hiring process. Please feel free to contact me by email or phone at 860-555-8765 if you have additional questions for me. Thank you again.
Sincerely,
Mariah Williams
















	
Interview Follow-up: Thank You Email Worksheet for Practice
To practice, feel free to complete this worksheet, type it, and email it to your Case Manager or Navigator. Please carefully proofread any professional emails before clicking “send.” Make sure appropriate words are capitalized, punctuation is correct, and there are no spelling errors.
E-mail Subject Line: Thank You for the Interview for the ___ (job title you applied to)___Position 
Dear [Mr./Ms.] [Hiring Manager’s Last Name] ______________________,  
First paragraph (2-3 sentences): Thank the hiring manager for meeting with you, state the position you interviewed for, and the day you interviewed.  Express your appreciation for receiving the interview and your interest in the company. ______________________________________________________________________________________________________________________________________________________________________________________________
Second paragraph (3-4 sentences): The point of this paragraph is to demonstrate how your qualifications and skills will benefit the company. Remind the hiring manager of one or two of your major qualifications. Be specific about how you will benefit the company using a specific topic that you discussed in the interview. Mention something you learned during the interview to show that you are interested in the company/position.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Third/final paragraph (2-3 sentences): Thank the hiring manager again for his/her consideration. Restate your desire to work with the company and provide your contact information (phone/email) for the hiring manager to follow up with you. ______________________________________________________________________________________________________________________________________________________________________________________________
Sincerely, 

__________________________
Your First and Last Name






Adapted from http://www.gcflearnfree.org/interviewingskills/4/print
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References Page
Once you have completed your resume, you will create a separate page for your references. A good
reference should be someone who knows you and can say positive things about you. References could
be a former coworker or supervisor, a mentor, an old family friend, a case manager, a coach, or a
teacher. A reference SHOULD NOT be a family member, significant other, or buddy. Before including a
reference on your list, make sure that you have requested permission to use that person as a reference.

Your reference page must be consistent with your resume. Copy anld paste your name and contact
information from your resume onto a blank Word document or new page. Use the same font for your
references that you used for your resume.
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Write out the information for AT LEAST three references below.

1. Name. 4.Name.
Job Title Job Title
Phone Number Phone Number.
Email Email
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Phone Number Phone Number
Email Email
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Phone Number
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THE FOUR RULES:

Error free

Consistent in formatting,
content and appearance

Tailored to the job you
are applying to

Highlights results and
accomplishments




