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GUIDE TO CREATING RÉSUMÉS, COVER LETTERS,  

AND REFERENCE PAGES 
 

 

WHAT IS A RÉSUMÉ? 
A résumé is a concise written summary of your individual qualifications. Think of your résumé 

as a personal advertisement….typically a one-page representation of your education, work 

experience, accomplishments and skills. You will present your achievements and abilities in 

such a way to generate enough interest for a potential employer to grant you an interview. 
 

WHY DO I NEED A COVER LETTER? 
Cover letters introduce your résumé and entice the reader to read it. They are not typically requested by a 

prospective employer, but should accompany any mailed résumé. The contents will change with each 

position to which you apply, as you will use the cover letter to show the employer how your skills and 

experience meet the needs of their position. You will need to show specifics and make that connection 

each time you apply. 
 

WHAT ARE REFERENCES AND WHY ARE THEY IMPORTANT? 
References will be requested by potential employers who are serious about your candidacy. List 

professionals, like clergy, faculty, or managers who will tell the recruiting professional about your 

character and professional habits, but not managers or supervisors for whom you worked. It is 

understood that you will have a reference page when applying to jobs, but it is not part of the résumé. 
 

HOW DO I BEGIN? 
Remember, the goal of your résumé is to gain an interview. The interviewer’s goal is to match your 

qualifications with the company’s needs. To do this, you need to have a clear understanding of who you 

are and what you want. What do you have to offer an employer? What makes you stand out from other 

applicants?  

Self-evaluation is the first step. 
 Determine your objective. This is an opportunity to see if your aspirations are compatible with the 

needs of the employer’s organization. 

 Learn as much as possible about the prospective job opportunity. What are the company’s mission 

and core values? What qualifications are desired? Begin by visiting their website, but try to schedule 

a site visit or informational interview with current employees as well.  

 Know your skills, strengths, qualifications and accomplishments and how they relate to the job 

you are seeking. 
 

Dr. Hester Young, CPRW            hyoung@csuniv.edu 

Ms. Nicole Copland, CPRW            ncopland@csuniv.edu 
 

843-863-8019 

 
Integrating Faith in Learning, Leading and Serving 

(03/15) 

 

 

 

 

 



 

 

3  
 

 

 
 

 
 

 
 

TABLE OF CONTENTS 
           

                 Pages 

RÉSUMÉ WRITING TIPS FOR VETERANS ....................................................... 4-6 

WORDS EVERY RÉSUMÉ SHOULD INCLUDE ...................................................... 7 

RÉSUMÉ DO’S AND DON’TS ............................................................................. 8 

ACTION VERBS FOR RÉSUMÉS .................................................................. 9-10 

SAMPLE RÉSUMÉS .................................................................................. 11-15 

COVER LETTERS..................................................................................... 16-18 

REFERENCE PAGE .................................................................................. 19-20 

DOCUMENT CRITIQUES:  BUCCAREER NETWORK ............................................ 21 

CAREER CENTER RESOURCES  ..................................................................... 22 

THE CAREER CENTER STAFF AND OFFICE HOURS .......................................... 23                             

 

 
 



 

 

4  
 

 

 

 
VETERANS 

Résumé 
 
 

1. Create a résumé that speaks to employer needs 

Write a résumé purpose. 

This should answer the employer's questions of "What can you do for me?' 

To answer this question, research your target job—what types of skills and 

experiences are the employers seeking? What aspects of your background are 

most relevant or closely match? 

Eliminate or de-emphasize any information that does not relate to your goal 

This includes any military awards, trainings, or distinctions—there will be a different 

section for this. 

 
 

2. Assume the hiring manager does not know anything about military life 

Demilitarize your job titles, duties, accomplishments, training, and awards to appeal to the 

civilian hiring manager 

Employers that do not have any exposure to the military do not understand military 

terminology and acronyms so translate these to ‘civilianese’ 

Show your résumé to several non-military contacts and ask them to point our terms the 

do not understand 

 Use the job posting as a tool to substitute civilian keywords for military terms 

 
 

3. Define civilian job objective 

Understand that you cannot effectively market yourself or your military background if you 

have not clearly defined your goals. 

Many service people have diverse backgrounds; the first mistake is making your résumé 

too general
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4. Showcase your track record of accomplishments 

-Your military career has offered you excellent opportunities for trainings, practical 
experience, and achievement—here is your time to boast about yourself. 
-Communicate your accomplishments so the average civilian understands the 
importance of your achievements and the measureable outcomes. 

 
Example of a demilitarized statement: 

o 'Increased employee retention rate by 16% by focusing on training, 

team building, and recognition programs.' Earned reputation as one of 
the most progressive and innovative IT organizers in the US Army 
communications and IT community.' 

 
Example of incorporating a military award translated into civilianese: 

o 'Received Army Achievement Medal for completing 400+ medical 

evaluations and developing patient database using MS Access—this 
database improved reporting functions and tracked patient demographics, 
records, medication, appointments, and status.' 

 
 
5. Show off your military background 

Your military experience is an asset and should be marketed in this way 

 
The past suggests that you need to develop a functional résumé format to 

mask or downplay your military experience—but the opposite is true 

Many employers realize the value of bringing veterans on board—attributes 

honed in the military include dedication, leadership, teamwork, positive work 

ethic, cross- functional skills, and ability to work with many different kinds of 

people 

In order to make sure your potential employer understands the significance of 

your military experience in a positive manner—make sure you clearly 

communicate your values that you bring to the table. 

 
6. Did you experience active combat? 

Defending our country and its interests is very admirable, but the sad truth is the 
actual references to the horrors of combat can easily leave many civilian 
employers uneasy. 

This is a delicate topic and this experience may not relate to your future goal. 

While you might have worked in an engagement zone, it is recommended that 
toning down or removing combat references will benefit your chances of 
receiving an offer. 

On a résumé or in an interview do not discuss topics where there may be difference of 
opinion.
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7. The "Never Ending Draft" 

Developing a résumé that works in the civilian world is an ongoing process 

After you have polished your résumé, start distribution, and keep track of your 
résumé's response rate 

Ask for feedback and listen vigilantly to suggestions for improving your résumé 

 

8. How has your persistence paid off in your military career? 

Give examples of when you: 

Participate fully in life--take part in organizations, families, and communities 

Were energetic-- the willingness to jump in and take on new tasks — and have the mental 
energy necessary to get the job done 

Were humble--not afraid to admit you do not know everything, seek assistance and feedback, eager to 
keep growing 

Were committed to life-long learning-- you know your job but are always in the process of learning more 

Possessed an attitude of success--act as if it were impossible for you to fail, as if your success is a done 
deal 

Were relentless, with options-- never give up until you succeed, but you are willing to try a variety of 
options obtain your goal 

Strive for health in all aspects of your life--work hard to take care of yourself physically, emotionally, 
spiritually, intellectually and socially 

Rise above adversity-rise above the small stuff to achieve greatness in your life 

Have had extraordinary purpose-set high goals and always reached for the top 

Are willing to take risks-have confidence to step out of your comfort zone to try new ideas or strategies 

 
Additional resource: 
Expert Résumés for Military-To-Civilian Transitions by Wendy S. Enelow & Louise M. Kursmark (2010)
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Words Every Résumé Should Include 

 
Every word on your résumé counts in today's competitive job market. But some words count more 

than others — especially those that refer to soft skills 

 
Soft skills are increasingly important in the workplace. In fact, most employers considered soft skills to 

be among their most important hiring criteria. 

 
 
Teamwork 

Teamwork is more important than ever in the workplace. The ability to work well with others 
to accomplish a common goal is vital for a harmonious workplace. Employees are often 
organized into teams to manage projects. In addition, many employers believe collaboration 
increases the quality of work and improves productivity. A team player is an attentive listener, 
a cooperative colleague and is willing to help others. 

 
How does your military experience show one of your strengths to be teamwork? 

 
Flexibility 

Employers value workers who are flexible and able to juggle multiple tasks simultaneously. In 
other words, it is sometimes just as important to be a jack-of-all-trades as a master of one. 

You can show that you are flexible by demonstrating a willingness to take on new and varied 
projects and an ability to handle changing priorities and deadlines. Ultimately, being flexible 
does not only increase the odds that you will receive a job offer it also improves your chances of 
keeping a job should layoffs occur. 

How does your military career show you have the ability to be flexible? 

 
Detail-Oriented 

Employers want to know that they can trust workers to handle a project down to the last detail. 
Being detail-oriented means being organized and meticulous about your work. It also implies 
that you can work without constant supervision and act independently. 

Give examples of when you had to be detail-oriented in the military and explain in measurable 
outcomes why it was significant to the mission or task. 

 
Persistence 

Employers value employees who are persistent when achieving goals—AKA self-starters. These 
workers can generate their own ideas and follow them through to fruition. A self-motivated 
worker goes the extra mile by regularly taking on tasks that may not be part of the job 
description; and is inspired to work hard not just to reap rewards but also for personal 
satisfaction.
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Résumé Do's and Don'ts 

 
DO: 

 Tailor the résumé to your background, career interests, and specific jobs to 
which you apply 

 Make your name large, so it stands it out 

 Use a clear, easy to read font such as: Anal, Times New Roman, Helvetica, and 
Verdana 

 Use a font size that is readable, typically 10-12 pt. 

 Follow the guideline "Who is my audience?" 

 Follow the "most important to least important" rule 

 Proofread 

 Keep to one page (unless strong exception to the rule, i.e. above an entry-level 
position) 

 Use action verbs 

 Use correct tense for current and past experiences 

 Be clear and concise 

 Be aware of "scannable formatted" résumés 

 Know it is a living document and needs to be updated regularly 

 Have several people review it: Career Services, friends, professor, etc. 

 
 

 
DON'T: 

 
 Use a template, including those from Microsoft Word 

 Use graphics 

 Include an "unprofessional" email address 

 Include high school under "Education" unless you are a first-year student 

 Include reference contact information 

 Use abbreviations whenever possible 

 Use first person pronouns. (le. I, me, my) 

 Use narrative descriptions 

 Use hard to read font 

 Write "Résumé" across the top 
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ACTION VERBS  
 

Carefully chosen action verbs can greatly enhance the way you express your skills and accomplishments. Be 
sure to use the proper tense for past and present jobs. Following is a list of action verbs you may want to use:  
 

Accomplished  

Achieved  

Acted  

Adapted  

Addressed  

Administered  

Advised  

Analyzed  

Arranged  

Assembled  

Assessed  

Assigned  

Assisted  

Attended  

Balanced  

Broadened  

Budgeted  

Built  

Calculated  

Cared for  

Categorized  

Chaired  

Checked  

Clarified  

Coached  

Collaborated  

Communicated  

Compiled  

Computed  

Conducted  

Constructed  

Consulted  

Contacted  

Controlled  

Cooperated  

Coordinated  

Corresponded  

Counseled  

Created  

Decided  

Decorated  

Delegated  

Delivered  

Demonstrated  

Designed  

Determined  

Developed  

Devised  

Directed  

Displayed  

Distributed  
Diversified  

Doubled  

Documented  

Drafted  

Earned  

Edited  

Educated  

Empathized  

Encouraged  

Enforced  

Ensured  

Enlisted  

Established  

Evaluated  

Examined  

Experimented  

Explained  

Facilitated  

Familiarized  

Filed 

Financed 

Formulated  

Formulized  

Founded  

Fulfilled  

Gained  

Gathered  

Generated  

Governed  

Guided  

Handled  

Harmonized  

Headed  

Hired  

Hosted  

Identified  

Illustrated  

Implemented  

Improved  

Increased  

Influenced  

Interviewed 

Initiated  

Inspired  

Instructed  

Integrated  

Interpreted  

Invented  

Joined  

Judged  
Launched  

Lectured  

Led  

Listened  

Litigated  

Located  

Lowered  

Maintained  

Managed  

Marketed  

Measured  

Mediated  

Mentored  

Negotiated  

Obtained  

Observed  

Operated  

Ordered  

Organized  

Outlined  

Oversaw  

Painted  

Participated  

Performed  

Persuaded  

Piloted  

Planned  

Played  

Prepared  

Presented  

Presided  

Programmed  

Promoted  

Proposed  

Publicized  

Quantified  

Quoted  

Raised  

Read  

Received  

Recommended  

Recorded  

Recruited  

Referred  

Reorganized  

Repaired  

Reported  

Represented  

Researched  

Resolved  
Responded  

Reviewed  

Revised  

Saved  

Scheduled  

Screened  

Selected  

Served  

Simplified  

Sold  

Solved  

Studied  

Supervised  

Supplied  

Supported  

Surveyed  

Taught  

Tested  

Trained  

Translated  

Traveled  

Tutored  

Typed  

Understood  

Unified  

United  

Updated  

Utilized  

Validated  

Verified  

Witnessed  

Worked  

Wrote
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Management Skills 
administered  
analyzed  
assigned  
attained  
chaired  
consolidated  
contracted  
coordinated  
delegated  
developed  
directed  
evaluated  
executed  
improved  
increased  
organized  
oversaw  
planned  
prioritized  
produced  
recommended  
reviewed  
scheduled  
strengthened  
supervised  
 

Communication Skills  
addressed  
arbitrated  
arranged  
authored  
collaborated  
convinced  
corresponded  
developed  
directed  
drafted  
edited  
enlisted  
formulated  
influenced  
interpreted  
lectured  
mediated  
negotiated 
 persuaded  
promoted  
publicized 
reconciled 
recruited  
spoke  
translated  
wrote  

Research Skills  
clarified  
collected  
critiqued  
diagnosed  
evaluated  
examined  
extracted  
identified  
inspected  
interviewed  
investigated  
organized  
reviewed  
summarized  
surveyed  
 
Technical Skills  
assembled  
built  
calculated  
computed  
designed  
devised  
engineered  
fabricated  
maintained  
operated  
overhauled 
programmed  
remodeled  
repaired  
solved  
upgraded  
 
Financial Skills 
administered  
allocated  
analyzed  
appraised  
audited  
balanced  
budgeted  
calculated  
computed  
developed  
forecasted  
managed  
marketed  
planned  
projected  
researched  

Creative Skills  
acted  
conceptualized  
created  
customized  
designed  
developed  
directed  
established  
fashioned  
founded 
 illustrated  
initiated  
instituted  
integrated  
introduced  
invented  
originated  
performed  
planned  
revitalized  
shaped  
 
Helping Skills  
assessed assisted  
clarified  
coached  
counseled  
demonstrated  
diagnosed  
educated  
expedited  
facilitated  
familiarized 
guided  
motivated 
referred 
rehabilitated  
represented  
 
More Verbs  
achieved  
expanded  
improved  
pioneered 
reduced (losses)  
resolved (problems)  
restored  
spearheaded 
transformed  

Organizational Skills  
approved  
arranged  
catalogued  
classified  
collated  
collected  
compiled  
dispatched  
executed  
generated  
implemented  
inspected  
monitored  
operated  
organized  
prepared  
processed  
purchased  
recorded  
retrieved  
screened  
specified  
systematized  
tabulated  
 
Teaching Skills  
adapted  
advised  
clarified  
coached  
communicated  
coordinated  
demystified  
developed  
enabled  
encouraged  
evaluated  
explained  
facilitated  
guided  
informed  
instructed  
persuaded  
set goals  
stimulated  
trained  
motivated  
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Cover Letters 
 

Cover Letters Defined: 

A cover letter is a marketing piece that introduces you to an employer. It highlights your specific 

accomplishments that most benefit the employer. In that sense, a good cover letter “sells” you and 

your résumé. 

Before you start writing, ask yourself…. 

Who is my audience? 

What skills does the employer want and what do I have to offer? 

 

Introduction/Purpose: State the job you are applying for, where you found the posting, why you 

are a strong candidate for the position, and why you want to work for that company. 

Why You: Write about your experience and qualifications using examples that relate directly to the 

job posting and how these benefit the employer. You can use education, class projects, work 

experience or volunteering. 

Research Before You Write 

The more you know about the employer's needs, the more compelling your letter can be. Review 
company Web sites, brochures, sales flyers and other promotional materials to glean pertinent 
information. If possible, speak with current employees to get the inside scoop. Search newspaper 
archives, public libraries and career-center resources. Do a keyword search using the company name 
and see what turns up. 

Here are a few resources to get you started: 

 Monster Research Companies 
 Hoover's Online 
 EDGAR Online 

 Dun & Bradstreet 
 Securities & Exchange Commission 

 

Determine Your Unique Selling Points 

With the knowledge that you have about the employer, how would you help achieve organizational 
goals? Set yourself apart: If there are 100 other applicants vying for the same position, why should the 
hiring manager take a chance on you? Write a list of the top five reasons why you're an excellent 
candidate. 

Construct Your Letter 

Heading/Date/Inside Address: If you are writing a traditional (not email) letter, select a standard 

business-letter format such as block style. Your letter's design should match your résumé (See example 
below). 

Salutation: It's best to address your letter to a specific person (e.g., "Dear Ms. Jones:"), but use "Dear 

Hiring Manager,"  if there's no way to find that out. Use "Dear Search Committee:" if the decision will be 
made by committee. Avoid stale salutations such as "Dear Sir/Madam:" and "To Whom it May 
Concern:." 

http://company.monster.com/
http://www.hoovers.com/
http://www.edgar-online.com/
http://www.dnb.com/
http://www.sec.gov/
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Opening Paragraph: Hiring managers are busy and do not care to wade through fluff. Your opening 
paragraph should clearly state the position for which you're applying. 

Include a reference code if requested and the referral source (e.g., recommendation from a current 
employee, Monster, etc.). Your opening may also include a synopsis of why you are a top candidate for 
the position: 

Your position advertised on Monster is an excellent fit with my qualifications, as the enclosed résumé 
will attest. My background includes 10 years of success managing international sales programs, top-
ranked regions and Fortune 500 accounts. I offer particular expertise in the high tech sector, with in-
depth knowledge of networking technology… 

Body: Your letter's body contains the sales pitch. This is your chance to outline the top reasons why 

you're worthy of an interview. When writing the body text, keep in mind that hiring managers are self-
centered -- they want to know what you can do for them, not learn about your life story. Demonstrate 
how your credentials, motivation and track record would benefit their operation. Review your top five 
selling factors (the ones you jotted down when doing your company research) and weave them into the 
body, perhaps as a bulleted list. 

Back up achievements with specific examples of how your performance benefited current and former 
employers. Precede your bulleted list with a statement such as "Highlights of my credentials include:" or 
"Key strengths I offer include:." 

Keep your letter positive and upbeat. This is not the place to write a sob story about your employment 
situation. Put yourself in the hiring manager's shoes -- would you call yourself in for an interview?  

Closing Paragraph:   

Your final paragraph should generate a call for action, so express your strong interest in an interview 
and state that you will follow up soon to confirm your résumé was received and discuss the possibility of 
meeting face-to-face. 

Complimentary Close and Your Name:   

End with a professional close such as "Best regards," "Sincerely" or "Respectfully yours." 
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YOUR NAME 

Address 

City, State  Zip 

 

Date 

 
Ms. Stephanie P. Tatoe  

Manager, College Relations  

Frito-Lay 

P.O. Box 741  

Dallas, TX 73235 

 
Dear Ms. Tatoe: 

Please consider me for the position of Sales Representative with Frito-Lay I saw on Sun Devil 

CareerLink at Arizona State University. Based on my sales experience, I believe I am a strong 

candidate and hope to begin a career in sales and marketing with your company. 

I have direct sales experience soliciting potential customers for We Three Caterers and have 

been successful in managing employees in various capacities. I also had the challenging and 

rewarding experience of serving on the organization committee for the United Way Literary 

Festival where I learned to successfully promote events. I am confident these skills would 
allow me to be a contributing member of the Frito-Lay organization. 

I would appreciate an opportunity to meet with you to discuss my qualifications and to learn 

more about this job opportunity. I may be reached at (480) 616-9876 or indeedajob@aol.com 

to set up a convenient time. I will follow up in a week to verify you have received my 

application. 

Thank you for your consideration. I look forward to meeting with you. 

Sincerely, 

(Sign here) 

Your Name 

 

Sample Cover Letter 
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Reference Page 
 
 

 References should not be listed on your résumé. 

 Include a separate page for references. 

 You will want to have 3-5 professional references available when applying for positions. 

 Make sure you ask the potential references BEFORE giving their names out as references! 

 
 
Include the following information for each reference: 

 Name 

 Title  

 Business Address 

 Business Phone Number 

 Business Email Address (if they have one) 
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Sample Reference Page 

 
 

YOUR NAME 

Address 

City, State  Zip 
 

 
 

 

 References 

 
  Mr. Albert Jones 

  Director of Human Resources 

  XYZ Computers 

  123 Anyroad Lane, Suite 456 

  Averagetown, SC 12345 

  (843) 555-5555 

  ajones@xyz.com 

 

  Dr. Susie Econ 

  Associate Professor of Business 

  Charleston Southern University 

  PO BOX 118087 

  Charleston SC 29423 

  (843) 863-7000 

  secon@csuniv.edu 

 

  George Kerry 

  Manager 

  Buccaneer Food Service 

  9100 University Blvd 

  Charleston SC 29406 

  (843) 555-1212 

  GK@BFS@com 
 

 
 

 
 

 

 
 

 

 

 

 

 

mailto:ajones@xyz.com
mailto:secon@csuniv.edu
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The Career Center Resources 

   A  VIRTUAL CAREER CENTER 

• Career and Personality Assessments                                                                                                           

(Meyers-Briggs, Strong Interest, Strengths and P.L.A.C.E.) 

• Online career guides for traditional and non-traditional students 

• Skype Career Counseling 

• The BucCareer Network 

• Graduate School Preparation 

            (Grad School Essay critiques) 

• Professional Portfolio Resources: 

       (Résumé, Cover Letter, and Reference List Critiques) 

• Interviewing Skills and Techniques 

• Professional Dress – Student Career Closet 

• Recruitment and Major-related Events 

• Volunteer Opportunities and Service Transcripts 

• E-Library 

• Career Planning Course (fall and spring) 

• Customer Service:  Tour of Resources, Computer Lab, Fax, Print ,Coffee 

 
 



 

22 

 

ONLINE DOCUMENT CRITIQUE PROCESS 
 

SUBMIT YOUR DOCUMENTS FOR CRITIQUE ON THE  
BUCCAREER NETWORK 

  
  

SSTTEEPP  11  

  
Go to the Career Center Web site: www.charlestonsouthern.edu/careers 

• Select BucCareer Network Login from the quick links menu on the 
right 

• Click the Students/ Alumni box 
 

 

SSTTEEPP  22  

 
Log in: 
All enrolled students have an account with their BucMail address.  
 

• First time users, enter your BucMail address and select “Set/Reset Password.”  
• If you do not have an account, select REGISTER NOW to create an account. 
• Verify your email address as instructed. 
• Your verified registration will be approved within one business day. 

 
 

SSTTEEPP  33  

 
Upload your Documents: 

• Go to the tab “Professional Portfolio Documents” at the top of your home page 
• Select “+ add new” and browse for your document on your computer or storage device 
• You will receive critiques at the e-mail address you registered within 1-2 business days 
• This process may take a few exchanges, professional development takes time 
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Our Staff 
 

 

 
 Dr. Hester Young, MA, EdD 
 Assistant Dean, Student Services 
 Director, The Career Center 

 
     

       
  Nicole Copland 
  Career Counselor 
 

 
 
 

 Kevin Coriolan 

 Volunteer & Community Service  
 AmeriCorps VISTA 

 
 
 

 
  Brian Lewis 
  Diversity Coordinator 

 
 
 

 
 

Office Hours:  8 a.m. to 5 p.m. 

www.csuniv.edu/careers 

thecareercenter@csuniv.edu  

www.csuniv.edu/careers 

http://www.csuniv.edu/careers

