
Introduction

In today’s competitive job market, the ability to create effective and impactful employment 

documents is essential for securing desired career opportunities. Whether you’re a recent graduate 

entering the workforce, a seasoned professional seeking advancement, or a career changer, mastering 

the art of crafting persuasive resumes, cover letters, and other employment materials is paramount. 

This informational and interactive guide is designed to support you in creating compelling 

employment documents while fostering the development of a systematic process for their creation. 

This guide takes you on the following journey: 

Employment Application Process Overview:  fundamentals of navigating and understanding the 

job market and application process and context of submission.

The Job Search and Job Sites: develop strategies for maximizing search efficiency, navigating 

platforms, exploring job sites, and networking. 

Developing a Skills Inventory:  learn to assess and develop a comprehensive skills inventory, 

enabling you to showcase your distinct value to differentiate you from other candidates. 

Analyzing the Job Description: learn how to dissect job postings strategically, extracting 

keywords and qualifications to integrate into your resume and cover letter for impact. 

Crafting the Resume: learn about the role of the resume in the application process and best 

practices for crafting a tailored, compelling, and accurate resumes that make you stand out. 

Crafting the Cover Letter: learn the craft of creating persuasive, professional, and personalized 

cover letters that compliment your resume and communicate enthusiasm and aspirations. 
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Social Media and Employment: explore the role of social media in the job application process and 

learn how to maintain a professional online presence with sites like LinkedIn. 

AI and Employment: explore how to harness Generative AI in crafting employment documents.

As you engage with this guide, try to embrace the iterative nature of writing as a multifaceted, 

dynamic form of knowledge work.  With dedication, practice, and systematic approach, you’ll soon be 

able to confidently navigate the job application process and achieve your professional goals. 

Remember also that employment documents serve as powerful marketing tools, representing your 

personal brand to potential employers.  Each document is an opportunity to engage with your 

audience and convey your value. This guide shows ways you can leverage your employment materials 

to effectively market yourself to hiring mangers and teams. 

The Application Process

The typical job search process can vary depending on the company, industry, and job level, but it 

tends to follow a general framework. Here’s a breakdown of the typical steps involved in the process:

Some organizations may have additional steps or variations in the process outlined above. 

Additionally, the duration of the application process can vary widely, with some companies 

completing the process relatively quick, while others may take several weeks or even months to make 

a hiring decision. Keep this in mind when applying for positions and don’t hesitate to reach out. 

The Job Search

The job search can be a daunting multifaceted process, presenting a range of challenges for job 

seekers. One of the biggest hurdles is the intense competition of today’s job market. Crafting tailored 

resumes and cover letters for each application can be time-consuming and requires a keen 

understanding of each job’s specific requirements. Navigating online job portals and networking 

effectively are crucial yet challenging aspects of the job search. The process often requires   

persistence, strategic planning , and a systematic process which this guide supports and facilitates. 

1.  Job Search
2.  Resume and Cover Letter Submission
3.  Initial Screening
4.  Phone or Video Interview (usually recruiter)
5.  In-person or video interview (usually hiring manager)
6.  Assessment Tests or Exercises (if applicable)
7.  Reference Checks
8.  Job Offer
9.  Negotiation and Acceptance



Searching for jobs today involves leveraging digital tools and strategies. Job seekers now use job 

portals like LinkedIn, Indeed, and Glassdoor to find opportunities, while company websites and career 

pages offer direct applications. These platforms are different and come with their own strengths, 

capacities, and limitations. Navigating and leveraging these platforms is becoming increasingly 

important. They are often needed in order to identify open positions that might otherwise have been 

missed on the company or organization site. They also help to streamline the process of applying. 

Here are the top 5 job search databases:

A little more on LinkedIn

With 61 million users, LinkedIn is by far the largest professional network in the world. Unlike other job 

search platforms, LinkedIn emphasizes building and maintaining a professional network. Users can 

connect with colleagues, industry leaders, recruiters, and potential employers which can facilitate 

networking opportunities that can lead to job referrals and insights. LinkedIn also allows users to 

create detailed profiles that act as a comprehensive digital resume, showcasing work experience, 

skills, endorsements, recommendations, and multimedia content. The personal branding capabilities 

of LinkedIn helps candidates stand out to recruiters. 

LinkedIn is also integrated with LinkedIn Learning, which offers a vast library of courses across various 

fields. Users can enhance their skills and add completed courses to their profiles, demonstrating a 

commitment to continuous learning and professional development. The platform also hosts 

numerous groups where professionals can join discussions, share knowledge, and stay updated on 

industry trends. These groups can provide a sense of community and support and can lead to job 

opportunities that aren’t advertised everywhere. 
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LinkedIn is the largest professional network in the
world. Users can search for jobs, connect with
recruiters and industry professionals, discover
positions that match skills, find peers and support.

Indeed is accessible in 60+ countries. It is the most
popular search engine in the world known for it’s extensive
database of job postings. It aggregates job postings
connecting job seekers with millions of open positions. 

Glassdoor provides job listings, company reviews, salary
information, and interview insights shared by employees. It
is known for offering insight into positions and companies.

Monster is an older job search platform that offers a
wide range of job listings across industries and
locations and career advice and resume support. 

Careerbuilder features job listings, resume posting
services, and career advice and resources for job seekers. 



Education specific sites

There are also industry and field specific sites including those that are more education focused. USA 

Jobs is useful for federal level government positions, but here are a few more general sites:

Teachers-Teachers.com: this website specializes in connecting educators with job 

opportunities in K-12 schools across the the USA. It allows teachers to create profiles and 

search for teaching positions by location, subject area, and grade level. 

Education America Network: this site offers a comprehensive database of job postings for 

educators, including teaching positions, administrative roles, and support staff positions in 

schools and educational organizations across the USA. 

SchoolSpring: this is an online job board specifically designed for educators, featuring job 

listings from K-12 schools, colleges, and educational organizations nationwide. Job seekers can 

also search for positions by location, subject area, and grade level. 

HigherEdJobs: while this site is primarily focused on higher education institutions, it also 

features job postings for academic and administrative positions in colleges, universities and 

research organizations worldwide. 

If you are interested in positions like instructional designer or curriculum developer, for instance, 

using the more general sites like LinkedIn and Indeed will be more useful in your job search.

Even if you’re not entirely sure what type of role you are looking for, searching these sites may help 

you gain a better sense of what is out there and how your qualifications align or don’t align with 

desired roles. It’s also a great way to further develop professional language and vocabulary. 

Professional Skills Inventory

A professional skills inventory, also known as a skills inventory, is a detailed and comprehensive list of 

your skills, expertise, knowledge and competencies, qualifications, and experiences, serving as a living 

document that you continually update. Creating a skills inventory involves ongoing self-reflection, 

assessment, and documentation. By maintaining one, you can effectively tailor job applications,  

showcase your evolving abilities, and strategically plan your professional development in less time.

The skills inventory also functions as an assessment tool, helping you identify strengths and 

weaknesses, and pinpoint skills needing improvement. It can be a valuable tool for career 

development, job searching, performance evaluations, and identifying areas for development. 

Skills Inventory Breakdown

There are several core areas that you should document and assess in your inventory.  You can think of 

it as a general inventory of your skills and qualifications rather than one for a very specific job: 



Technical Skills: these are specific skills and competencies related to the tools, software, 

equipment, or processes used in a particular industry or field. For example, programming 

languages for software developers or software like Articulate Storyline for e-learning. 

Soft Skills: also known as interpersonal skills or personal attributes. These are non technical skills 

that contribute to one’s effectiveness in the workplace. Examples include problem-solving 

abilities, leadership, time management, critical thinking, innovation and creativity. 

Industry Knowledge: this encompasses the understanding of industry trends, best practices, 

regulations, and specific domain knowledge relevant to an individuals profession or field of 

expertise. These are industry and field-specific competencies. 

Education and Qualifications: academic credentials, degrees, certifications, licenses, and other 

formal qualifications that demonstrate the individual’s educational background and expertise in a 

particular area. To what extent this is prioritized depends on the role. 

Experience: this includes work experience, internships, volunteer work, or other practical 

experiences that have provided opportunities to develop and apply relevant skill sets. 

Language Proficiency: proficiency in languages other than the one’s native language, which can 

be extremely valuable in a globalized workforce. 

Other Relevant Skills: any additional skills or abilities that are relevant to career goals or 

requirements of the roles you are interested in pursuing. 

In terms of format, you choose what best works for you. Excel or using tables can be a great way to 

organize your skills inventory.  Here is one way to approach formatting your inventory that also helps 

you tell the story of your skills and develop language for your documents:

The storytelling format of this skills inventory helps you develop storytelling techniques and 

strategies required when crafting your employment documents, especially the cover letter. This 

approach is also useful during interviews where you are often asked to tell your skill’s story. 

Skill/Know

ledge

Where 

acquired

How acquired Evidence Proficiency Key Action Verbs

Python Apple Co-

Op, 

Raytheon 

Cyber Co-Op

I worked 

through  

tutorials and 

learned a lot 

during my Co-

Op 

experiences. 

Data visualization 

project. DSP 

processing pipeline 

with several 

frameworks 

implemented. 

Network protocol 

fuzzing tool

Intermediate visualized, 

automated, 

implemented



How to add and quantify achievements 

In your employment documents, it is important to quantify your achievements and contributions 

whenever and wherever possible. This sections touches upon ways you can quantify contributions. 

With each type of accomplishment, there are action verbs and questions to help guide your thinking:

Please note: this is not an exhaustive list and the questions may need to be adapted for your purposes

As you can see from the questions, sometimes you can quantify things by giving context (if you don’t 

have metrics) including information about how many people were involved or impacted. You can also 

Achievement Type Guiding Questions Action Verbs

Money-related Did you increase sales?
Did you save the company money?
Did you handle or manage a money?
Were you responsible for preparing a budget?

maximized
amplified
slashed
eliminated
owned
allocated
developed
oversaw

Service-related How many people did you assist (or teach) on a 
daily, weekly, monthly basis, and how?
How many customers did you retain?
Did you improve customer (or student) ratings?
What problems did you resolve and how?

recommended
accommodated
recovered
revised
maintained
enhanced
resolved 

Process-related Have you improved efficiency or accuracy by 
creating a new process/procedure or 
streamlining an existing process?
Have you created or improved any standard 
operating procedures, manuals, training 
materials?
Have you made your job easier by using tools or 
software, by how much and which tools?
Have you recommended changes that were 
implemented in the workplace? What was the 
positive impact of those changes?

introduced
pioneered
streamlined
upgraded
expanded
leveraged
implemented
designed
improved

Leadership-related Have you been assigned progressively 
advancing responsibilities?
How many people reported to you or did you 
hire, supervise, or train?
Have you mentored subordinates? How many 
and in what areas?
Have you influenced any major organizational 
changes?

directed
led
spearheaded
delegated
guided
mentored
authorized
steered



think about problems you were hired to solve and how you went about solving these problems. 

Analyzing the Job Description

Analyzing job descriptions is a critical step when applying for jobs; they are invaluable resources that 

provide insights into what employers seek. By carefully reviewing job descriptions, you can tailor your 

employment documents to align with specific requirements and keywords, increasing your chances of 

standing out and passing through Application Tracking Screenings (ATS).

The process of analyzing the job description also helps you develop and refine your professional 

language, enabling you to effectively articulate your skills, experiences, and qualifications in a way 

that resonates with hiring mangers (or recruiters). Understanding the nuances of the job description 

ensures your application is relevant and compelling, enhancing your overall job search strategy. 

It is also important to understand the position you are applying for and why. Technology has made it 

much easier and less time consuming to submit applications without investing much time or energy. 

One the one hand this means more applicants and competition. On the other hand, it means you have 

an opportunity to really stand out if you take the time to go through the necessary steps in this guide. 

Guiding questions and tips for analyzing

Check out the Company/Organization

Review Employee Job Responsibilities 

Identify and List Outcomes Needed for Position

Identify inferences

Who are they and what do they do?
What is their key mission or goals?
How would you describe the company culture? 
What does the company seem to value?
What is currently going on at the company?
What’s new at the company?
What type of company is it compared to others you’ve
worked for? (if applicable)

What are the qualifications for the position? Minimum? Preferred?
What are the responsibilities and activities the job holder is expected to fulfill?
Consider the level of difficulty required for each task or skill set (or level of proficiency)
Rank and organize the specific tasks based on skill level and experience involved.

What kinds of outcomes, deliverables, results are expected?
What skills, competencies, abilities are required to achieve these outcomes?

What are the skills, training, abilities, etc. that are implied but not directly stated?



If you can, speak with employees, personnel, or HR to get a better understanding of their tasks and 

responsibilities. These conversations can be initiated on platforms like LinkedIn with AI support. 

Resume Writing

What is a Resume?

A resume is a marketing document you create to outline your work history, educational background, 

skills, and accomplishments. They are mostly used to apply for jobs in the USA and in Canada, 

although they are increasingly being used elsewhere. The resume plays a critical role in the 

application process and is reviewed at every stage by different readers and in different ways. 

If you are an international student, this may be a an unfamiliar process and genre of writing. This 

section breaks down the anatomy and key features of a resume as well as design and format. 

Understanding the rhetorical situation

The process of creating this document (and other employment documents) can be complicated and 

sometimes overwhelming. It involves knowledge and conceptual work, decision-making, problem-

solving, strategic and analytical thinking, and of course, writing. 

The process of writing also involves understanding the rhetorical situation as writing is shaped and 

influenced by its surrounding circumstances and contexts. In other words, writing does not exist in a 

vacuum. The rhetorical situation includes:

These parts together help to describe and understand the circumstances and contexts of a piece of 

writing, which can help you more effectively tailor your documents and make strategic choices. 

Are there any other inferences you can make about the job or qualifications?
Is there anything not mentioned in the job description that seems important?

Employment documents are a
persuasive writing genre with

specific expectations and
conventions. Understanding the

genre conventions is critical. 

Writing is a dynamic process
that requires careful

consideration of the rhetorical
situation. Understanding this

dynamic situation can help guide
how and what you write. 
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the reason for writing

how the subject is presented to the audience 



Consider the following questions to better understand your rhetorical situation:

These questions can help identify effective writing strategies with clarity of purpose and intent.  

Understanding your audience

There are three primary readers in the job application process: 1) Application Tracking Systems (ATS)  
2) Recruiters or Human Resources and 3) Hiring Mangers or direct supervisors. In this section, you will 

get to know them a little better and how they read.

Application Tracking Systems (ATS)

99% of large organizations and 90% of Fortunate 500 companies use Application Tracking Systems 
(ATS) in the recruitment process. The primary goals of ATS is to store and manage resumes (and cover 

letters, other employment materials) by electronically scanning and scoring your qualifications based 

on the job description. 75% are typically phased out of consideration based on this initial screening. 

A few things you should know about ATS as a reader:

Recruiters and Human Resources

Recruiters and HR engage in the practice of sourcing which is the actual process of finding candidates. 

They often use searches like Boolean or keyword searches. They tend to prefer 2 page rather than 1 

Who is your audience or readership? What do you know about them and how they interact with 
your documents? (e.g. most submissions are online, readers are busy)
Who are you in relation to your audience? What values or knowledge do you share? Remember, 
readers are not always in your field or you may be entering a new one. 
What is your purpose for writing and crafting your document? Are you looking to obtain entry 
level employment? Are you looking to change careers or advance in your field?
What should you incorporate into your resume and how to achieve your purpose?

ATS builds profile in company’s database using resume and application information.
ATS may rank you against applicants using keywords in job descriptions.

ATS looks for standard headings (Skills, Experience) to organize applications in
database. May rank you against applicants using keywords in jobs ads.

ATS scans text from left to right and does not read columns or other formatting
well. ATS can read PDFs, but not as well as MS Word Docs.

ATS does not care about design elements including bold, underlined, italics, color,
font size, white space. It does not see photographs, graphs, images, or charts.

ATS may be used to calculate your years of experience and recommend other
roles. Make years of experience easier to find (e.g. 5+ years instruction). 

ATS may base strength of skills on frequency in resume and assigns an estimated
amount of experience. Optimize both systems.



page resumes and spend roughly 30 seconds or less reviewing resumes.

A few things you should know about recruiters and HR as readers:

Hiring Managers and Supervisors

Hiring managers work with Human resources to determine the specific job responsibilities and 

preferred qualifications for a new position. They receive a short-list of resumes and other application 

materials to evaluate. They determine whose skill-sets and experience best suit the position and invite 

an even shorter list of candidates for interviews.

A few things to know about hiring managers as readers:

Recruiters and HR usually use a checklist of requirements and preferences to
help search and sort applications and resumes.

Recruiters and HR use a set of keywords and/or phrases to find candidates in the
applicant pool. Keyword optimization is a useful strategy to get noticed.  

Recruiters and HR often like to see resumes personalized to the job position.
This demonstrates understanding the company culture.

Recruiters and HR often look for and like to see personal web presence, including
personal domains like Twitter handles. They often will click on links included. 

Skills and company culture are often prioritized/valued most by recruiters.
Showcase the skills most desired and quantify achievements when possible. 

Recruiters and HR review overall experience to gain a better understanding of
career progression and potential for success and growth within the company.

Hiring managers look for key qualifications from the job description using 
keywords and phrases. They often look for similar or same job titles or roles.

Hiring managers look for tailored messaging that is relevant to the company 
and to the role. This can be in your resume and/or your cover letter.

Hiring managers review skills section to determine if accurate reflection of abilities and the
most recent experiences to understand application of recent skills.

Hiring managers look to see if you made any accomplishments or contributions in
your previous roles and for any quantifiable outcomes or achievements.

Hiring managers scan for overall presentation; this includes organization, use of white
space, consistency, and other design principles for readability.

Hiring managers check your online presence and read your career aspirations and goals
to assess alignment with company and potential for success.



In the case of both ATS and recruiters/HR, keyword optimization is important. This refers to 

strategically incorporating relevant keywords and phrases from the job postings into resumes, cover 

letters, and online portfolios. Effective keyword optimization involves the careful and strategic 

selection of key skills, qualifications, and industry-specific terminology and integrating them naturally 

into application materials to enhance visibility and demonstrate alignment with the desired position. 

Common sections of a resume

Skip the Objective Statement

Recruiters and hiring managers rarely read these. They tend to find them self-serving and not 

particularly useful. Instead, use your cover letter as an opportunity to let your readers know what 

your goals and aspirations are within the context of the role you are applying for.  Removing the 

statement gives you more space for content that recruiters and hiring managers do want to see. 

Areas of Expertise

Over the years we’ve shifted towards prioritizing skills/areas of expertise on a resume. It is usually 

what you want to include first (after name and contact information). The goal is to be concise. Identify 

8-10 related or hard skills related to the job. These are usually critical and/or frequently used 

keywords in the qualifications and requirements section of the job description which you analyzed. 

Separate technical skills from skills/areas of expertise section if you are applying for a tech position.

You also want to customize and make the list align with the job requirements. Here are a few examples 

of how you might approach this:

Project Manager: project scheduling, budget management, time management

Data Analyst: statistical analysis, data cleaning, data visualization, data management

Instructional Designer: curriculum development, e-learning authoring tools, LLMS

Save the soft skills for the experience section and be sure to provide examples:

Leadership: examples of motivating, mentoring, guiding, spearheading

Critical Thinking: examples of identifying patterns, analyzing information 

Problem-Solving: examples of problems you solved and how, results of resolutions

In some cases, the skills section may be all a recruiter sees. This is because sometimes they only 

review the first third of the resume. This means the top third of your resume is critical space. You can 

list skills/areas of expertise in bullet point form in one column or create two columns to save space. 

However, it is important to remember that ATS reads from left to right and may not scan accurately.

Education

Where you place your education section depends on a few factors like the kind of job you are applying 

for or your experience level. If you have minimal experience or if education is emphasized in the job 



ad, you may put your education section after your skills section. If you do have experience and 

education is not something emphasized strongly, you can place it after your experience section. 

Experience

In the experience section it is worth noting that there are different kinds of experience. This includes: 

full-time, part-time, volunteering, internships, and contract. Be clear and transparent about the kind.  

Try to briefly summarize typical tasks, activities, and responsibilities related to the role that you are 

applying to so that you can achieve keyword optimization. Don’t just copy and paste. You should try to 

think strategically about which keywords carry the most weight and should be used in your resume. 

Note: Avoid going back further than 10 years in your work history. Employers rarely require more 

than 10 years of experience in 2024 . You can direct employers to LinkedIn for more information. 

Here is a how you might structure your bullet point sentence:

Example 1: 

Secured government program funding successfully for 8 departmental initiatives. 

Example 2: 

Streamlined collaborative report-writing processes by switching to Google Docs.

Example 3:

Designed 13 internal feedback forms in the company intranet for multiple departments.

Example 4: 

Organized annual awards dinner celebration for a department of 150 employees.

Notice that in these examples the writer focuses on quantifiable achievements with actual numerical 

figures. To make your accomplishments more concrete, you might consider the following formula:

Example 1:

Streamlined collaborative report-writing processes with a productivity increase of 25% by 

switching to Google Docs.

In terms of organizing your experience section, make sure that it is easy for your audiences to navigate 

Verb + object + prepositional phrase

Accomplished X as measured by Y by doing Z



and find the details and formation they need that will help advance your resume. 

A few tips on organization:

Only include additional sections (e.g. projects, volunteering) when you need to supplement minimal 

related experience directly to the target position or when it does reflect more direct experience.  

Design and Format

Design and design principles are extremely important when crafting resumes and cover letters, as 

they can influence the documents’ impact, readability, and ability to stand out in a competitive 

market. Recruiters spend on average 6 seconds reviewing resumes, emphasizing the importance of a 

visually appealing and easy to navigate layout.   

Most recruiters report that an applicants professionalism is influenced by the design and layout of 

their resume. Consistency in formatting, typography, spacing, and color scheme conveys attention to 

detail and reinforces your brand (remember that employment documents are marketing documents). 

Strategic application of design principles is vital in maximizing the effectiveness of employment 

documents, as they directly influence reader’s perception, engagement, and decision-making 

processes. By leveraging design effectively, you can create compelling, user-friendly resumes that 

leave a memorable (and professional) impression and increase your chances of securing interviews. 

In this section, you can find tips for designing and formatting your resumes as well as examples. 

Design and Formatting Tips and Strategies

Color

Font

White Space and Length

Be sure that job titles and dates are easy to locate
Use (when possible) the same job title as the job you are applying for
Focus on your achievements, outcomes, or major contributions
Use consistent formatting so that the document is easy to read 

use color strategically to impact employers perspective of you
use conservative colors for your name, section headings, other design elements
pick no more than two colors, but keep the rest of the text standard black (easy to read)

use standard Sans Serif fonts that come with Word and Google Docs (e.g. Calibri, Arial, 
Tacoma, Source Sans Pro, Century Gothic)
use 10-12 size font (10.5 - 11.5 is usually the standard)
make section headers slightly larger between 14-16 size font
bold font and use color scheme for headings to help with navigation
make sure font is consistent throughout (e.g. capitalization, italicized, bold, etc.) 

strategically use white space to avoid information overload
make sure that white space is balanced in the document



Titles and Headers

Example Resume Designs

Sample 1: Teacher Resume

What’s working well:

keep the length 1-2 pages; however, 2 pages is becoming the new standard

avoid including a profile photo (unfortunately, this rarely helps)
include simple contact information in your resume header starting with your name
steer away from including personal or current work emails as headers
instead of an objective statement start your resume with a title that indicates the job title 

effective use of white space for ease of navigation



What’s not working well:

Sample 2: Business Development Manager

(mostly) consistent use of font color, size, and type
effective use of headers and sections to help with navigation
incorporation of job title applying for in header
use of color to help with visual appeal (keep it consistent)

two column document that ATS will not be able to process effectively or accurately 
skills section not incorporated into first third of the document 
the use of italics is inconsistent (years, language proficiency, test scores)
difficult to locate years and duration of experience
unnecessary summary/objective section taking up critical space
the headers and sub-headers look too similar (strategic use of color could help)



What’s working well:

What’s not working well:

Sample 3: Senior Web Developer

name, title of role and contact info appropriately placed
key relevant skills included in the first third of the document
effective use of color and bold for headers and sub-headers 
effective use of white space in most places of the document
contains critical sections in a way that is easy to navigate

the use of black and bold for former roles stands out more than the headers (e.g. education)
years are not easy to locate in the document and the font is too small
unnecessary summary taking up valuable space in the top third of the document
the organizations section does not look clean or well formatted 
font inconsistency throughout the document (especially size)



What’s working well:

What’s not working well

Key Takeaways

Crafting an effective resume is crucial in today’s competitive job market. By tailoring your resume to 

the specific job, highlighting your key achievements, and using a clean, professional format, you can 

make a strong impression on potential employers.

It is important to focus on clarity, conciseness, and relevance, ensuring that every section of your 

resume speaks to your skills and experience in a way that resonates with the job. Incorporate action 

verbs and quantify your accomplishments to demonstrate impact. 

Be sure to proofread thoroughly for errors and leverage design principles to enhance/improve the 

readability, accuracy, and efficacy of your resume. Remember, your resume is your personal marketing 

tool, so invest the time and effort to make it compelling. 

Cover Letter Writing

A cover letter is a document typically submitted alongside a resume as part of a job application. It 

serves as an introduction to the hiring manager or recruiter and provides an opportunity for the 

applicant to highlight their qualifications, express their interests in the position, and explain how their 

skills, experiences, and values make them a good fit for the job and also the company culture. 

Cover letters should be tailored to the job/company, concise, well-written, and error-free. A strong 

cover letter can complement your resume and help you stand out from other candidates. A cover 

letter is often the most tailored of your employment documents. 

Cover Letter Stats Overview 

The cover letter is a perfect chance to bridge the distance between you and a recruiter even before 

the actual job interview.  It is an opportunity to engage in storytelling, but your professional story. 

name and title of role included in the header
clear sections in the document using color, bold, and font size
visual appealing, easy to understand proficiency levels of tech skills 
links to online presence included in the document

a photo is included in the document
a summary is included in the header taking up valuable space
layout is in columns and not ATS friendly
key skills are not included in the first third of the document
contact information and personal information not included with name/title
poor use of white space in the experience section
color of font inconsistent in the document (used for major headers, dates, sub-headers)



A few statistics to consider when thinking about submitting one or not:

Hiring managers and recruiters also have preferences for approach:

Having a clear sense of your goals and motivation for applying is clearly important to recruiters and 

hiring managers. They want to know why you are applying, what your career aspirations are and how 

those aspirations, qualifications, and experiences align with the role and company. They want to get a 

better sense of why you submitted an application to them. 

When cover letters are not sent (which often happens), recruiters, HR, and hiring managers have very 

little insight into who you are as a person and why you are applying for the position at their company 

or organization. Helping recruiters and hiring mangers understand your motivation and aspirations 

can help you stand out from other applicants, especially those that did not submit a cover letter. 

When considering whether to send one in or not remember that recruiters and hiring mangers are 

receiving hundreds of applications with the assistance of AI technologies.  While this has streamlined 

the application process, it has overwhelmed many recruiters. Having a letter to read (even though 

they may not want to) can play a significant role in the hiring process, especially a customized one. 

Cover Letter Tips

This section offers tips and best practices for writing cover letters, helping you effectively highlight 

your qualifications, aspirations, and enthusiasm by breaking it down into its essential parts. 

Headline

Do not underestimate the headline of your letter. Make sure you use the correct form of greeting 

(research who you’re writing to). Avoid writing, “To whom it may concern” or other generic greetings.

It is also a good idea to come up with a good letter headline for your cover letter. To do so think about 

the kinds of titles for articles or essays that really stand out to you and ask yourself why they stand 

out.  They often use numbers, questions, and interesting adjectives to promise the reader to learn 

something useful. You can do this with your headline as well. That’s right! You can have a headline. 

94% of hiring managers think letters are influential in the hiring process

60% of hiring managers spend up to two-minutes reading cover letters

45% of hiring mangers willl read the cover letter before the resume

63% of recruiters think candidates should mention their motivation to join the company

50% of hiring managers say it is important to outline your career objective

50% of recruiters expect candidates to mention why they are changing jobs or careers



If you are feeling stuck here is a formula and example:

 Number or Trigger word + Adjective + Keyword + Promise

5 Ways I Can Help You Improve Your Company’s [insert a position-related keyword] 

Don’t forget to adjust your header to the company’s level of formality and put your headline in the 

subject of the email if applicable. You can be creative, but be sure to keep it professional as well. 

 Introduction 

Keep your introductory paragraph short and concise; limit it to 1-3 sentences. Cover letters often 

begin with generic statements of purpose like, “I’m writing to apply...”.  Instead, begin with a strong 

professional introduction. Here are a few examples:

Example 1: Instructional Designer

“Envisioning transformative learning experiences and leveraging innovative instructional 

design methodologies is not just a profession for me; it’s my driving passion. With a 

background in (relevant field) and proven track record of designing engaging and effective 

learning materials, I am eager to collaborate with your team in crafting learning solutions to 

inspire and empower learners.”

Example 2: Instructional Designer

“As a passionate educator with over 5 years of experience creating dynamic and engaging e-

learning content, I was excited to learn about the instructional designer position at (Company 

name).”

Example 3: Education Policy Analyst

“As a advocate for evidence-based policies that drive positive change in education, I am 

excited to apply for the (job title) at (company). With a background in (relevant field) and a 

keen eye for dissecting complex issues, I am eager to contribute my skills to inform strategic 

decision-making and shape policies that empower learned and educators alike.”

To show you’re applying for a reason and know details about the company, complement the company 

and demonstrate an appreciation for what it does. Keep it focused on the company, and not you. 

 Here are a few examples: 

Example 1: Instructional Designer/E-Learning

“Your dedication to advancing innovative educational solutions aligns well with my own 

commitment to enhancing learning experiences through cutting-edge instructional design.”

Example 2: Education Policy Analyst

“As an ardent supporter of evidence-based policy-making in education, I have long admired 

(company name)’s commitment to pioneering research and advocacy efforts that drive 



positive change in educational systems nationwide.”

Paragraph Two

In this paragraph, discuss why you’re a great fit for the company. Refer to your skills inventory and 

consider the following guiding questions:

One way to begin this paragraph is by starting with your most impressive accomplishments (relevant 

to the job and company). Be sure to focus on your experience and qualifications rather than yourself. 

Support each claim you make with evidence such as previous accomplishments (since this is a 

persuasive marketing document). Do not repeat the resume and keep it short and concise. 

Here are a few example statements or claims you might make and how to support them:

Example 1: Instructional Designer

“In my previous role as an instructional designer at (company), I led the development of 

interactive e-learning modules that effectively enhanced employee training outcomes by 

30%, demonstrating my ability to design tailored learning solutions aligned with 

organizational objectives.”

Example 2: Instructional Designer

“My experience in conducting learner needs assessments and evaluating program outcomes 

has equipped me with a comprehensive understanding of best practices in instructional 

design, ensuring the delivery of impactful learning experiences that cater to diverse learning 

styles and preferences.”

When writing the second paragraph, remember that what you discuss needs to be relevant, related, 

and connected to the job’s key and most critical qualifications, skills, or requirements. 

It can be useful to use the STAR method in this paragraph. STAR is a framework for crafting concise 

and compelling stories for cover letters and interviews, where candidates describe a situation, task, 

action, and result to showcase relevant experiences and skills effectively. 

Here is one example of how this approach might help you write your letter: 

“During my time at (X), I was tasked with revamping the customer support process (situation). 

I led a team of five representatives and implemented a more efficient ticketing systems and 

personalized customer communication (task). Through rigorous training and regular feedback 

sessions, we improved first-call resolution rates by 30% and received 98% customer 

satisfaction (action result).”

This method is especially useful for eliciting more detail, context, and quantifiable results. 

What did you do at a previous position that gave you relevant experience?
How could this experience help the company grow?
Which of the projects you have worked on would benefit their business?
Which of your skills make you well-equipped for the position?
Do any of these skills give you an edge over other candidates?



Paragraph Three

In the third paragraph, you want to focus on why the company is great fit for you and that you’re 

serious about developing your career at this company. Recall that hiring mangers and recruiters like to 

understand your career goals and aspirations to better assess alignment and potential for success. 

Consider the following guiding questions:

This paragraph is a great place to communicate your alignment with company goals. Here are a few 

example sentences/language:

Example 1: Instructional Designer

“I am eager to contribute my expertise in instructional design to further your goals of 

enhancing learning outcomes and driving positive change in education.”

Example 2: Instructional Designer

“I am excited about the opportunity to collaborate with a team of talented professionals who 

share my passion for leveraging technology and pedagogical best practices to create 

impactful learning experiences.”

Example 3: Director of Student Support and Career Services

“By working at (company/university), I hope to not only make meaningful impact on the lives 

of students but also continue to grow as a leader in the field of student support and career 

services.”

Closing Paragraph

You definitely want to finish your letter strong and stay in touch. In one or two sentences reiterate 

that your experience and enthusiasm make you a great candidate. Indicate your appreciation for their 

time and consideration.  Include how and when you will contact them and that you will stay in touch. 

Here are a few examples of language/approaches:

Example 1: Instructional Designer

“I am enthusiastic about the opportunity to leverage my experience and passion for 

instructional design to contribute to the innovative work at (company/organization).”

Example 2: Academic Advisor

“With a proven track record of providing personalized guidance and support to students, I am 

confident in my ability to contribute positively to the university mission. I will follow up with 

an email....”

What excites you about the prospect of working at this company?
How do the company goals align with your own?
What do you hope to gain and learn from working there?



Here is a full paragraph to serve as a template for structuring your paragraph if needed:

To conclude, I believe my [number of years] years of experience in [field], specifically working 

in/on/as [profession, project, specific industry] make me a great potential asset. I'd be excited 

to learn more about this job opening, and show you how I can help [company]'s mission to 

grow in the next quartile.

Thank you for your time and for considering my application. 

Sincerely, 

With so many people either not sending cover letters or failing to send tailored and/or customized 

cover letters, you have an opportunity to stand out in your letter. Make use of this opportunity!

Cover Letter Review

It is extremely important to review and proofread your cover letter. Spelling mistakes and grammatical 

errors matter and reflect a lack of professionalism and attention to detail (which is often a needed 

skill). You also want to consider the content and tone. Here are few guiding questions to consider:

Once you feel confident about the content and overall structure of your letter It can also be extremely 

useful to get feedback from others in your field or who have expertise in writing.  

Here are a few general tips and key takeaways to help with revising:

Social Media and Employment

84% of employers use social media for recruiting

Social media has become a critical component of the job application process and professional 

branding. Employers and recruiters increasingly use platforms such as LinkedIn, Indeed, Twitter, 

Facebook, and even Instagram to gain insights into potential candidates beyond what the traditional 

resumes and cover letters can provide. This underscores the importance of maintaining a 

professional and strategic online presence across platforms. 

Is my cover letter easy to read?
Have I addressed the right person in the opening? 
Will it help them decide if I'm the right fit?
Did I use the right tone of voice that fits their company culture?

Keep it short and limit your letter to 3-4 paragraphs and maximum of 1 page
Keep it clean and easy to read by employing design principles effectively (no wall of text).
Don’t risk being funny if that is not the company culture. 
Show, don’t tell. Remember to apply strategies like STAR that help you with storytelling.
Never write the same letter twice. Recall how important customization and tailoring is. 
Check for typos/grammar mistakes. Your document should be 100% free of errors. 



 A well-managed social media profile can significantly enhance your employment documents, offering 

a dynamic and multifaceted view of your qualifications, achievements, and personality. LinkedIn, for 

example, serves as an extended resume where you can detail your work experience and history, 

showcase endorsements, recommendations, awards, and engage in industry-specific discussions. 

Platforms like Twitter and industry-specific forums can demonstrate your thought leadership and 

engagement with current trends, while a professional Facebook or Instagram presence can humanize 

you, providing a glimpse into your values and interests. It is crucial to curate your online presence 

meticulously, ensuring that all content aligns with the professional image you aim to project.

LinkedIn 

LinkedIn has become an essential tool for job seekers, offering a platform to showcase professional 

skills, network with industry leaders, and discover job opportunities. This section explores how to 

optimize your LinkedIn profile, effectively use its features, and strategically engage to enhance your 

job application process. 

LinkedIn enhances the job application process by increasing visibility, showcasing professional 

qualifications, and facilitating valuable networking. Optimizing your profiles and actively engaging on 

the platform can attract recruiters and uncover job opportunities, making LinkedIn an indispensable 

tool for modern day job seekers. 

Be sure to refer to the application process section for other useful platforms and databases. 

1.  Optimize your LinkedIn Profile. Your profile is your digital resume, so make sure it is complete, 
up-to-date, and tailored to your target position(s). Use keywords that match your desired job 
description, highlight your skills and achievements, and add a professional profile picture. 

2.  Build your network. Connect with people in your industry, past and current colleagues, and other 
professionals who can help you with your job search. Engage with their posts and share relevant 
content to build relationships. 

3.  Search and apply for jobs. Use LinkedIn’s job search feature to find job postings that match your 
skills and interests. You can set up job alerts to get notifications which new jobs are posted in 
your field or industry. 

4.  Reach out to recruiters. Many companies use LinkedIn to find candidates, so reach out to 
recruiters in your industry and express your interest in working with their company. Make sure 
your message is professional and tailored to the recruiter’s needs. 

5.  Leverage Linked groups. Join LinkedIn groups that are relevant to your industry and engage in 
discussions with other members. This can help you build relationships and increase your visibility 
to recruiters and employers. 

6.  Share your work. Showcase your sills and experience by sharing your work on LinkedIn. This can 
include articles, portfolios, presentations, websites, or projects you’ve completed. Doing this can 
help further demonstrate your expertise and increase your chances of being noticed. 

7.  Stay active. Stay active on LinkedIn by posting updates, engaging with other users content, and 
sharing relevant industry news. This can also increase your chances of being noticed. 



AI and Employment

In today’s digital age, AI plays a pivotal role in the job search process and is changing how we craft 

employment documents. From resume builders to cover letter generators, AI tools offer personalized 

and efficient solutions to job seekers. However, there is still so much we do not know and are still 

trying to figure out about AI and how to use it ethically. For this reason among others, this section 

focuses only on its capacities for generating more effective and compelling language and ways of 

talking about your skills/experiences with a focus on text-to-text applications like ChatGTP or Gemini. 

What is ChatGTP?

ChatGTP is an advanced conversational AI developed by Open AI, based on the GPT-4 architecture. It 

uses deep learning techniques to understand and generate human-like text, enabling natural and 

meaningful interactions. It leverages vast amounts of text data to comprehend context and produce 

relevant, coherent responses. 

This AI model excels in various applications, including answering questions , providing detailed 

explanations, assisting with writing and editing, and offering personalized advice or recommendations. 

It is also used in content creation, helping generate articles, reports, and essays.  

By leveraging vast amounts of text data and sophisticated algorithms, ChatGTP can enhance 

communication, streamline tasks, and support decision-making processes, demonstrating its broad 

utility and transformative potential. It is important, however, to remember that ChatGTP is not a 

sentient being capable of thought and there are limitations. Here are a few things it cannot do:

understand nuance and emotion
provide real-time information
perform physical tasks
offer personalized medical or legal advice
ensure complete accuracy of content
retain personal data across sessions
execute complex reasoning



It’s important to keep these limitations in mind when using Generative AI like ChatGTP so that you 

know what you cannot rely on it to do. 

Harnessing Generative AI

In order to harness the full potential of these technologies in your job search, quality input is needed. 

Clear, detailed, and relevant information about your skills, experiences, and career goals ensures that 

the AI produces tailored and compelling content. In other words, by providing technologies like 

ChatGTP quality and adequate input (parts or all of your resume, job descriptions, LinkedIn Profile), 

you can generate tailored content for your employment documents. By understanding how to 

effectively communicate your qualifications, you can leverage AI to create standout applications. 

In addition to the input you provide about the skills and the job, crafting effective questions to 

support the generation of tailored content can be so useful. Remember that AI is not a sentient being 

capable of thought; it needs our help. To provide support in this area, I focus on ways AI like ChatGTP 
can help with personalized career path recommendations, storytelling, and keyword optimization.

Personalized Career Path Recommendations

To generate accurate and realistic career path recommendations it is important to provide adequate 

and quality input. It is also important to have a clear focus and task for technologies like ChatGTP, 

which involves careful guidance with questions and prompts for ChatGTP to provide useful output. 

In order to do this you could provide details such as degrees, job titles, work experience, 

accomplishments, and career highlights. You could also (or instead) attach your resume or other 

relevant employment content (e.g. LinkedIn profile) so that ChatGTP has a more complete story. 

Once you have provided the input, it is important to guide the output with questions and prompts. 

Here are a few examples of question you might ask:

Storytelling

Crafting effective employment documents involves storytelling. Sometimes it’s not easy to tell our 

professional story and we need some help. AI can be very useful for helping you with storytelling. As 

with personalized career paths, input (in the form of prompts and questions) is necessary.  

Once you have provided adequate input (resume, entering  details, etc.) it is important to help 

applications like ChatGPT generate useful responses. Here are a few ways you might approach this:

authenticate information sources

Using the information I shared about myself (or resume) and my experience, recommend 5 job 
titles where I can use my current skills?
I am interested in making a career change. Based on the input I have provided, can you suggest 5 
industries I should explore?
Based on the information provided, identify the top 5 jobs in education I am most qualified for?

Can you provide an assessment of my skills and job experience in relation to the job I’m applying 
for (provide job description and resume)?



Keyword Optimization

AI can also be very useful for keyword optimization.  You can gain insight on job descriptions so that 

you know which keywords to use and/or emphasize. You can also provide your resume (or enter input 

manually) to assess your keyword choices. 

Here are a few example questions you might ask:

While there is still so much we do not know about AI and its capabilities, limitations, and ethical 

dilemmas (a topic beyond the scope of this guide), it has already transformed the job search 

landscape, offering powerful tools to streamline and enhance the process. 

The efficacy of these tool, however, hinges on the quality of the input they receive.  Providing 

accurate, detailed, and relevant information about your skills, experiences, and career aspirations is 

critical for generating useful, impactful and compelling content, language, and career assessments. 

Conclusion

Crafting effective and compelling employment documents is a vital skill for any job seeker aiming to 

stand out in today's competitive job market. This guide has walked you through each critical 

component of the employment application process, equipping you with the knowledge and tools to 

present yourself as the ideal candidate. 

We began with an Overview of the Employment Application Process, emphasizing the importance of 

understanding the job market and the context of your submissions. By grasping the fundamentals, 

you can navigate the application process with confidence and strategic intent.

Job Search and Sites was our next focus. We explored strategies for maximizing search efficiency, 

navigating platforms, and exploring different job sites. Effective job searching isn't just about applying 

I have a background in (your field), however, I want to move into a new (field, industry). Can you 
help me explain how my skills are transferable (include resume)?
Ask me questions one at a time about my skills and background until you have enough 
information to generate a story.
I’m applying for (job description). Can you help me connect my past achievements and 
accomplishments to the performance expectations of the new role?
Can you help me identify gaps between my experience and the job description?

What are the 5 most important skills and keywords a hiring manager or direct supervisor will look 
for in this role (share the job description)?
Can you write a 250 word LinkedIn profile based on my resume (share resume)? Emphasize my 
community engagement and interest in learning solutions (you can request things to highlight). 
Based on the information provided (job description) am I strong candidate for X position? If not, 
how can I strengthen my application?
Based on the description of (X company), can you provide 10 keywords about their mission, 
values and goals that I could incorporate in my cover letter?
What keywords could I incorporate from the job description (include description) to maximize 
keywords for ATS?



to as many positions as possible; it’s about finding the right opportunities and leveraging networks. 

A thorough Professional Skills Inventory is the foundation of any successful job application. By 

assessing and developing a comprehensive inventory of your skills, you can clearly articulate your 

unique value. This self-awareness not only boosts your confidence but also ensures that you highlight 

the skills that set you apart from other candidates. It also serves as a living document and database. 

Analyzing Job Descriptions walked through the process of dissecting job postings to extract relevant 

keywords and qualifications. This critical skill enables you to tailor your resume and cover letter to 

each specific role, ensuring that your application resonates with hiring managers and passes through 

ATS. Tailored applications demonstrate your genuine interest and effort, making a strong impression.

In Crafting Resumes, we discussed the importance of creating a compelling and accurate 

representation of your professional history and capabilities. Your resume serves as a snapshot of your 

career, and a well-crafted easy-to-read resume grabs attention, conveys your qualifications succinctly, 

is designed in a way that is reader friendly for all audiences, and makes a lasting impact.

Similarly, Crafting Cover Letters is an art that complements your resume. A persuasive, professional, 

and personalized cover letter can make a significant difference by demonstrating your enthusiasm 

and suitability for the role. It’s your opportunity to add context to your resume and show your 

personality, making a direct appeal to employers. 

We also briefly examined Social Media and Employment. In today’s digital age, maintaining a 

professional online presence is paramount. Employers often review candidates' social media profiles. 

Curate content that reflects positively on you as a professional. Your online presence can reinforce 

your application and provide a fuller picture of who you are. 

Finally, we briefly touched upon the ways you might leverage AI technologies like ChatGTP to 

ethically and thoughtfully develop content for your cover letter, help you analyze the job description 

and give you a sense of where you stand in terms of your skills, experiences, and qualifications. 

Final Thoughts

Mastering the art of crafting effective and compelling employment documents requires a holistic 

approach. By understanding and implementing the strategies outlined in this guide, you can create 

application materials that showcase your strengths, align with job requirements, and appeal to 

employers. Stay positive, proactive, and persistent in your job search. With well-crafted documents 

and a strategic approach, you are well-equipped to seize opportunities and achieve your goals. 

Remember to reach out for support and feedback!
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