
COVER LETTER 

Always write a cover letter when sending your resume to a prospective 
employer. Cover letters are important, perhaps more important than resumes. 
While resumes summarize your qualifications, cover letters should sell you to 
employers. You want the letter to convince the employer to take action on your 
resume and invite you for an interview. Be specific about your qualifications, and 
list a few results that occurred because of your skills. Actual experiences are 
more important to employers than vague phrases. 

Like your resume, the cover letter should be brief and to the point. Don't use 
jargon or be too technical. Its purpose is to tell the employer why you are 
interested in the job, what qualifies you for the job, and to request an interview. 
Remember to show what you can do for the business, not what it can do for you. 

RESUME 

Resumes are a brief snapshot of your skills and experiences. The person who 
reviews your resume often has to review from tens to hundreds of resumes. 
Because of this, you need to make your resume both effective and attractive. 
This is part of the first impression you will make with any company. 

The suggestions in this file can help you make your resume the best statement 
about you and your potential as an employee. Write your resume based on these 
tips (see blue link below) and the information you have gathered about yourself. 
Once  finished, read the tips again to see if you need to make any more changes. 

Microsoft Word® 2010 
*File+>*New+>*New Resume Samples+ 

Writing Cover Letters and Resumes 
using Word® and the Nevada Career Information System® (NCIS) 

For more information on how to  write an effective COVER LETTER, go to NCIS® at: 
http://nvcis.intocareers.org/info2.aspx?FileID=JS&FileNum=1702007TopicNum=0 

For more information on how to write an effective RESUME, go to NCIS® at: 
http://nvcis.intocareers.org/info2.aspx?FileID=JS&FileNum=1703007TopicNum=0 

SAMPLE COVER LETTER SAMPLE RESUME  

http://nvcis.intocareers.org/info2.aspx?FileID=JS&FileNum=1702007TopicNum=0
http://nvcis.intocareers.org/info2.aspx?FileID=JS&FileNum=1703007TopicNum=0

