
JOB AD

Notice the audiences served and address how you can assist/serve each.

Identify and assess all your language skills and be prepared to list them in order of expertise 
and relevance on your resume as needed.

Consider the variety of non-office locations you have worked and articulate your comfort 
with travel and non-traditional work environments.

Consider how your priorities and goals align with those of the position and/or company.

Use key terms in your resume and cover letter.

Highlight areas within your expertise and think about how you have engaged with other 
disciplines.

Identify and highlight how you have represented your department, research, or academic 
committees/clubs within and without your university.

When applying for community based positions and/or companies think about how you’ve 
engaged with similar areas/stakeholders/cultures while completing your degree.

Notice the inclusion of the mission in the job description and think about how you can 
integrate this into your resume and cover letter.



RESUME





COVER LETTER


