
JOB AD
Pay attention to the active verbs the job description uses to describe the position’s “primary 

responsibility,” content creation, and align them with your experience. This description 
repeats “content” and makes it clear that the position primarily requires creating content in 
both print and digital forms that will help to achieve the goals of the organization. Speak to 
the goals of the organization in your cover letter and give concrete examples of how you 

would help to achieve them. 

Think about experiences you have had while completing your degree when you worked 
both independently and with multiple campus stakeholders.

 Identify the other skills and activities the job description mentions specifically (here: writing, 
graphic design, video, and other digital content creation in order to engage audiences, 
promote a cause, raise awareness, and raise funds). Highlight corresponding outcomes, 

projects and experiences in your resume.

Use the key terms describing the skills and abilities here in your resume.

Highlight experiences that showcase your project management skills in particular.

Make sure that your resume speaks to your ability to work both independently and as part 
of a team. Note that the job description repeats this requirement; your resume should 

address this requirement in particular. Note any other repetition of key terms or phases and 
address those in your resume. 

Use the key terms describing the responsibilities in your resume. 

Highlight any experience you have with raising funds. 

Highlight experience you have training staff, students or volunteers. 



Notice the repetition here of the need to ensure that all staff who are speaking about the 
organization or creating content are speaking with a consistent tone and presenting one 

message. This section also repeats the need for experience training staff. 



Highlight time management skills, flexibility, ability to travel, and to shift priorities when 
needed



RESUME





COVER LETTER


