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Resumes & Cover Letters 
Tips from NU Career Services 

Do: 

 Have someone review your resume before you send it 
out! 

 Tailor each resume to each job using specific words 
(but not exact phrases) from the job description. 

 Put your most relevant things at the top of your 
resume. If education prepares you, list it first. If 
experience is your best preparation, list that. 

 List in reverse chronological order, starting with most 
recent to oldest.  

 Details matter! Make sure your bullets are all the 
same size, spelling is correct, and fonts are the same. 

 Use present tense for current jobs and past tense for 
previous jobs. 

 Use action words and hard data – quantify how many 
people you led, what percentage you helped 
something grow, how large your classroom was, how 
many accounts you managed, etc. Demonstrate your 
value with numbers! 

 Consider extracurricular involvement – volunteering, 
student leadership, side hustles, or certifications 

 Ensure your email and phone number are correct. 
 Share something that shows you possess skills that 

can address problems faced by the company. 
 Be honest. 

Don’t: 

 Don’t list “skills” that are not measurable. The partner 
on your group project whose work you did also said 
“team player” as a skill on their resume.  

 Don’t include anything from high school, including 
which high school you went to (unless high school is 
your highest education) 

 Don’t list Microsoft Office unless you are certified in the 
programs. Word processing is an assumption. 

 Don’t be too wordy. You want it to look concise and 
pleasing to the eye. 

 Don’t list references – there will be opportunity for that 
later. 

 Don’t go over two pages; one page or almost one page 
is fine, especially if you are just starting out.  

 Don’t include your address. No one is sending you mail. 
 Don’t use an objective statement – it can get in the way 

of reviewers seeing your experience. Consider the 
summary instead.   

The resume is a snapshot of you – a quick, brief synopsis of your work experience, education, and involvement. If the application 
does not ask for a cover letter, consider a “summary” section to briefly introduce yourself at the top. If the application requires a 
cover letter, do not include a summary section.  

The “perfect” resume does not exist; recruiters and reviewers pick resumes at random. What stands out is clarity, brevity, and 
correctly aligned material. The job search is a numbers game – the more applications you send, the better your chances! 

The cover letter is a chance to introduce yourself and tell a story about why you are the best candidate and share a highlight 
from your resume. Use a strong opener, share the reasons the employer is of interest to you, and why you are the best fit for 
the role.   

Questions to Ask Yourself 

 Do I like how this looks?  
 Does this represent me and who I am? 
 Has someone reviewed it for errors and continuity? 
 Is this tailored to the specific job for which I’m 

applying? 


