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3
Developing 
Your Résumé 

Your résumé is one of many tools to help you express your 
interest in organizations and specific job and internship 
opportunities. The purpose of your résumé is to provide 
a snapshot of your education and experiences, giving the 
reader a concise picture of what you have to offer. Your ré-
sumé is, in a sense, an advertisement of yourself. It is im-
portant to spend time and seek advice creating this docu-
ment so that you have the best tool at hand when you need 
it. Career counselors are available to critique your résumé, 
as are our peer advisors, during “open hours” or regular ap-
pointments. 

Review the accompanying guidelines and examples to as-
sist you in developing your own résumé. The examples in 
this section should not be copied, and they should not be 
assumed to be the right or only way to present oneself. The 
content, of course, must be specific to you. The written pre-
sentation (the actual wording) should represent your writing 
ability. The design (layout) can be whatever appeals most to 
you and is appropriate for the career field(s) of interest. 

Content and Format
Begin your résumé with an education section. Your Yale de-
gree should be front and center! As a first- or second-year 
student, include your high-school education. Whether or 

not to continue including it as a junior or senior depends on 
its relevance and the amount of available space.

Your professional résumé should be more than a list of the 
jobs and activities you have done. Regardless of the head-
ings you use (“Experience” or other), you should provide 
relevant and thorough (yet concise) explanations of what 
you did in each setting. These definitions should always 
start with strong verbs, and you should avoid repeating 
those verbs. We have provided a list of action verbs to as-
sist you. In addition, a thesaurus always comes in handy! In 
each bullet point, focus on what you do (or did), not what 
the organization does.  

As you define your experiences, consider how a particular 
skill would be transferable to another setting; don’t dismiss 
an experience as necessarily irrelevant. If you worked in a 
clothing store, defining your experience as “Ran cash regis-
ter” would not be an obvious usable or desirable skill outside 
of retail, but stating that you “Identified and served custom-
ers’ needs” may demonstrate a transferable skill that could 
be desirable in a number of settings.

These definitions are particularly important if a résumé is 
scanned by an employer. Some companies request that all 
résumés be submitted electronically, or they scan printed ré-
sumés so that they have an electronic version. If “scanning” 
the résumés, a computer does the first “reading.” If a résu-
mé contains a particular number of predetermined verbs, 
phrases, skills, accomplishments required for the position, 
the computer approves forwarding the résumé to that par-
ticular job opening. A career counselor can help you review 
your résumé to see if it will scan well, or you may want to 
research this topic in our library or on the web.

A résumé should be structured in the way that best identi-
fies your skills and experiences in relation to the opportu-
nity you are pursuing. Many students create a chronological 
résumé (actually in reverse chronology) that features four 
primary sections: Education, Experience, Skills, and Activi-
ties. This is the most common résumé. A functional résumé 
categorizes the definitions under relevant headings such as 
Leadership Experience, International Experience, Teaching 
Experience, and so on. Some résumés are a hybrid of the 
two. Most student résumés tend to be one page, though this 
is not always the case. Meeting with a career counselor is 
the best way to determine the format and length that are 
best for you. A career counselor can also assist you with a 
curriculum vita (C.V.) if such is requested. (A C.V. includes 
a thorough listing of academic achievements in addition to 
or even instead of one’s activities and non-academic experi-
ences.)
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Accentuated
Accommodated
Accompanied
Achieved
Acquired
Acted
Adapted
Addressed
Adjusted
Administered
Admitted
Adopted
Advanced
Advertised
Advised
Aided
Allotted
Altered
Amended
Amplified
Analyzed
Anticipated
Applied
Appointed
Appraised
Approved
Arbitrated
Arranged
Articulated
Aspired
Assembled
Assessed
Assigned
Assisted
Attended (to)
Audited
Authorized
Awarded
Balanced
Bargained
Became
Blended
Blocked
Boosted
Bought
Bridged
Broadened
Budgeted
Built
Calculated
Capitalized
Catalogued
Cautioned
Certified 
Chaired
Challenged

Changed
Charted
Checked
Circumvented
Circulated
Cited
Clarified
Classified
Closed
Commissioned
Confronted
Conserved
Considered
Consolidated
Constructed
Consulted
Contacted
Contracted
Contributed
Controlled
Converted
Conveyed
Convinced
Cooperated
Coordinated
Counseled
Corresponded
Created
Critiqued
Cultivated
Debated
Decided
Deducted
Defined
Delegated
Delivered
Demonstrated
Described
Designated
Designed
Detected
Determined
Developed
Devised
Devoted
Diagnosed
Diagramed
Directed
Disclosed
Discovered
Discussed
Displayed
Dissected
Distributed
Diverted
Documented

Drafted
Drew
Edited
Educated
Elected
Endorsed
Engineered
Envisioned
Exchanged
Executed
Exhibited
Expanded
Expedited
Experimented
Explained
Explored
Expressed
Extinguished
Fabricated
Facilitated
Finalized
Finished
Focused
Forecasted
Forged
Formulated
Fortified
Fostered
Found
Founded
Framed
Furthered
Gathered
Generated
Graded
Guided
Handled
Harmonized
Headed
Helped
Hired
Hosted
Identified
Ignited
Illustrated
Implemented
Improved
Incorporated
Increased
Influenced
Informed
Initiated
Innovated
Inspected
Inspired
Installed

Instituted
Instructed
Insured
Integrated
Interacted
Interpreted
Invented
Issued
Launched
Linked
Managed
Manufactured
Mapped
Marketed
Measured
Mediated
Memorized
Mentored
Mobilized
Modeled
Modified
Monitored
Motivated
Navigated
Negotiated
Nominated
Observed
Offered
Operated
Orchestrated
Organized
Originated
Outlined
Overhauled
Participated
Partnered
Passed
Perceived
Performed
Persuaded
Perfected
Photographed
Pioneered
Planned
Played
Plotted
Predicted
Prepared
Presented 
Processed
Produced
Programmed
Promoted
Proposed
Protected
Provided

Publicized
Purchased
Qualified
Questioned
Raised
Ranked
Rehabilitated
Remodeled
Repaired
Researched
Resolved
Restituted
Responded
Restored
Retained
Revamped
Reviewed
Revised
Revitalized
Revived
Revolutionized
Sampled
Sanctioned
Scheduled
Screened
Scrutinized
Selected
Served
Serviced
Settled
Set Up
Shaped
Shared
Signaled
Simulated
Smoothed
Sold
Solicited
Solved
Sought
Specialized
Specified
Spent
Spoke
Sponsored
Stimulated
Studied
Submitted
Suggested
Summarized
Supervised
Supplied
Supported
Surveyed
Taught
Targeted

Articulate Your Skills and Accomplishments Using These 

Action Verbs
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ETHAN YALE
_______________________________________________________________________________________________________________________________________________________________________________________________________________ 

P.O. Box 232323, New Haven, CT 06520                                                          ethan.yale@yale.edu 
565 South Main Street, Media, PA 19063                                                                                                                      610-777-7777 

EDUCATION  Yale University, New Haven, CT 
Bachelor of Arts, projected major: Economics.  Expected graduation: May 2009. 

Penncrest High School, Media, PA 
Salutatorian, diploma 2005.  SAT: 780 Math, 750 Verbal. 

College Experience

ACTIVITIES  Yale Entrepreneurial Society
             • Co-wrote mid-year financial report for executive board as Finance Department member 
             • Co-planned annual educational event in New York City as Events Department member  

Yale Investment Club 
             • Member of this organization designed to prepare students for a career in finance

High School Experience

AWARDS  National Merit Scholarship
             • Scored in 99th percentile on the PSAT, 1 of 2500 students nationwide to receive scholarship   

Principalʼs Leadership Award  
          • Awarded to senior with best leadership skills, reflected through ability, style, and success 
Yale Book Award  
          • Awarded to junior who best reflects excellence in academics, extracurriculars, and service 
Department Award, French 
          •  Awarded to senior who best reflects excellence in a specific subject 
Perfect Attendance  
          • Achieved perfect attendance during all four years of high school career 
Optimist Oratorical Contest, State Competition
          • Competed in state speaking contest after winning local and regional competitions

LEADERSHIP Hi-Q Team, Captain (highest academic or leadership honor available at Penncrest High School) 
• Developed competition strategy, led daily practices, managed budget and schedule for the 

oldest continuous academic quiz competition in the United States 
             • Award: Won second place in the Hi-Q championship               
             • Award: First student selected from high school to join the All-Delco Hi-Q Team  

Envirothon Team, Captain 
• Led daily practices, motivated team members, managed oral presentations for the largest 

academic science competition in the United States (tests include oral presentations) 
          •  Award: Team won first place in North America after winning county and state competitions 
          • Award: Personally won first place in North America in individual category 
Physics Olympics Team, Co-Captain 
          • Led daily practices, motivated team members, managed schedule, coordinated logistics 
          • Award: Won first place in Physics Olympics competition to continue longest national record 
National Honor Society, President
          • Coordinated service opportunities and events 
          •   Led annual induction ceremony and managed monthly meetings 
          • Award: Received the NHS Service Award for school and community service
Theatre, Secretary/Treasurer
          •  Co-directed fall production for three years: wrote scripts, led daily rehearsals 
          • Award: Awarded 4-Star Thespian in International Thespian Society for dedication to theatre  
World Language Honors Club (French), Co-President 
          • Coordinated service opportunities and events 
          • Led annual awards and induction ceremony and managed monthly meetings   

ACTIVITIES Philadelphia Inquirer
          • Wrote for newspaperʼs “Neighbors” section as a student contributor 
The Lionʼs Roar, Penncrest High School Newspaper
          • Wrote for quarterly publications as a staff writer 
Assistant Principal Office Aid 
          • Worked in Assistant Principalʼs office during study halls

  
Print your résumé out 

  

- How does it look? Is 
it easy to read and vi-
sually appealing? Can 
you quickly pick out 
key information?

This student effectively 
fills his résumé with a di-
verse, well-grouped range
of activities.

Margins can be adjusted to fit your needs, though typically range between .5 and 1 
inch on all sides, leaving your top margin slightly larger than your bottom margin. 

Excerpt from UCS Career Guide - Resumes & Cover Letters
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Elaine Yale

5555 Elm Street, Vancouver, B.C., V6M 4C8, Canada, (604) 244-2444 
c/o Yale University, P.O. Box 222222, New Haven, CT, 06520, (203) 777-8888, elaine.yale@yale.edu 

Education   
Yale University, New Haven, CT 

Bachelor of Arts in English, graduation expected May 2007, GPA 3.74 
Writing Concentration (selective English track with extra writing courses and final project) 
Coursework includes “Literature of Fact” (journalism), “Non-Fiction Writing: Voice & Structure” (creative non-fiction 
reportage), and “Daily Themes” (daily creative assignment) 

Yale-in-London, London, UK (Summer 2005) 
• Study-abroad program with two full-time Yale courses, one in art history and one in literature. 
• Visited London-area theaters and museums and Oxford and Cambridge universities. 
• Traveled during free weekdays and weekends around London, the UK, and Europe. 

Crofton House School, Vancouver, BC (June 2003) First Class Honours with Distinction, GPA 4.0 

Journalism Experience 
Yale Herald weekly newspaper, Staff, Yale University, New Haven, CT (2003-present)  
• Editor-in-chief (Dec. 2005-May 2006): approved and edited all content, arranged printing and distribution, oversaw 

event planning, delegated responsibilities, liaised with publisher and Yale administration, ran weekly production, 
planned special issues, appointed next editorial board. 

• Managing Editor (Sept.-Dec. 2005): monitored and advised section editors, managed cover stories, edited pages for 
content and layout, helped run weekly production, wrote articles. 

• Editor-in-Chief, 2005 Freshman Issue (Mar.-Aug. 2005): led production, appointed staff, edited and approved all 
content, liaised with publisher and Yale administration. 

• Section Editor (Sept.2004.-May. 2005): assigned, wrote, and edited articles, laid out section. 
• Copy Editor and Staff Writer (Sept. 2003-May. 2004): proofread, wrote various articles weekly. 

Yale Record magazine, Staff Writer, Yale University, New Haven, CT (2004-present) 
• Write 1-2 articles and contribute to group pieces monthly.  

Reputations Corporation, Intern, Vancouver, BC (Summer 2004) 
• Attended press conferences, helped prepare and run conference media room, accredited and liaised with journalists 

and media outlets from around the world. 
• Compiled press coverage, organized and edited databases. 
• Wrote and edited documents such as award applications, fresh sheets, brochures, letters, press releases, proposals, 

final reports, presentations, and business announcements.  

Media Writing Week, University of British Columbia, Vancouver, BC (Summer 2003) 
• Learned tips on pitching and writing freelance humour, lifestyle, and travel articles. 

Crofton Chronicle, Staff Writer and Copy-Editor, Crofton House School, Vancouver, BC (2001-2003) 

Other Experience 
Spry Hawkins Micner, Legal Assistant, Richmond, BC (Summer 2003, 2002, 2001) 
• Answered phones, faxed, photocopied, sorted mail, and typed and edited client bills and letters.  

Other Activities
Yale Taps dance troupe, Treasurer, Yale University, New Haven, CT (2003-present) 
• Help run yearly performance, organize workshops and social events, and manage all finances.   

Speech and Debate Team, Member, Crofton House School, Vancouver, BC(2000-2003)  

Skills 
Foreign languages: French, Spanish, some Hebrew 
Technology: PageMaker, some Photoshop, Microsoft Word, SMART Boards, Windows and Mac OS X 

Your Yale edu-Y
cation should 
be at the top of h
your résumé.é

Good examplex
of how to illus-t
trate growthg
and advance-d
ment with anw
employer or ye
activity..

Language and computer skills are highly valued inL d kill hi hl l d i
the workplace -- include them on your résumé!

Your name may be larg-
er than the rest of your h h f
text, but don’t overdo it.

Avoid using 
personal pro-n
nouns in your  
descriptions.p

Excerpt from UCS Career Guide - Resumes & Cover Letters



15

P.O. BOX 200000, NEW HAVEN, CT 06520 
PHONE (203) 203-2233  E-MAIL ELY.YALE@YALE.EDU 

ELY YALE 
EDUCATION 

Yale University, New Haven, CT 
B.A. in Political Science, expected May 2009 
Coursework includes: Economics, English, Introduction to Ethics, Moral Foundation of Politics 

Ithaca High School, Ithaca, NY  
Diploma: 2005 

LEADERSHIP EXPERIENCE 

First Ithaca Christian Chinese Church, Youth Group President Fall 2000 to Spring 2005 
Organized social activities, conference trips, winter and summer retreats. Prepared and taught Sunday 
School classes.  

New York Boy’s State, Chief Justice of the Court of Appeals Summer 2004 
 Led campaign for office in a mock New York State, winning the greatest majority for any office. 

Performed the duties and the functions of the Chief Justice. 

New Haven Chinese Church, Sunday School Teacher Fall 2005 and Spring 2006 
Led worship. Prepared and taught children ranging from elementary school to high school. Identified and 
resolved problems between the children as well as handled different personalities. 

FUNDRAISING EXPERIENCE 

Vitamin L, Chorus Member 
                    Board Member (one of two youth) 

Fall 1999 to Summer 2005 
Fall 2003 to Summer 2005 

Wrote grants and other funding applications in order to have a sliding scale scholarship fund for concerts 
at schools and to cover expenses, such as sound equipment and character education conference fees. 
Administered a budget of $150,000. Contributed to organizing fundraising events. Organized social 
functions such as family pot-lucks for ~60 families together. Created a bookmark so that children could 
take home the lessons of the songs after concerts. 

Habitat for Humanity Bike Challenge, North Trip Summer 2006 
Solicited support of friends, families, neighbors, and local and national businesses to receive funding for 
the trip.  

RESEARCH EXPERIENCE 

Insider’s Guide to Colleges, Writer Fall 2005 and Spring 2006 
Contacted and interviewed students at other colleges about their college experiences over the phone. 
Supplemented interviews with personal research on colleges. 

The History Center, Student Historian Fall 2003 and Spring 2004 
Researched the ownership of historical objects by searching through archived documents. Interviewed 
previous owners about their lifetime in Ithaca, and the history behind the object. Wrote the official 
background and historical description of the object. 

SKILLS 
Computer: Microsoft Office, Adobe Photoshop, Adobe Acrobat, Macromedia Dreamworks, 
Macromedia Fireworks 
Language: Proficient French, Fluent Spoken Mandarin (Native Speaker) 

Font size for thee
body of your résuméo
should be betweene
10 and 12 pt.2

Ely uses multi-e
ple categories toe
highlight specific

 
h

skill areas.e

Format variations, such as bold, 
italics, and capitalization, create 
visual appeal - use these tools but visual appeal - use these tools b
don’t go overboard.

Begin your statements with action
verbs. Verbs should be past tense if verbs Verbs should be past tense if
you are no longer at the position or 
participating in the activity.
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4
Cover Letters

Cover letters can serve many purposes. The most obvi-
ous use is as a “cover” for your résumé when applying 
for an internship or job. As discussed in the “Getting 
Started” section, a cover letter can also be used to in-
quire into the possibility of creating or identifying an 
unadvertised opportunity, for both jobs and intern-
ships, and to request an informational interview. 

Your cover letter provides the opportunity to highlight 
the skills and experiences that you want a potential em-
ployer to notice, and to connect a set of experiences and 
skills to a position that may not be directly related to 
what is on your résumé.  It also enables the reader to 
gain a sense of your writing style and ability to focus. 

Begin the letter by clearly stating who you are and 
why you are writing. If you are applying to a specific 
position, state the position title and indicate how you 
learned about the opportunity. For an inquiry letter, 
state the type of opportunity you are interested in.

The body of the letter should highlight what you have to 
offer – personal attributes and the skills gained through 
internships and jobs, through coursework, and through 

your activities. Do not simply restate explanations pro-
vided in your résumé, rather you want to elaborate on 
them, focusing on those that are most relevant. Weave 
your experiences and activities into a diverse represen-
tation of your skills. Emphasize transferable skills, con-
necting your past experiences with the opportunity you 
are seeking.

Within your cover letter, you should also convey your 
interest in the industry, the organization itself, and/or 
the position you are seeking. To do this, you will need 
to personalize your letter for each opportunity or orga-
nization. The closing of your letter should focus on the 
next steps, such as requesting an interview. 

The content of an informational interview request is 
similar to that of a standard cover letter. Focus on why 
you are interested in speaking with that person, share 
information about your career interests and goals, and 
discuss steps for follow-up. 

A poorly written cover letter speaks volumes. Plan to 
have your cover letter reviewed at least once before you 
send it out. This can be done at UCS during open hours, 
or if you need additional assistance in developing your 
cover letter, you may choose to schedule an appoint-
ment with a career counselor. 

Review the following examples to assist you in develop-
ing your own cover letters. There are examples of cover 
letters used to apply for internships, create internships, 
apply for jobs, inquire about job opportunities and ask 
for informational interviews. 
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January 15, 20XX 

Judith Wood 
Sunday Times 
1 Pennington St. 
London E98 1XY 
United Kingdom 

Dear Ms. Wood: 

I write to apply for a summer work-experience position at the Sunday Times. I plan to 
enter the newspaper industry in London after I graduate, and working at the Times
would be my first choice. I read the Times as often as possible for its high-quality, 
original reporting and, given my enthusiasm, diligence, and editorial experience, I would 
provide a fresh perspective to the newspaper. 

My time with publications such as the Yale Record and especially the Yale Herald has 
given me valuable experience in print media. Having worked at the Herald as a copy 
editor, staff writer, section editor, managing editor, and now editor-in-chief, I have 
exposed myself to a variety of responsibilities and challenges. I understand the pressures 
of writing and editing under deadline, I can give and receive orders, I can write and edit 
articles in different tones, styles, and genres, and I can work with and lead a group. I also 
know how to limit myself, such as when to stop working on an article or when not to 
make an edit. Most important, I have learned that I love to work in a creative journalistic 
environment, in both an editing and a writing capacity. The two inform each other and, 
since I enjoy and practice both, I feel in a capable position to pursue them equally.  

My studies, too, are preparing me to pursue print journalism. As a member of the 
Writing Concentration in the English major, I take one writing class each semester, meet 
with working writers, and will create an extended final writing project. The 
concentration provides the theoretical counterweight to my practical experience with the 
Herald: through writing classes, I can practice the craft of long-form journalism, with 
more time, more revisions, and more word length than a weekly newspaper can allow. 

For these reasons, I know I would both learn from and contribute to the Sunday Times
as an intern. I would relish the opportunity to work for you this summer. Enclosed is a 
copy of my résumé for your review. Thank you for your time, and I look forward to 
hearing from you. 

Regards, 

E. Lynn Yale 
PO Box 210210 
New Haven, CT 06520 
United States 
(203) 210-2100 
e.lynn.yale@yale.edu 

Use the body of o
your cover letter to 
elaborate on specific 
experiences or skills o
that relate to and 
qualify you for the 
position.

Don’t forget to include 
your contact informa-
tion on your cover let-
ter in case your cover 
letter gets separated 
from your résumé.

Address your letter to a specific person.
•Access the company website to try and find specific contacts.
•Check the Student Internship Evaluation Database for potential contacts.nt
•Contact the organization to inquire to whom you should direct your t
letter or the name of the position supervisor/department head.
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February 8, 20XX 

E. Stiles, Managing Attorney 
E. Stiles & Associates, PC 
2000 Woodbridge Avenue, 
Edison, NJ 08817 

Dear Mr. Stiles,  

As a rising junior in the Ethics, Politics, and Economics major at Yale University, I would like to 
apply for the law clerk internship at E. Stiles & Associates, PC, which I found through Yaleʼs 
Undergraduate Career Services internship search engine. I am strongly interested in pursuing a 
career in criminal law and I believe that the opportunities and experiences offered with this 
internship will help guide me down this path. Furthermore, I believe my own project managing 
and leadership skills along with a lifelong interest in legal affairs will help me contribute greatly 
to your office this summer.  

I have developed and honed strong interpersonal and managing skills throughout my time at Yale. 
As the personnel manager of the Saybrook Orchestra, I have recruited for and helped to manage 
the 90-person orchestra, involving constant collaboration and compromising with various 
musicians and people. Furthermore, I served on the Secretariat for the 2006 Yale Model United 
Nations Conference, coordinating with over 1300 high school students and 150 faculty advisors 
spanning 15 states and 10 countries to run a four-day Model UN conference. Much of my 
experience with the Model UN conference involved responding to a myriad of concerns and 
being able to troubleshoot problems ranging from fee payments to schedule crises to instances of 
student disorderliness. All of these experiences have developed my ability to adapt quickly in 
dealing with a vast range of different people, an ability that will come in handy when I will be 
expected to deal with the variety of people ranging from clients to judges as a law clerk intern.  

Furthermore, my interest in the law has been augmented through my participation in 
organizations such as the Yale Mock Trial team. For all of the significant differences between 
Mock Trial and the actual practice of the law, my participation has helped me to understand legal 
proceedings and rules of evidence more completely.  I have also taken classes such as the 
political theory class Crime and Punishment that have to do with legal theory and practice, which 
has strengthened my determination to work in the field of law to gain firsthand experience this 
summer.  

Thank you for taking the time to consider my application. I am enclosing my resume and I look 
forward to the opportunity to interview for this position. Please let me know if any additional 
information is necessary to help you come to a decision. I am sincerely excited about taking 
advantage of this opportunity!  

Yours, 
Eli Calhoun 
PO Box 200000 
New Haven, CT 06520 
(203) 333-4444 
Eli.calhoun@yale.edu 

Eli’s first paragraphr
clearly states who he is,h
why he is writing and i
makes a connection toc
the position he is ap-e
plying for.

If you are unsure of r
the contact person’s t
gender, don’t guess! d
Contact the organi-t 
zation and inquire a
as to the appropri-h
ate salutation, or, u
if unable to obtain l
that information, n
use his/her full i
name in the saluta-n
tion.

Use the concluding para-g
graph to reiterate your inter-u
est in the position and focusn
on the next steps (interview,t
follow-up conversation).o

Eli does an excellent job of providing 
quantifiable examples of how he has 
developed skills applicable to the po-developed skills applicable to the po
sition he is seeking.
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ELIAS BERKELEY

PO Box 205454      New Haven, CT       06520-5454  

cell: (203) 999-9999                                                                                                       berkeley@aya.yale.com

July 12, 2006 

Harriet Harris 
Managing Director 
New Repertory Theatre 
200 Washington Avenue 
Boston, MA 02472 

Dear Ms. Harris:  

I write to apply for the development assistant position advertised on the HireCulture website.  I recently 
graduated from Yale University, summa cum laude, and I would like to put my skills and knowledge towards 
supporting an exciting performing arts organization.  The New Repertory Theatre strikes me as an especially 
dynamic theatre company, and I know that my experiences and skills can help strengthen the development 
department’s fundraising campaigns and facilitate its daily office activities. 

As an intern for Behrman Publishing House, I put my organizational skills to use by creating a searchable 
computer database for the company’s collection of over 8,000 images.  My initiative transformed their image 
collection from a wall of jumbled file cabinets into an accessible, organized tool for the entire editorial and 
design staff.  I would apply the same eye for detail in managing the New Repertory Theatre’s databases, 
coordinating fundraising efforts, and researching grants opportunities. 

During my term as Education Vice-President of the Yale Hillel, I worked with the Hillel staff to design, 
coordinate and publicize classes for the Yale community in a variety of subjects, from text study to holiday 
cooking.  I also facilitated a lunchtime series where students could join a renowned professor for informal 
conversation.  These experiences taught me how to juggle many different responsibilities and gave me an 
insider’s perspective on the administration of a cultural center. 

I also have the oral and written communication skills necessary to succeed at the New Repertory Theatre’s 
development department.  As a tour manager for a student-run a cappella group, I promoted Magevet’s 
concerts in various performance locations by sending publicity packets with personalized letters, and 
contacting representatives of the venues by phone.  Furthermore, my internships at a publishing house and at 
an international newspaper have honed my writing and editing abilities, as did many writing-intensive courses 
at Yale.  At graduation, the English department awarded me the Tinker Prize for the outstanding senior in the 
department.   

The development assistant position at the New Repertory Theatre would allow me to learn and achieve at an 
innovative and exciting theatre company.  I have attached my résumé and would appreciate the opportunity 
to discuss my experience and qualifications for this position, as well as answer any further questions.  Thank 
you for your consideration. 

Sincerely, 

Elias Berkeley 

Make the connection. 
Why are you interested hy are you interested 
in that organization, 
company, or position?m

Weave your aca-u
demics, activities,a
and employment to-m
gether to provide a p
complete picture of i
what you can bringa
to the company/p
organization.n

Your cover letter should be only one page. Font 
should match your résumé and should be sized 
within one point. Keep your margins no less thant o e po t. eep you a g s o ess t a
.5 inches. If your cover letter is too long or too
dense you run the risk of it not being read.
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February 1, 20XX 

Ms. Jane Doe 
Executive Director  
Old South Meeting House 
310 Washington Street 
Boston, MA 02108 

Dear Ms. Doe: 

As a sophomore at Yale University majoring in history, I am interested in the possibility of interning at the Old 
South Meeting House this summer. I would value any opportunity to shadow a curator, work on a project, or assist 
with the administrative details of the museumʼs operation. Based on my background and experience, I offer 
demonstrated project management, organizational, and administrative skills and a strong interest in the history of 
colonial and early America. 

My role as editor of the Berkeley College Facebook requires me to establish goals and priorities and orchestrate the 
details of a major project. Managing the publications and distribution of over 500 books involves coordinating photo 
shoots and students and staff, collaborating with the Deanʼs Office to compile student biographical information, and 
serving as a liaison to the publisher to ensure a timely and smooth process. This past summer, I worked as an office 
assistant in the Office of Public Affairs at Boston University. This position demanded significant multi-tasking and 
administrative skills. In addition to updating media contact lists and distributing press releases to national media, I 
provided front-line administrative support for a fast-paced office of fifteen professionals, including fielding phone 
inquiries, receiving visitors, filing and faxing. The combination of my project management and administrative skills 
will allow me to contribute to a wide variety of museum projects as well as administrative needs on a daily basis. 

A strong interest in colonial and early American history currently shapes my academic pursuits. As a freshman, I 
took Revolutionary American and am presently enrolled in The Colonial Period of American History. Since I was 
quite young, I have enjoyed visiting history museums, and was always mesmerized by objects from everyday life in 
the eighteenth century. Because the Old South Meeting House played such a pivotal role in the events leading up to 
the American Revolution as well as in the cultural history of colonial Boston, the museum and its collections are of 
particular interest to me. I visited the museum last summer and especially enjoyed its use of multi-media to engage 
visitors and make historic artifacts and events accessible in a modern and familiar context. I would especially enjoy 
working with and learning from experienced professionals at the museum who might share their knowledge and 
insight with me as I contemplate a career in the museum field. 

In closing, I would be delighted to be a part of your team this summer. I am quite flexible as I will be in Boston for 
the entirety of the summer and am open to either a part-time or full-time position. If you would like to meet with me, 
I will be in the Boston area from March 8 through March 21. I will call you during the week of February 16 to 
inquire about the viability of scheduling a short meeting at a time that is convenient for you. In the interim, please do 
not hesitate to contact me at the number below. Thank you very much for your time and consideration. 

Sincerely, 

Elizabeth Yale  
PO Box 200000 
Yale Station 
New Haven, CT 06520 
(203) 555-2030 
Elizabeth.yale@yale.edu 

This is a strong example of a letter of inqui-
ry. Elizabeth makes clear her interest in the
organization, motivations for pursuing an
opportunity, and the skills she has to offer.

Elizabeth does an excellent job of presenting fol-
low-up options and setting the stage for a future 
conversation.
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E L L Y  Y A L E

P. O. Box 222 
York, PA 17500 
(717) 777-7777 

P. O. Box 200000 
New Haven, CT 06520 

(203) 203-2222 

EDUCATION 
YALE UNIVERSITY, NEW HAVEN, CT 
B.A., Literature, 2004 (expected)
GPA 3.88/4.00

NATIONAL OUTDOOR LEADERSHIP SCHOOL (NOLS), LANDER, WY (SUMMER 2003) 
Month-long backpacking course in the Olympic Mountains in Washington State, with an emphasis on rigorous off-trail travel  
through remote sections of the Olympic National Park, outdoor leadership skills, and the Leave No Trace wilderness ethic. 
Grade: A, with endorsements from both leaders to apply to be a NOLS leader in the future. 

PENNSYLVANIA GOVERNORʼS SCHOOL FOR THE SCIENCES, PITTSBURGH, PA (SUMMER 1999) 
Intensive, college-level coursework in the sciences, mathematics, and computer sciences. 

MCALISTER HIGH SCHOOL, York, PA 
Graduated 1999; Class rank: 1 in 471; GPA: 3.98/4.00 
Awards/Honors: President, National Honor Society; National Merit Finalist; Recipient of Taylor Publishing Company 
Scholarship; National Council of Teachers of English (NCTE) Writing Award 

EXPERIENCE 
THE YALE HERALD (FALL 2000-SPRING 2004) 
• SENIOR EDITOR (FALL 2003-PRESENT)

Worked as part of the senior advisory board of weekly newspaper, circulation 5,000. 
Duties included evaluating overall content and design of paper, developing story ideas, training new editors, assisting with 
editing and production, revising bylaws, corresponding with faculty and administration, and writing feature articles, 
including 2,400-word fronts on such topics as grade inflation at the Ivies and the Teaching Assistant program at Yale.  

• MANAGING EDITOR (WINTER-SPRING 2003) 
Devoted approximately 40 hours/week to position on five-person executive board.  
Duties included developing story ideas, corresponding extensively with faculty and administration, managing front-page 
feature articles, overseeing production, designing and laying out pages, and organizing and running editorial meetings. 

• ARTS & ENTERTAINMENT EDITOR (FALL-WINTER 2002) 
Served as one of three editors for the A&E section, working approximately 15-20 hrs./week on editing and layout. 

• CALENDAR EDITOR (FALL-WINTER 2001) 
Redesigned and expanded Calendar section of newspaper.  

PSYCHOLOGY TODAY MAGAZINE, EDITORIAL INTERN (SUMMER 2002) 
Worked closely with the editorial board on a daily basis as one of four editorial interns, for approximately 30 hours/week. 
Published four short articles in the September/October and November/December 2001 issues of a national magazine. 
Duties included developing story ideas, interviewing psychology researchers, and conducting internet research and polling.  

CASHIER, EAST SIDE BAGEL & APPETIZING, NEW YORK, NY (SUMMER 2001) 

FIGURE SKATING COACH, YORK FIGURE SKATING CLUB, YORK, PA (1997-1999) 

ACTIVITIES 
PHI BETA KAPPA, MEMBER (FALL 2003-SPRING 2004) 
Elected to the Connecticut Chapter of PBK based on academic placement during first six semesters. 
Awarded to only the top 5% of each graduating class in the fall of senior year. 

SENIOR CLASS GIFT REPRESENTATIVE (SPRING 2004) 
Served as a student liaison between the administration and the student body in order to raise funds for the Yale Alumni Fund. 

YALE COALITION FOR PEACE, MEMBER (FALL 2003-SPRING 2004) 
Helped to organize activities as part of a student protest group committed to peaceful resolution of global problems. 

SKILLS 
• LANGUAGE: Fluent French and Basic Korean
• COMPUTER: Windows 95/98 & XP, Adobe Photoshop, Adobe PageMaker, MS Word, MS Excel, Lotus 123
• EMT-Basic training

elly.yale@yale.edu

The corresponding résumé and cover let-
ter provided here illustrate how you can use 
your cover letter to highlight and expand 
upon specific experiences, relating them to 
the opportunity you are seeking, without pp y y g
simply restating the information provided y
in your résumé.r

Excerpt from UCS Career Guide - Resumes & Cover Letters
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February 10, 2004 

Ann McAlister 
Human Resources Recruiter 
Random House Publishers 
1340 Broadway 
New York, NY 10000 

Dear Ms. McAlister: 

I am currently a senior at Yale University seeking a full-time job at Random House in the Associates Program. 
Since my intent is to pursue a career in the publishing industry, I would like to work for Random House, one of 
the preeminent publishing houses world wide. Random House owns many of the smaller publishers, such as 
Doubleday and Broadway Books, whose books I relish reading. I have grown up amidst the words of Margaret 
Atwood and have savored Bill Brysonʼs colorful accounts of his adventures in the woods and in the world. The 
Associates Program especially appeals to me since, as a soon-to-be college graduate, I would like to have some 
time to explore various facets of the publishing industry before committing myself to a specific department. 
Eight years of experience in high school and college newspaper journalism have instilled in me a healthy respect 
for the printed word and for the work that it takes to transform ideas into finished texts. I have the necessary 
experience, ambition, and love of books to contribute significantly to the world of Random House. 

My work as an editorial intern at Psychology Today magazine, during which I wrote four nationally published 
articles, exposed me to the daily routines of magazine journalism. In my amateur newspaper journalism 
experience I often devoted as many hours a week to my work as I would have committed to a full-time job. 
Through my various editorial positions at the Yale Herald I have learned how to thrive under pressure, meet 
deadlines, communicate with coworkers and business affiliates, function as part of a cohesive team, and conduct 
effective interviews with professors, students, researchers, and other professionals. These skills coupled with a 
proficiency in word-processing, internet research, page design, and layout make me particularly well suited to 
work in the publishing industry. 

My leadership experience as a newspaper editor was augmented this past summer by a month-long backpacking 
course with the National Outdoor Leadership School (NOLS). The curriculum focused on instruction in 
wilderness leadership skills, and for the duration of the month I worked closely with the other students on my 
trip to accomplish tasks such as planning routes and navigating through off-trail wilderness. Toward the end of 
the course I was chosen as one of two student leaders of a three-day-long, off-trail traverse in the Olympic 
Mountains, independent of our two instructors. In the mountains I cooperated with others out of inclination, 
necessity, and shared purpose. The experience imparted to me invaluable skills both in the task of leading and in 
the necessary compromise that is essential to working on a team. 

I am excited about becoming part of the process by which rough drafts travel to bookstore shelves and finally 
into my own hands. I am confident in my ability to contribute to Random House, and I have enclosed my 
resume for your review. I look forward to the opportunity for an interview with you at your convenience. 

Thank you for your consideration. 

Sincerely, 

Elly Yale 
P.O. Box 200000 
New Haven, CT 06520 
(203) 203-2222 
elly.yale@yale.edu 

Excerpt from UCS Career Guide - Resumes & Cover Letters
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