~ WorldStrides | tton

Resumes and
cover letters

When applying for jobs, your resume and cover letter are your first chance to make an impression on
the hiring manager. Use this resource to help you incorporate your global experience in a way that
stands out.

Cover letters allow you to clearly describe how your qualifications match the requirements of the position
you are seeking. It's an opportunity to not repeat your resume but fill in the gaps to help tell your story.
Cover letters should:

1 Be only one page in length.

2 Be directed to a specific individual, with their position in the company or organization - a little
research goes a long way!

Be well-researched and well-written - focus on the specific requirements of the position for
which you are applying and proofread multiple times.

4 Provide examples of past work experiences that illustrate how you approached a particular
challenge, set-back or major accomplishment.

5 Show knowledge of the company by referring to what it does, its mission, its goals, and new
projects they're working on.

6 Describe the qualifications you possess that match the qualifications required for the
position. State any unique qualifications you possess that other applicants may not have.

End on a positive note and by suggesting an interview: “| welcome the opportunity to
meet with you to further discuss my qualifications for the position. | am excited about the
opportunity to work for a company with the quality reputation of ABC Company.”

8 Always be sent as a PDF file. This ensures that the formatting will stay the same, regardless of
the user’s software or computer capabilities.

Quick Tip: Retire your sk8r_gal2019@yahoo.com email addresses. Open a Gmail account that includes
your name and avoid any numbers that would age you (birth year, graduation year). You can also use your
university email account if you know that you will continue to have access to it after graduation.



Incorporate your global experiences

Even if your career goals do not include a specific international dimension now, you can promote
the general transferable skills gained from your time abroad, such as independence, confidence,
and problem-solving. Consider the following prompts and examples, then use the space below to
craft your own story.

Consider how you can highlight your time abroad:

1 How does your experience relate to your field?

2 What are the transferable skills needed in this field?

3 How might your international experience uniquely benefit a professional in that field?
Examples:

“My studies in London, England provided
me with a great insight into living in a
multi-national environment and the

“My experience living in Chile will
enhance my ability to communicate and
interact effectively with the local Latino

cultural differences that influence
consumers globally. Overall, it has
improved my ability to contribute to
international marketing initiatives.”

population. | would bring my experience
in cross-cultural communication and
intercultural awareness to this role."
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Updating your resume

Resumes should concisely, yet thoroughly, highlight what skills you possess in a way that is easy
to digest. Resumes, like cover letters, should be tailored to fit the job description. On average,
employers review a resume in under six seconds.

Quick Tip: In some fields, you may be asked to submit a CV - Curriculum Vitae - instead of a resume.
A CV emphasizes your academic credentials and accomplishments, are typically multiple pages in
length, and provides details on publications or project work.

3 Ways to incorporate global experiences in your resume:

1 Generally, you can include studying abroad in the education section, but you can also make a
section dedicated to “International Experience” if you have had several experiences abroad (e.g.,
service-learning, studying, etc.).

P Include any other relevant aspects of your experience such as service-learning, an internship, or
independent studies.

3 Consider using the contacts you made abroad as references. Members of your host family or a
professor you had abroad may provide a memorable character reference that will stick out in the
mind of your employer.
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Resumes should:
1 Be no longer than one page. 7

2 Be consistent in formatting, verbiage,
and design.

3 Focus on the tangible skills you
gained during your previous jobs or
experiences. Follow these formulas for
solid bullet points:

Action Verb + Responsibilities = Impact
Action Verb + Situation = Results.

4 Include resume key words since many
resumes are now digitally entered 9
into a database. By putting certain
key words from the job description in
your resume, the scanning systems at
companies will automatically pull your

resume from others. 19

5 Be tailored to each job. Your goal is
to quickly and clearly show that your
skills and experience match their 11
specific needs.

% Quantify your accomplishments
with numbers, dollar amounts or
percentages.

Be reader friendly. Avoid cramming too
much text on the page or it will be
uninviting to the reader. Use a 10-, 11-, or
12-point font and one-inch margins to
allow plenty of white space for their eyes
to rest. Also, allow ample white space
between the different sections of your
resume so each one is distinct.

Be edited by many people. Send your
resume to people that you trust to give
you valuable feedback and advice (e.g.,
Career service offices at your university/
alma mater).

Include your “extras” - software skills,
languages, achievements, and certificates
- as these are skills that will set you apart
from other applicants.

Always be sent as a PDF file. This ensures
that the formatting will stay the same,
regardless of the user’s software or
computer capabilities.

Be updated at least every three months
since your qualifications and experiences
change during that time, even if you
haven’t changed jobs/companies (e.g.,
volunteered at a new organization or joined
a student group).

Resumes should not:

1 Have experiences from your high school years
- unless it’s extraordinary (e.g., you were a
National Merit Scholar).

2 Use generic fillers. Everyone is “self-motivated.”
Save the space for something relevant.

3 Include your references. The employer will ask
you for them if they need them.

<>
Quick Tip: Make sure your voicemail

box is not only set up but is

professional. Ensure your voicemail is

recorded in a quiet place and be sure to O

include your name so employers know
they’ve called the right number.

Have questions? Email us at

alumnirelations@worldstrides.com
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