John Duncan
1293 Escondido Way
Stanford, CA 94000
E-Mail: jdunc@gmail.com
Phone: (555) 666-6666
October 19, 2008
Ms. Marian Armstone, Human Resources Manager
LEK Consulting
9999 Oak Street
Palo Alto, CA 9003

Dear Ms. Armstone:

I am applying for the Associate position at LEK Consulting. After speaking with Jo Kimmer at Stanford’s Career Fair on October 9, I believe that I have the skills, academic training, and work experience that qualifies me for this position.

I will complete a Bachelors of Science degree in Mechanical Engineering in June 2009. My coursework includes technical, computer science, and economics courses that have honed the analytical and quantitative skills I believe are needed to succeed in this position. In addition, my hands-on experience in various internships and students leadership positions supports my qualifications as an Associate.

As an intern at General Motors this past summer, I developed analytical skills by taking measurements on a development vehicle identifying design problems, offering solutions for improvement, and making recommendations in a written report. I was awarded a General Motors scholarship for my exceptional contributions as a member of the S-10 Crew Cab launch team.

At Stanford, I demonstrated leadership ability by serving as the elected president for a service organization with over one hundred active members. In this effort, I have my ability to make good decisions, plan and organize my time, work well on a team, and have developed sound interpersonal, oral, and written communications skills. 

I would enjoy speaking with you further to discuss, in detail, how I am a match for the Associate position. I will follow up in two weeks to see if there is additional information you would like me to provide or answer questions you may have. I am eager to apply my energy, experience, and enthusiasm to the work of LEK.
Sincerely,
[signature]
John Duncan

CARL SMITH
University Address:  5555 Beeler Street, Pittsburgh, PA 15217   
Permanent Address:  111 Orchard Avenue, Columbus, OH 12345    
E-Mail: cds@andrew.cmu.edu
Phone: (555) 555-5555
OBJECTIVE


A computer engineering position involving computer architecture, digital circuit design or network hardware design.

EDUCATION


Carnegie Mellon University, Pittsburgh, PA
BS, Electrical and Computer Engineering, Expected May 2011
Minor: Mathematics    Overall QPA: 3.6
HONORS


Phi Beta Kappa Honor Society
Senior Service Award, Carnegie Mellon University
ACADEMIC PROJECT


Advanced Digital Design Project, Fall 2000
- Worked in-group of four students to implement a hardware/software codesign chess system. 
- Equipment used included an FPGA, 8-bit microcontroller, logic analyzer, synthesis tools, and an IDE.
WORK EXPERIENCE

Intel Corporation, Folsom, CA
Summer Engineering Intern, PCI Components Division, Summer 1999
- Synthesized and tested next generation chip set using Synopsys.
- Developed Perl Scripts used in synthesis process and aided VHDL code testing.
- Worked with team of engineers and attended weekly meetings and presentation.

Carnegie Mellon University, Pittsburgh, PA
Head Orientation Counselor, October 1997 – September 1998
- Worked in a team of four to plan university-wide First Year Orientation Program for 1,350 students and their parents.
- Selected and trained 90 student leaders to facilitate the program.
- Coordinated with faculty, staff and campus community to receive new students.

SKILLS


Programming Languages: C++, Perl, Pascal, Verilog, Lisp, VHDL, C, Basic
Foreign Languages: Advanced Fluency in Spanish

ACTIVITIES


Intramural basketball and tennis
Boy Scouts of America, Eagle Scout
RESUME TIPS (SOURCE: STANFORD CAREER CENTER) 
Your Name, Address, Telephone number, Email
Objective 
This section, while not required, is helpful as it tells the employer, at a glance, the type of position you are seeking. The objective can include the specific position you are seeking, skills you wish to use on the job, field or organization type by which you wish to be employed, or a combination of all of the above. 

Sample Objectives 
•
A position as an editorial assistant. 
•
Electrical engineering internship.
•
To obtain a position in finance.
•
A program coordinator position in a community organization working with youth.
•
Seeking a position in museum administration requiring strong writing skills and a background in art history.
•
To apply decision and systems analysis to strategic planning in the telecommunications industry. 

Education 
This section should include:
•
Name of the degree-granting institutions; List most recent first.
•
Degree received and major
•
Graduation date or projected graduation date, or dates of attendance if a degree was not completed
•
Overseas academic experience
Optional:
•
Any minors, specialization or focus areas
•
Courses relevant to the position for which you are applying
•
Honors and GPA (if they are a strong selling point). Indicate GPA based on a 4.0 scale.
•
Senior research/honors thesis title and brief description
•
Freshmen and sophomores can include high school

Experience 
This is a summary of experience and/or accomplishments. List most recent experience first. You should include:
•
Title of the position
•
Name of the organization and location (city and state)
•
Dates, including month and year
•
Descriptions of responsibilities beginning with action verbs (avoid phrases such as “duties included”)
•
Believable, verifiable accomplishments
•
Paid jobs, internships, volunteer community service, extracurricular projects involving leadership or teamwork, special academic research or honors projects
•
You may choose to divide your experience into two or more sections.  Possible section headers might include Research Experience, Teaching Experience, Leadership Experience, Volunteer Experience or Relevant Experience.

Additional Information 
This section could include computer skills, languages, volunteer work, sports, and interests. If one of these areas is relevant to the job, however, you may choose to put it in the “Experience” section. You may also choose to use more specific section headers such as:
•
Skills
•
Activities
•
Interests
•
Honors and Awards

TIPS FOR CREATING A SUCCESSFUL RESUME
 * Do design your descriptions to focus on your accomplishments, using action verbs to clearly indicate the skills you’ve used. See Sample Action Verb list on page four.
 * Do try quantifying results in your descriptions, such as “Created marketing campaign that increased club membership by 25%.”
* Do keep your resume brief enough to fit on one page (or two pages if your experience is extensive). Academic CVs are often two pages or longer.
* Do print your resume on good quality bond paper, either white or conservative tones. If printed on plain computer paper, copy onto good quality bond paper.
* Do accompany your resume with a cover letter in most cases. 
* It is more appropriate for freshmen and sophomores to include high school experiences. However, important high school experiences that have some relevance to your job objective may be appropriate for upper classmen.
COVER LETTER TIPS (SOURCE: STANFORD CAREER CENTER)
The cover letter provides you with an opportunity to introduce yourself, highlight information that addresses the needs, and interests of the employer.  Bear in mind that letters you write not only convey your interest and qualifications, but also give the employer an opportunity to observe your attentiveness to detail, spelling, grammar, and the overall quality of your written communication. The best cover letters are short and to the point, generally three paragraphs in length.

First Paragraph:
What is your intent in writing this letter? What position are you applying for and how did you learn about it? Briefly introduce yourself, your major, and the degree anticipated. If you are aware of a specific opening, refer to it. If you are not aware of a specific position, state your area of interest.  This paragraph can also be used to refer to the individual who recommended that you contact the organization, or other factors that prompted you to write. If possible, convey why you are interested in the organization and anything you know about their product or service.
Second Paragraph:
What are your qualifications? Why do you want to work for this organization?
What would you enjoy doing for them? Sell yourself and be brief. Whet the employer’s appetite so that he/she will want to read your resume and schedule an interview. Describe highlights from your background that would be of greatest interest to the organization. Focus on skills, activities, accomplishments, and past experience you can contribute to the organization and its work. If possible, demonstrate that you know something about the organization and industry/field. Use action verbs that describe relevant skills and expertise you can contribute. Mention specific knowledge you may have such as computer applications, foreign languages, lab techniques, writing and editing capabilities. You are attempting to create a match or “notion of fit” between the employer’s hiring needs and your interests, experience, and skills.
Third Paragraph:
What is your plan of action? Do you want to follow up with a phone call or do you want them to contact you? Close your letter by stating that you would like to discuss employment opportunities or other information with the individual and that you will call to follow up on your letter. This demonstrates your initiative and follow-through and will help you maintain some control of your efforts.
Other points that can be made in the last paragraph:
•  Express your willingness to provide additional information
•  State a specific time when you will follow up by phone or e-mail
•  Let them know if and when you are going to visit their area
•  Thank the person receiving your letter for their time and interest
Most importantly, remember to address the cover letter to a person. If you do not have a name, call the department or human resources to find out to whom your letter should be addressed. As a last resort, address your letter to the personnel manager, hiring manager, or recruiting representative. 

