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University Writing Center & Hiatt Career Center



This Session:

Introduce you to the most common materials you will encounter and produce

Give tips and tricks for successful materials

Give you a chance to ask questions



Common Materials in a Job Search 
● Cover Letter

A cover letter is a document 
that is sent with your job 
application. A cover letter is 
your chance to tell a potential 
employer why you’re the 
perfect person for the position 
and how your skills and 
expertise can add value to the 
company. The letter should be 
professional but personable, 
and serve as a sort of 
introduction.

● Job Description

A job description is an internal 
document that clearly states 
the essential job requirements, 
job duties, job responsibilities, 
and skills required to perform a 
specific role. 

● CV/Resume

A resume is a written 
compilation of your 
education, work experience, 
credentials, and 
accomplishments. It is a 
“self-advertisement” that 
sums up your experience on 
one page. 

https://www.thebalancecareers.com/what-to-include-in-the-education-section-of-a-resume-4169507


Reading the Job Description 
Key Actions:

● Pay attention to required and preferred 
qualifications and experience

● Check for keywords
● Look for opportunities for growth
● Look for clues as to company culture
● Connect expectation to your own 

experience

Q: What are the keywords and clues here?



“Clues” in the Job Description

● Titles can have different meanings and “bloat” is common
● Qualifications are often a wish list (but not always)
● Job descriptions often use similar euphemistic jargon— think about what this 

jargon means in terms of the day-to-day experience of the job.

Jargon— what might the following commonly used terms 
actually mean? 

Self-starter
Good sense of humor
Multi-tasking
Deadline-driven



Common Job Description Concerns

● I don’t have the required qualifications— can I still apply?

● They want 3 years of experience and I only have an internship— can I still 

apply?

● I kind of did something similar but in a different context— can I still apply?

● The deadline says X, can I wait until the last minute?



CV/Resumé: What’s the Difference?

CVs and Resumés are not the same thing:

● CV = Curriculum Vitae (literally: course of life): a very comprehensive 
document that lists all your education, employment, and achievements. Can 
be many pages long. Common in academic and para-academic settings and 
for international jobs (esp. Europe)

● Resumé: a summary of key accomplishments tailored for the specific position 
you are applying for. Ubiquitous for most North American jobs.



CV and Resumé Tips and Techniques

● Keep your CV updated— use this as a static “bucket” document

● Bullet point key activities, expertise, and accomplishments for each 

experience/position

● When tailoring your resumé, use your CV as a grab-bag

● Use active verbs!

● Quantify where possible



What Makes This A Bad 
Resumé?

● No action verbs

● Emphasis on the TASK rather than the SKILL

● Spelling mistakes (“Learnd”)

● Inconsistent formatting

● Cannot tell what position he is applying for



What Makes This A 
Good Resumé?

● Obviously relevant experience

● Action words to begin each sentence

● Focus on SKILLS gained, especially 

transferable skills

● Quantitative information where applicable 



Cover Letters and Your Resumé
● The cover letter and the resumé work hand-in-hand

○ The resumé summarises actions, achievements, and skills

○ The cover letter allows you to put these actions, achievements, and skills within a 

narrative context that:

■ Explicitly shows your suitability for the position

■ Explicitly demonstrates your potential contributions to the organization

■ Suggests something personal about your learning style and mode of being



Anatomy of a Cover 
Letter
Cover letters have three main parts:

Hook 

Pitch

Close

Credit: Harvard Extension School 

● One page only

● Think what you bring to the 
organization not how the 
position fulfils your own 
career goals

● Demonstrate your “growth 
mindset”



● How can we improve 
the hook?

● How does she leverage 
her experience?

● What do you think?

What Makes This A Good/Bad Cover Letter?

Credit: Harvard Extension School 



QUESTIONS?
writingcenter@brandeis.edu (University Writing Center)

hiattcenter@brandeis.edu (Hiatt Career Center) 

mailto:writingcenter@brandeis.edu
mailto:hiattcenter@brandeis.edu

