Applying for a job with cover letter and resume
1.  Find an attractive job on Monster.com or other suitable job search engine
2. Apply for the job with a suitable cover letter

    Format: 

· Your cover letter should contain at least the following parts: return address, dateline, inside address, salutation, body, and a complimentary close. 

· Your first paragraph should include a statement that you are interested in the advertised position and your desire to obtain an interview. 

· The second paragraph should include any major accomplishments this company would be interested in hearing about. You should also list your overall skills. 

· The third paragraph should include any specific skills/accomplishments that are listed in your resume, but need to be emphasized for this particular advertisement. 

· In your final paragraph, tell them that you look forward to hearing from them soon. 

· Your closing should typically be  Sincerely. 

3.  Create a resume

    Format: 

The following list provides some ideas for the content of your resume. 

· Personal Information (name, address, phone number, and e-mail address) 

· Education (major, subjects taken) 

· Skills 

· Technological - computer applications and software 

· Communication 

· Leadership 

· Work Experience 

· Full/part-time work 

· Volunteer work 

· Publications/Presentations 

· Honors and Professional Affiliations 

· Interests and Activities 

· References 

