
CREATING 

EFFECTIVE 

RESUMES & 

COVER 

LETTERS

SECC CAREERTALKS:



Your job search documents are the first opportunity to market yourself to potential 

employers and to persuade them that you are a strong candidate. 

• A one page document that 

accompanies your resume 

• Allows you to highlight your 

most important qualifications 

& experiences

• Sometimes used a 

screening tool

COVER LETTER

• 2-3 pages maximum (3rd 

page for references)

• Used to apply to most jobs 

and internships

• Highlights skills and 

relevant experience  

RESUME

• Multiple pages

• Used to apply medical, 

teaching, academic, 

research, and performing 

and studio art positions 

• Includes publications, 

conferences, research 

CURRICULUM VITAE (CV)

WHAT ARE JOB SEARCH 

DOCUMENTS?



Your job search documents need to effectively convey your skills, qualifications, and 

experience to help you land an interview.

Studies have shown that recruiters may spend as little as 6 seconds reviewing a resume to determine 

if a candidate is suitable for a position. 



Spend some time reflecting on your skills, abilities, interests, and 

experiences; think broadly, beyond work experience.

Transferable skills - you have them! 

PREPARATION- TAKE 

INVENTORY



Browse through the company website, and social media (Facebook, LinkedIn) to get a feel 

for the company culture and work environment. 

⚬ Ensure you fully understand the position being advertised! 

Stand out by incorporating words from the company mission statement and values into 

your resume and cover letter - the employer will see that you have taken the time to get to 

know the company. 

Look for connections: do you know anyone who currently works for the company? Does 

anyone in your network know someone who works for the company?

MOST employers will ask “what do you know about our organization” sometime during 

the interview process, so show off your knowledge right from the start! 

PREPARATION- DO YOUR 

RESEARCH Know the employer and the industry!



• Skills/Competencies/Abilities 

• Characteristics/Personality Traits 

• Knowledge/Education 

• Experience/Duties/Responsibilites

Carefully read through the job posting and note the that describe 

the ideal candidate and the work that they will be doing (abilities, skills and values 

you should possess). 

Include these                           in your cover letter and resume! 

KEYWORDS

KEYWORDS

PREPARATION- REVIEW THE JOB 

POSTING



• Generic, "one-size-fits-all" documents are an automatic turnoff for employers. You 

need to customize both your cover letter and resume to the specific company and 

position that you are applying to by including keywords and relevant experience.  

• Ensure the language in your documents matches the description 

of the ideal candidate in the job posting.

• Answer the question: "Why should we hire you?"

WRITING TIPS

• Proofread to ensure there are no grammatical or spelling errors. 

• Bullet points for your resume; short paragraphs for your cover letter.

• Avoid generic, cliché statements.



COMBINATION

• Core components: Summary of Skills, Limited Details on Work Experience

• Choose this style if you have little to no work experience, are making a career change or have work experience in a different

field than the one you are applying to

• Core components: Highlights of Qualifications, Detailed Work Experience

• Choose this style if you have a lot of relevent work experience, your work history demonstrates increasing responsibility, 

and you do not have frequent employment gaps

RESUME

CHRONOLOGICAL 

FUNCTIONAL 

There are many ways to organize a resume, however, the "big 3" formats are: 

• Core components: Summary of Skills, Detailed Work Experience

• Choose this style if you have both the experience and skills necessary to fill the position



RESUME - FORMAT
• Use a common font style (Calibri, Times New 

Roman, etc.)  & 11 or 12 point size ; ensure 

consistency with your cover letter. 

• Keep job titles on the  left and dates on the right. 

• If you are having trouble keeping your 

resume to 2 pages, consider using narrower 

margins or choosing smaller line spacing.

• Present information in reverse chronological 

order (most recent to oldest). 

• Put the most relevant information on the first 

page.

• Include headers for each section of your 

resume.

• Include your LinkedIn URL. 



Volunteer Experience/Community Involvement

References

• Typically want to have 3 references

• References go beyond past employers; 

they can include professors, colleagues 

from volunteer experience, etc

• References can be on 3rd page of your 

resume

• If not requested, you can write:

"References Available Upon Request" 

RESUME - POTENTIAL 

HEADINGS
Education/Academic Credentials

Summary of Skills/Highlights of Qualifications

(Related) Work Experience

Supplementary Work Experience

Scholarships and Awards

Memberships and Professional Associations

University Involvement/Campus Activities

Extracurricular Activities

Professional Development/Training



Write accomplishment statements to highlight your skills, experience, and achievements. 

Avoid duty statements, where you simply state your responsibilities or duties for a position. 

Use the framework below to help you craft a strong accomplishment statement: 

Action Verb Task (skills)
How you demonstrated or 

developed it 

RESUME - STATEMENTS

Ex) Organized staffing schedules and managed production capacity for 50 employees at McDonalds  

Ex) Maintained positive collaborative relationships with internal and external stakeholders to 

effectively coordinate a two-day conference on environmental engineering

Tip: Quantify (#, %, $) wherever possible



COVER 

LETTER Opening Paragraph

Main Body 

Closing Paragraph 

Align yourself with the position by 

answering these questions.

• Why do you want to work for this 

company?

• What skills can you offer?

• How can you contribute to the 

company? • Usually 2 paragraphs. 

• Choose 2 experiences to talk about 

(e.g. work, volunteer, projects).

• Summarize your core 

competencies as they relate to 

the position in one line. 

• Express interest in an interview 

and how you can be contacted.



Date cover letter is sent

Company contact information

Salutation:

- Use "Dear Mr./ Ms.[last name]:"

- If you cannot find a contact name use: 

"Dear Hiring Manager:" or 

"Dear Hiring Committee:" 

- DO NOT USE:

"To whom it may concern:" or 

"Dear sir/madam:"

COVER LETTER 
Your contact information

Use a "Re:" 

line

End with "Sincerely," and type out your full name

Use an e-signature for online submissions 



Canadian Council of Rehabilitation and Work

CPA SASK

Egadz

Friends Saskatoon Afforestation Areas

Government of Canada, PSC

Government of Saskatchewan

Indigenous Services of Canada

Mitacs

National Resources of Canada

RCMP

St. Andrew's College

Think Pacific

Western Economic Diversification Canada / Government of Canada



Sign up for a ResumeTalk

appointment to sit down with 

one of the SECC staff and 

make your documents work for 

you:

Visit CareerLink!

Thank You!

https://careerlink.usask.ca/home.htm

