The Concise Resume and Cover Letter Guide

Table of Contents

1) How do I get started?
2) What is the basic structure of a chronological resume?
3) When would I want to use a functional resume?
4) What is the basic structure of a functional resume?
5) How long should my resume be?
6) How should I format my resume?
7) What contact information should I include on my resume?
8) Do I need an Objective section in my resume?
9) What information should I include in my objective?
10) Can I see some example of objectives?
11) Do I need a Professional Summary section in my resume?
12) Can I see some examples of Professional Summaries?
13) What should I include in the Experience section of my resume?
14) What if I'm a new college graduate with limited work experience in my area of interest?
15) What should I include in the Skills section of my resume?
16) What should I include in the Education section of my resume?
17) What other information should I include on my resume?
18) What information should I not include in my resume?
19) What are some tips for writing a winning resume?
20) Do you have a tool I can use to evaluate the effectiveness of my resume?
21) Could I see some samples of winning resumes?
a) Sample Resume 1 - Executive or Management Resume
b) Sample Resume 2 - IT, Software or Technical Resume
c) Sample Resume 3 - IT, Software or Technical Resume
d) Sample Resume 4 - Sales and Marketing Resume
e) Sample Resume 5 - Pharmaceutical Sales Resume (Functional Resume)
f) Sample Resume 6 - Administrative Resume
g) Sample Resume 7 - HR or Training Resume
h) Sample Resume 8 - Purchasing or Procurement Resume
1) Sample Resume 9 - Sales and Marketing (Functional Resume)
22) How should I submit my resume to employers?
23) Why are cover letters important?
24) What should I include in a cover letter?
25)Can I see a sample of a cover letter to an employer where in response to a job posting?
26) Can I see a sample of a broadcast cover letter to an employer where there was no job posting?
27)Can I see a sample of a cover letter to an executive recruiter or headhunter?
28) Can I see an example of a reference list?
29) What questions should I expect in an interview?
30) What questions could I ask in an interview?
31) What should I include in a thank you letter?
32) Can I see a sample of a thank you letter?



	The Concise Resume and Cover Letter Guide

