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Spot the Errors

Scrappy Owl
45 Woodbury Circle, Mountainside, GA 30020 x (770) 123-3456 x hotgranny@yahoo.com

OBJECTIVE
Seeking an internship.

EDUCATION 
B.S. in Biotechnology, 3.85 GPA
Kennesaw State University, Kennesaw, GA

HONORS AND ACTIVITIES
Dean’s List President’s List
Vice President, Kappa Delta Member of Beta Beta Beta



RELEVANT COARSES/PROJECTS
Cell Biology, Organic Chemistry, Biochemistry, Microbial Ecology, Principals of Biotechnology, Clinical Trials 
and Regulatory Affairs
• Performed lots of experiments.
• Performed a study in collaboration with Dr. John Smith.

SKILLS
Laboratory
• Proficient in HPLC, LC/MS, GC/MS, protein purification and characterization, drug metabolism studies.
• Familiar with in-vivo drug metabolism studies, pharmacokinetics and use of radioisotopes.
Other
• Good work ethic.
• Great customer service.
• Confident and articulate. 

RELEVANT EMPLOYMENT
Laboratory Assistant 06/2016 – Current
Kennesaw State University, Kennesaw, GA
• Assist Dr. Ken Mack with collecting data on nitrogen fixation in corn and soybean plots.
• Chart data for further analysis to be incorporated into a scholarly research paper for future conference 

presentations.



How will you ensure that you avoid these errors?

OTHER EMPLOYMENT
Customer Service Representative December 2015 – Present
Macy’s Department Store – Fine Perfume Department, Kennesaw, GA
• Assist customers.
• Use Microsoft Access.
• Provide exceptional service.
• Meet and exceed quotas.



Why do you need a resume?
It's your personal ad. 

It's an indicator of your potential.

It's your first impression.



What makes a good resume?

It highlights...

Strengths Skills Accomplishments



What makes a good resume?



What makes a good resume?

CLEAR – information is concise and easy to read

ORGANIZED – layout has a smooth flow

DYNAMIC – action verbs, descriptive statements

ERROR FREE – illustrates the quality of your work



Getting Started

GATHER YOUR INFORMATION DETERMINE YOUR OBJECTIVE

DRAFT, DRAFT, AND DRAFTCREATE A LIST OR DATABASE



Margins...

Formatting Basics
1.25" 0.25"



Formatting Basics
Margins... 1.00" 0.50"



Formatting Basics
Font...

Congratulations!
You no longer have to use Times New Roman.
In fact, it's not recommended to use that font.
But...make sure your font size isn't 
too small 

or too big.



Sections of the Resume





What else would you include on your resume?



• Limit to 1 or 2 pages
• Design for skimmers' eyes
• Put most important/relevant information first
• Keep reader in mind
• Remember that appearances matter (no errors)
• Use action verbs and industry buzz words
• Focus on relevant details only
• Include name and page number on second page

Resume Do's



Resume Don'ts
• Write before doing a self-assessment
• Refer to self as "I"
• Include personal information
• Use colored or flimsy paper
• Include references
• Use templates or tables
• Use colloquial language
• Use abbreviations without explaining them
• Include a photo



IVAN GOODLOW
1000 Any Street, Kennesaw, GA 30144
imaintern@gmail.com | 404-555-6555

June 21, 2017

Ms. Jane Smith
Hiring Manager
ABC Company
2468 Kennesaw Ave.
Kennesaw, GA 30144

Parts of a Cover Letter



Dear Ms. Smith,

I am excited to submit my application for the Administrative Intern position at ABC 
Company, which was posted on your company website. I am an excellent candidate for this 
position based on my professional experience in customer service and marketing and 
educational background in writing and communication, which is covered in the attached 
resume. 

I believe I will exceed your expectations because of  the experiences and skills I will bring to 
the position: 

• EVENT COORDINATION: As the Events Chair for XYZ Group, I have planned 
exceptional events ranging in size from 20-100 guests with creative themes and excellent 
attendance. 

• SOCIAL MEDIA: As the Social Media Chair for (Company, Student Group or Volunteer 
Experience) I worked to create brand awareness by updating social media sites, 
including… 

• WEBSITE DESIGN: In my Introduction to Java course, I worked with a team in 
creating a website for ABC Company to enhance its marketability.



I look forward to learning more about this opportunity and to a more in-depth discussion of  
how my experience can contribute to the success of  ABC Company. Please contact me at 
imaintern@gmail.com or at 555-555-5555 to further discuss the position and my 
qualifications. Thank you for your consideration and I look forward to hearing from you. 

Sincerely,

Ivan Goodlow

What else would you add to your cover letter?



• Make sure it is easily seen!
• Keep it brief (1 page)
• Include all relevant information requested
• Address it to a named individual
• Avoid negativity
• Tell why you are the best fit for the job
• Proofread!
• INCLUDE it... especially when emailing your resume

Cover Letter Do's



Cover Letter Don'ts
• Write your whole life story
• Waste the first paragraph
• Use the same cover letter each time
• Use cliche or wordy phrases
• Rehash your resume
• Use a boring closing statement
• Forget to sign it
• Depend upon the employer to take action...explain 

how you will follow up!





Need More Help?

• Schedule an appointment with a career 
advisor: 470.578.6555

• Walk-In during office hours
• Find the Personal Branding Guide and 
other resources on our website 
(careers.kennesaw.edu)



Amanda Long
Associate Director of Campus & Employer Engagement

Department of Career Planning & Development
along54@kennesaw.edu


