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THRIVE

THE RESUME

• Purpose

• What to include / not to include

• Honesty is Still the Best Policy

• Style, length, format, consistency

• Overachiever or Underachiever

•



THRIVE

RESUME
Headings

• Contact information

• Objective / Summary

• Education

• Experience

• Skills

• Honors, Awards

• Activities

• References
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RESUME
Common Mistakes

• Inaccurate name of your school and/or major

• Typos

• Misuse of apostrophes, plurals, possessives

• Fonts – too fancy, inconsistent

• Few lines pushed to second page

• Crowded content / too much white space

• Long, wordy descriptions

• Too much detail / not enough detail
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THE RESUME
Sample Objectives

• Seeking internship for summer 2023 in the biology field to build on interest in the areas of biochemistry 
and ecology.

• Seeking part-time economics position that utilizes customer service and data analysis to inform decision 
making.

• Seeking journalism internship combining video production and web design skills.
• Aspiring Environmental Science student seeking experience to utilize ecosystem rehabilitation skills and 

expand knowledge of field.



THRIVE

THE RESUME

Action Verbs

https://www.islandthrive.com/_files/ugd/77c54e_40f60c9bc1cd45b9ba93ebbacd18f052.pdf


RESUME



REFERENCE PAGE



LinkedIn…



What is 
LinkedIn?

THRIVE

Professional networking site
• Employers post job vacancies
• Job seekers post qualifications
• Networking – connects professionals,

leads to more productivity & success
• Tool to stay current in field: 

People, Groups, Companies
• Online “resume” of accomplishments
• Privacy Options
• www.linkedin.com

http://www.linkedin.com/




Why Join 
LinkedIn?

THRIVE

• Job search tool
• Required by some 

employers
• Now more than ever –

stay with the times and 
technology



How to make a 
LinkedIn profile

• www.linkedin.com

• Picture

• Professional

• Smile

• Look directly at camera

• No selfies, hats, sunglasses

• Cover Photo

• Customize background photo – keep it simple

• At work

• Work space

• Your location

THRIVE



How to make a LinkedIn profile

• Headline

• Default is job title

• Catchy

• Key words

• Incorporate specialty/how you are unique

• Error free, grammatically correct

• Summary

• Well-written, 1st person

• What career interests you & what drives you

• Highlight accomplishments

• Who you helped and how

• Key words and phrases

• Email at end

THRIVE



How to make a LinkedIn profile

THRIVE

• Work Experience
• Who you are
• Who you helped – accomplishments - quantify
• Do not copy and paste from resume
• Key words - find them in job sections
• Company logo 

• Education
• Degree, dates, awards
• Omit HS if more than 5 years out & have college degree
• Other training, certifications
• Clubs/Activities



How to make a 
LinkedIn profile

THRIVE

• Volunteer
• Organization & Cause
• Your Role
• Accomplishments

• Skills & Endorsements
• Key words, specific skills
• Showcase your talents and strengths
• Can rearrange sections
• Others can “endorse"



How to make a 
LinkedIn profile

THRIVE

• Recommendations
• Leader, Supervisor, Professor
• OK to ask – polite to give in return

• Privacy
• Edit your public profile

• Customize your URL: “Edit URL” 
• Edit Visibility

• For those not signed in to LI
• Job Seeking Preferences

• Make sure settings are correct for you
• Profile rating by LinkedIn



Make it Great!

THRIVE

• Invest time – quality profile, no errors

• Custom URL

• Great Photo

• Headline – what sets you apart? 

• Summary – warm and welcoming

• Avoid overused buzzwords (creative, team player)

• Achievements

• Current job entry (job title you’re targeting)

• 50 connections

• Contact information

• Follow Groups, Companies, Colleges!



Interviewing…



THE INTERVIEW

• Purpose

• What to wear – still important!

• Technology check

• Confidence boost

• When to “arrive”

• “Waiting area”

• Demeanor/Body Language/Handshake

• Professionalism & Personality

• What will they ask and why?

• New times, new questions

• Be ready with your own questions

THRIVE

https://www.youtube.com/watch?v=aRQLU3IwNYs
https://www.ted.com/talks/amy_cuddy_your_body_language_shapes_who_you_are?language=en


THE INTERVIEW

• Sample Questions

THRIVE

https://www.islandthrive.com/_files/ugd/77c54e_394978d85dfa401ab93e9df4866e89fc.pdf
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Solid or 
conservatively 

patterned tie. No 
bright or flashy 

colors

Plain or capped 
Oxford shoes, 

rounded toe and 
closed lacing
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Hosiery at or near 
skin color
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AFTER THE INTERVIEW

Thank you



AFTER THE INTERVIEW
THANK YOU LETTER

• Purpose: spark interest, something to remember 
you, final impact

• Shows your personal self, makes you stand out 
from others

• Let them know you’re interested and committed

• Recap what was spoken about

• Short, sweet, simple

• Mention something that made impression on you

THRIVE
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AFTER THE INTERVIEW

• Contact info, business cards of all who interview +

• Individual, separate, personalized letters

• Handwritten note? Letter? Email?

• Sample Thank You Letter



AFTER AFTER 
THE INTERVIEW

• Thank anyone who may have connected you with the interviewer

• Follow up with interviewer if do not hear back within timeframe

THRIVE
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• Paper & Envelope

• Formatting & Consistency

• Handshake - Eye Contact – Genuine Smile

• Communication Style & Attitude

• CONFIDENCE not arrogance

• Professionalism & Personality

• Be Courteous to Everyone ☺

MINOR DETAILS, MAJOR IMPRESSIONS



Cover Letter…



THRIVE

THE COVER LETTER
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COVER LETTER

• Purpose – entice the employer to want to learn more about 
you and meet you (to get the interview!)

• Provides additional information on skills and experience

• Employers use it to screen applicants

• Opportunity to showcase writing skills & creativity

• Emphasizes qualifications a formatted resume cannot

• Address to specific person

• Less than 1 page

• Professional – Personalized – Proper business format

• Strong Opening, Body, Closing
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COVER LETTER
Strong Opening

• Job title

• How you heard about position

• Why the job excites you

• Why you are perfect for the position

• Show your personality and passion 
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COVER LETTER
Body

• PERSONALIZE!

• Highlight your skills & experiences in greater detail

• Match skills to job requirements (do not repeat 
word-for-word from job posting or resume)

• How your background relates to job requirements

• Include qualifications specified by the company

• Refer to resume 
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COVER LETTER
Closing

• What you would like

• What you bring to the table

• How to contact you

• Signature 



THRIVE

COVER LETTER
Sample



THRIVE

Create To-Do List with Timeline
• Select a planner (Paper? App? Calendar reminders?)
• Break down list into small, do-able steps
• Share your goals
Resume
• Sections only? Partial? 1st Draft?
LinkedIn - Create Account
• Start with a few sections
• Follow a few colleges/groups/companies/schools
• Start making connections
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• Keep taking care of yourself. You are #1!
• Breathe, stretch, meditate, exercise, rest, tap!
• SMILE!
• Perform Random Acts of Kindness



THRIVE
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