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Ç  accommodating 
Ç accurate
Ç adaptable 
Ç adventurous 
Ç ambitious 
Ç analytical 
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• Helping raise a certain dollar amount or increasing 
membership for an organization

• If you (or the organization) wins an award while you 
are involved with them

• Are you responsible for sensitive data? 
• Do you help with projects integral to the mission of 

the organization?
• Have you found more efficient ways of doing things?
• Do you have any particular quotas or sales goals that 

you have to meet?
• If you work on events, how many people attend on a 

regular basis? 
• Do those events need sponsors that you are in charge 

of bringing in?
• If you work on a company’s or RSO’s website/twitter/

Facebook/etc, how many visitors/followers/fans do 
they have? How many did they have when you began?
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RÉSUMÉ MINIMUM REQUIREMENTS

SUMMARY/HIGHLIGHTS OF QUALIFICATIONS 
Summarize in 3-5 bullets, the skills and personal traits you possess and that 
mirror the job description to best communicate area fit for the position/company. 
An objective is NOT recommended as it is outdated. However, if specifically 
requested, state specific job title seeking skills offered. 

EDUCATION 
University; City, ST | Degree, Major; Date of Graduation   
•  GPA: 4.0 Overall GPA is assumed 
•  Add Major GPA if higher and label as such 

APPLICABLE COURSEWORK (Optional Section)
Only list courses that fill a gap in résumé or otherwise illustrate acquired 
knowledge that has not been demonstrated through your experience section - if 
listing more than three, use columns 

EXPERIENCE 
Employer; City, ST | Job Title; Dates of Employment 
•  List experiences present to past 
•  Include applicable volunteer experiences, internships, co-ops, part and 
 full tiuce 
b7t
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CHRONOLOGICAL RÉSUMÉ SAMPLE

CHRONOLOGICAL RÉSUMÉ

123 College Street | Murray, KY 42071
chronological@murraystate.edu | 270-123-0000 | linkedin.com/in/chronorésumé

SUMMARY OF QUALIFICATIONS
•  Energetic college graduate seeking Public Relations Assistant Director position
•  Innovative thinker with strong creative problem solving and analytical skills
•  Strong communicator (verbal and written), experienced in technical writing, blogging and presenting
•  Technologically savvy, proficient in using social media marketing strategies

EDUCATION
Murray State University (MSU); Murray, KY | BA, Public Relations; May 20XX
•  GPA: 3.5/4.0

EXPERIENCE
MSU Career Services; Murray, KY | Social Media Intern; January 20XX - Present
•  Create and schedule Facebook, Twitter and Instagram posts, increasing links back to website 65%
•  Collaborate with supervisor to develop Facebook ad
•  Develop social media standards for organization

Social Sorority; Murray, KY| President; March 20XX - Present
•  Direct 10-member executive council to achieve chapter/national goals
•  Assess ideas and make recommendations for implementation
•  Served as liaison to 225-member organization and national organization

VP of Marketing; March 20XX - February 20XX
•  Created, implemented and maintained social media and website
•  Managed print and promotional item de2cY-m203 m\tgAX
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• Focusing on whole story instead of relevant part
• Using qualifiers: “I feel” / “I believe”
• Not sharing follow-up plan
• Starting every sentence with “I” or “my.”

The reader should reach the end of your letter thinking, “This 
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EXECUTIVE STYLE COVER LETTER SAMPLE

EXECUTIVE SUMMARY STYLE LETTER
1234 Racer Rd | Murray, KY 42071

270.123.1234 | summary@murraystate.edu

January 24, 20xx

Mr. U. R. Employer
Director, Personnel Department 
We Are Successful
123 12th Street 
Murray, KY 42071

Dear Mr. Employer:

I am writing to apply for the Public Relations Coordinator position posted on the 
wearesuccessfuljobs.com site. Not only do I have a degree in public relations from 
Murray State University, but I have two years of experience using social media for 
outreach purposes. In addition, I demonstrate the required and desired qualifica-
tions in the following ways:

Thank you for your time and consideration. I will contact you next week to con-
firm receipt of my application and discuss the possibility of meeting.

Sincerely,

Executive Summary Letter

Design header like résumé or follow
business letter format, typing name and
address in block format
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