
7. Resumes, Cover letters and Job Application Forms 

Purpose of the Brochure: 
Brochure G is designed to help the reader to compose effective resumes, cover letters and prepare to com­

plete job application forms accurately and adequately. 

Group Objectives: 
• to learn how to compose an effective resume 
• to learn how to compose good cover letters 
• to prepare to complete job application forms properly 

Suggested Activities: 
NOTE: If your group is convened to help partici­
pants actively pursue employment, the following 
exercises wiJ.] be helpful. However, if your partici­

pants are not actively pursuing employment, you 
may wish to frame these activities as "practicing", 
or condUCt a more discussion-oriented session. 

• Have participants look at three sample resumes. 
Encourage them to pUt themselves in the position 
of the employer. Which one catches their interest 
and why? Invite participants to say what they fmd 
appealing / off-putting about each resume. 

• If the group is small, each person might present a 
dran of her/his resume to the group. If you do 
this, focus on how to make it better, not on criti­

cism of the previous version. Participants may use 
resumes they already have. Some participants may 

prefer to start from scratch. 

• Practice writing cover letters using real examples
 
from participants' job searches when possible.
 

• Practice reading job ads and postings . What does 
each ad tell the reader about what the employer is 

I looking for? Practice writing cover letters that are 
geared specifically to particular ads. 

• Work with each person to write a general cover 
letter that could be used for any job. 

Suggested Discussion Questions: 
• Are you worried about gaps in your work histOry, 

and how that will look on your resume? \XThat 
Strategies from the brochure might be useful for 

you? 

• Do you have any non-job experiences or skills 
that could be used to address a work histOry gap? 

Allow the group to help each participant brain­
stOrm ways of listing such experiences and skills. 

• \XThat job application questions are uncomfortable 
for you? How might you deal with those ques­
tions if they come up? 

• \XThat are some legal and illegal things that are 
sometimes asked on job application forms? \XThat 
strategies might you use to deal with such ques­
tions. Some strategies may be found on page D. 
Read this tOgether, and use as a launching POlDt 
for discussion. 


