[image: image1.jpg]m Health

School of Nursing




RESUME & COVER LETTER

WRITING GUIDE


Office of Admissions & Student Affairs

SON/SHP Building, Room 2.208

Office 409.772.8271  Fax 409.772.8211  nursing.utmb.edu

Resume & Cover Letter Writing Guide
UTMB School Of Nursing

Introduction

A human resources assistant at the hospital for which you would like to work has begun to check her email. She’s received 100 this afternoon, all with resumes attached. Forty of the resumes are for the same nursing position for which you have applied. She’ll also have to collect those in the mail and fax machine—close to 150 in all.

She is the first to review the resumes. Her job is to scan each one in a computerized database. She’ll then query the database based on specific key words identified by the nursing supervisor.

Those resumes that meet the requirements will be forwarded to the human resources manager for further review. Those who submitted resumes that don’t meet the criteria will get a polite rejection letter—or hear nothing at all.

In other hospitals that do not use a database, a staff person will visually scan each resume to see if minimum qualifications are met. On average, he’ll spend 10-20 seconds screening each one. In these organizations, your employment future depends on a favorable first impression from an overworked human resources staff member.

Which pile will your resume end up in after a 10-20 second review? Yes? No? Maybe?

These scenarios are not unlikely. If your resume doesn’t capture the immediate attention of the person or computer screening it, you may not be interviewed for the position--even if you have the required experience. Fortunately, there are steps you can take to increase the likelihood that your resume will get a second look. The purpose of this guide is to help you create a resume that keeps you in the running. That is, it motivates a potential employer to call you in for an interview.

What Is a Resume?

A marketing tool that sells YOU not a listing of education and jobs

· It must convince potential employers to learn more about you
· They must believe that you have the skills to be a successful nurse
· A winning resume generates a positive message about your experience and doesn’t raise questions or confuse the reader
Your resume must describe what you can do. Have you treated critically ill patients? Can you demonstrate that you can work well under increasing pressure? Have you developed new health programs? The hiring manager has to see how your previous accomplishments are relevant to her needs. If she sees a link, chances are you will be called in for an interview.

Preparing to Write Your Resume

· Work up a spreadsheet with all your Educational, Clinical, Professional & Volunteer
Experience with Dates and bullets of your responsibilities and skills used

· Plan on taking 2 hours to get a draft done and then let it sit for a few days and edit it
· Let an objective person read over the job to which you are applying and then give you feedback on your resume
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Recommended Style: Targeted Reverse Chronological

Although there are many types of resumes, this guide will focus on targeted, reverse chronological resumes as they best communicate an individual’s skills and accomplishments. Provide an overview of your background and outlines specific accomplishments and experiences.

Remember, the person reading your resume has a problem. Your job is to demonstrate that you have the requisite skills to meet their needs. A targeted, reverse chronological resume is the best way to achieve this objective.

After you have completed a basic resume, develop resumes that are individually targeted to the positions you are seeking. Be sure your resume reflects back specific job description philosophy & duties. It is far more effective to spend the extra time to do this than to have a resume that is too broad and vague. We recommend that you develop a template and adapt it according to the positions for which you are applying.

Formatting Your Resume

· Avoid using templates – they can be difficult to alter
· Choose a basic readable Font – Calibri or Arial are good choices
· 16 pt max for titles, 10-12 pt for text
· Avoid all caps. Instead you can use a bold font. Consider carefully what you want to stand out
· Keep margins at 1” on all sides
· Include Month, Year for dates and right justify
· Be sure verb tense is accurate and consistent
· Be sure your name is at the top of each page
· One to two pages are an acceptable length for your resume
A resume includes…

Caption:

· Your name, telephone number and personal email address. Re: email address – have it be similar to your name and avoid numbers which are too easily misread (Example first name-last name@gmail.com)
· List your physical address if you are applying nearby, otherwise it can be a deterrent
· Usually centered at the top of the page. Type your name in boldface at 13-14 font size
· Be sure your name is at the top each page
Caption Example

Mary Smith

409 555-1234
Mary-Smith@gmail.com
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Summary Statement vs. Objective Statement:

Today’s trend is to summarize yourself to be market yourself to a potential employer versus using an objective stating what you want. Referencing the job description may help with this.

Brainstorm on adjectives that describe you – high energy, calm, detail oriented, organized, and compassionate, etc.

Summary Example

Compassionate patient centered graduate nurse eager to work with multidisciplinary staff to utilize my interpersonal skills and critical thinking skills to provide safe, quality care, and comfort for patients and their families

Versus an Objective Example

Challenging RN position in pediatric critical care unit where I can grow professionally and help others

Qualifications Summary:

A qualifications summary has become very common. In 3-5 bullets it describes broad skills and highlights how they relate to the position you are seeking. It is a teaser that encourages the reader to learn more about you by reading the rest of your resume. (Recent nursing graduates may choose not to include a qualifications summary. It may appear redundant if your qualification summary repeats the experience included in your education and professional experience sections.)

It should be brief and focused, and incorporate phrases that pique the reader’s attention

· Summarize your abilities in 3-5 categories or functional skill sets

· Include only the skills you wish to emphasize for the position job description

· Write as a broad overview. Specific examples that demonstrate your abilities should be outlined in the Professional Experience section of your resume

· Include key words (usually nouns) that can be incorporated in a search

Qualifications Summary Example

· Nursing experience including clinical rotations in episodic are, maternal and newborn, pediatrics, medical/surgical, psychiatric, community health
· Extensive experience with children and adolescents as Child Life inter and Student Athletic Trainer
· Managerial experience including small business ownership specializing in security and customer service
Headings:

Following the qualifications summary, headings define information sections that describe your unique skills and experience. Headings may include: All headings should stand out on the resume and be consistent, using same typeface, boldness or capitalization.

Education and Certifications

Clinical Experience

Professional Experience

Volunteer/Community Experience

Awards and Honor, Professional Organizations, etc
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Education and Certifications

· Education should be your first heading if you’re a recent grad or will be graduating soon, or if you are changing careers and your education is directly related to the position you are seeking
· Include undergraduate GPA if above 3.2 and graduate GPA if above 3.75
Education and Certifications Example

	University of Texas Medical Branch, Galveston, Texas
	December 2012

	Bachelor of Science of Nursing – GPA: 3.7/4.0
	

	Baylor University, Waco, Texas
	May 2004

	Bachelor of Business Administration
	

	Major: Management Information System; Minor: Spanish
	

	Certifications
	

	NCLEX Exam Date: January 14, 2013
	

	Advanced Cardiac Life Support (ACLS)
	

	National Nurse Emergency Preparedness Initiative (NNEPTI) Certification
	


Clinical Experience

If you have been in clinicals as part of your education it’s very important to have this section. Organize them in one of two ways: by Hospital or by Department (Med-Surg, Pedi, NICU, etc)

Beware of only listing your clinical locations since this tells the resume reviewer very little.

Bulleted Statements: Well-written bulleted statements are a critical component of the professional experience section of your resume. They tell the reader what you have accomplished. When writing these statements, remember to:

· Begin with action words (see list at end of Guide) and be consistent with verb tense
· Terms like “responsible for” or “participated in” do not strengthen your resume
· Emphasize skills/experience, type of patients, tasks completed
· Include both nursing skills and customer service skills
· Continually ask yourself, “Is this relevant to the position for which I would like to be hired?”
“Are the skills stated, transferable to a nursing position?”

· Do not use the pronoun I in a bullet – it’s inferred
· Keep bulleted statements short and use them rather than complete sentence
· Avoid using periods with bullets
Clinical Experience Example

UTMB School of Nursing, Nursing Student
Galveston, TX, Jan. 2012 – Dec. 2012

· The Methodist Hospital (Neuro Med-Surg, Telemetry)
o Reinforced education for patients for procedures and upon discharge from the hospital under supervision o Alerted nursing staff immediately to changes in patient level of consciousness and orientation. Reoriented

confused patients to help reduce their anxiety and confusion

o Provided Spanish to English translation for patient and doctor during a physical assessment

· Memorial Hermann Main (Labor and Delivery)
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