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Mini Computer Guide

Keyboard Shortcuts - Usually the same on all computers... Macs have slight differences

Windows  Mac OS Linux Action

Ctrl + A ¥k +A Ctrl + A Select all content

Ctrl + B ¥ +B Ctrl + B Bold selected text

Ctrl+C ¥+C Ctrl + C | Copy file or selected content

Ctrl + 1 3 +1 Ctrl + 1 Italicize selected text

Ctrl+ P ¥ +P Ctrl + P Print document

Ctrl+ S ¥ +S Ctrl+S  Save current page or work

Ctrl+ U 3} +1 Ctrl + U  Underline

Ctrl +V ¥ +V Ctrl +V  Paste file or content

Ctrl + X ¥+ X Ctrl + X Cut file or content

Ctrl+Y Shift+ #& +Y  Ctrl+Y Redo, If you did an undo

Ctrl+Z ¥} +Z Ctrl+ Z  Undo last action, can be done many times
Alt + Tab 3 + Tab Alt + Tab  Shuffle through open programs

Tab Tab Tab Use Tab as a quick way to move around forms

Shift + F3 -+ 3 +C  Shift + F3 | Change selected text to all capital letters, first letter capital or all
lowercase.

Email Warnings

1. Beware of SCAMS. Advice on Scams: Scambusters http://www.scambusters.com/ gives information about
how to avoid becoming a victim of identity theft, or of frauds such as pyramid selling, or money laundering
scams. The Office of Fair Trading describes SCAMS as:

Scheming Crafty Aggressive Malicious

Their advice is that "If it looks too good to be true it probably is!"

1. Nigerian "419" email fraud: These are emails from Africa offering to share huge sums of money with you if you let
them use your bank to help them get their money out of the country. They ask for your bank account details and
an administration fee. But it's a scam. If you comply and pay a small administration fee, then there'll be some
complication and more money will be requested - again and again. The big money for you will never
materialize. At worst you might get an invite to Africa where being held for ransom is a further threat.

2. Lotteries and Prize Draws: You may get emails saying you are a winner in an overseas lottery or prize draw and
asking for your bank account details so that the cash can be transferred. You may also be asked to send money in
order to claim your prize. These are scams.

3. Phishing: Many Internet fraudsters use a technique called "phishing" - sending out hoax emails, which look like
they have come from your Bank or other online account such as Ebay Paypal. These often say that there has
been a problem with unauthorized access to your account, or that you need to reconfirm your details for security
reasons. Links in the email would take you to a page that could look like it belongs to your bank, where you will be
asked to enter your passwords and personal information. If you followed these instructions and entered your
details you would be enabling the fraudsters to access your accounts. It might be safer to use a search engine to
find the web site of your bank than a link in an unverifiable email.

For more Fair Shake computer guides, tutorials and short-cuts visit our New To Computers page at:
www.fairshake.net/new-to-computers
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New — Create a new document like a blank sheet
of paper.

Open — Open a saved project - something you
already worked on.

Save — Save your progress on this project. We
recommend you often save.

@ New

Common style type — You can set common
style types that you like and then add them to
any selected text by choosing them from the
drop down menu. Default/Normal would be
common paragraph formatting while Heading1
or Heading2 might introduce sections or
important paragraphs as their titles.

New / Write — This is the buttqn youuse to stgrt |_aal [-] Font — Fonts change the way your letters look.
J Write 8 NEW message. When you arrive in your emeyl There are hundreds of fonts, most people
youarein the reading portion, use t.h's button if choose from one of the fonts displayed in these
you would like to create a new email. icons because they are professional and are
=l  Print — Start printing your document on the default easy to read.
_ prllnter. ] ] ) 12]-] Text Size — By selecting text and choosing a
=)  Print Preview — View what your document will number within this list you can make your text
look like on paper and also view more printing larger or smaller.
options.
. = Left Alignment — Pushes all your lines of text
& Cut — Remove selected object or text from the =" asleft as they will go.
document and keep it ready to paste somewhere. = Center Alignment — Puts the text within a line
Copy — Copy selected object or text and keep it — in the absolute middle.
ready to paste somewhere. _ = Right Alignment — Pushes all your lines of text
Paste — Paste the most recent cut or copied ~  as right as they will go.
object/text. . o . _ = Justified Alignment — Spaces all the words
& Copy Formatting —Highlight object or textwitha | == yiithin a line to fill the whole line.
desired format and click this button, then highlight
some other object or text you want the format = Numbered List — Start a list or turn selected
copied to. = text into a list. When you press the enter / return
. ) ) key a number will appear in front of the next list
l) Undo — Undo the previous action. This can item.
usually be done a'few tlm'es. ) : Bulleted List — Start a list or turn selected text
(* Redo - Redo action previously undone. Thiscan | = into a list. When you press the enter/return key
?e ?one as many times as you used the Undo a number will appear in front of the next list item.
eature.
. ) B Bold - Use the style Bold
L_a,\ Insert Hyperlink —Add a link to your document Italics — Use the stvle Jtalics
that will open in an internet browser. Be ready I . y .
&= with the address (http://www.address.com), U Underline — Use the style Underline
) highlight what you want to link and press the You can combine any or all of these styles.
S putton. Insert the link and clickok orapply. -
4= Decrease Indent — Pull selected paragraph to
v First Line Indent — Location to indent the first the left.
line within a paragraph. F= Increase Indent — Push selected paragraph to
ol Hanging Indent — Location to indent all lines the right.
within a paragraph after the first line while leaving
the first line unaffected. & v Text Color — Change the color of selected text
(in color) or text you are about to type.
errors. If there is more than one button then you (in color) the selected text or text you are about to type.
can use the second one to turn on / off the red
line under misspelled words. /2 Find / Search - Use key words from within the
. . subject or body of an email to find emails within
0 Attatﬁh Z"es - Scz[menrtr:ets Yolu Wa”.ttrt]‘) send % your folders quickly. When you search you will
another document or pnoto along with your et a list of emails that all contain the word(s
message. Do this by clicking the attachment 8ou entered. )
button and finding the file/image.
. : : &  Add Photo / Image - Add an image to your
1=~ Line Spacing - Increase or decrease the amount message. Click the button and then locate your

of space between lines.

image.



Your Name
Milwaukee, WI
Your email “ EXAMPLE of a
111-222-3333 »

Letter of Explanation

Re: Letter of Explanation

Insert Date Here.

Dear Sir or Madam,

The things | value most are honesty, integrity and directness. Therefore, in anticipation of the criminal
background check, you will find that in October of 2006 | was convicted of the offense of Armed
Robbery - Use of Force. | served 24 months in prison for my crime. Upon release in 2008, |
unfortunately, returned to the same negative influences and the same circle of negative associations
and as a result, | re-offended in 2009. The charge was again, Armed Robbery this time as a Party to
a Crime. | know that what | did was wrong. It was a result of poor decision making on my part and it
hurt a lot of people. I've learned a great lesson and won't repeat those past mistakes.

While incarcerated, | completed my HSED through the Warren Young School. In addition, after a

period of careful self-examination, | began working on ME. | successfully completed coursework in
Walking the Line - the Vow to Succeed Program, Cognitive Intervention Phases | and I, and
Re-Entry bridge to Success programs. | then continued my education, gaining certifications in

Telecommunications Technologies as a Network Cabling Specialist in Copper Based Systems.

Since my release | have done some full time work as laborer in a tannery and volunteered my time at

~ my 11 year old son's school. However, | am looking forward to getting back to work full-time in the
field of Telecommunications as an installer so | may further demonstrate the changes in my life and
be a responsible member of society.

| can understand why you may be hesitant to hire someone with my background. However, | am
eligible for The Fidelity Bonding Program which can insure you for up to $25,000 against any act
of dishonesty on my part. Additionally, when you hire me, you will be eligible for Work Opportunity
Tax Credits to save you up to $9,000 this year. | will be happy to provide you more information
about those programs during our interview. Lastly, | recently successfully completed the Pipeline to
Employment Training Program for Former Offenders sponsored by the State of Wisconsin
Department of Workforce Development and | can provide a letter of recommendation from them at
your request.

I am eager to pursue this or other opportunities with your company because | am confident my
skills and experiences will dovetail with the needs of your business.

Thank you for your time and consideration.
Sincerely,
Your name here

Created by Maurice Sprewer Employment & Training Specialist / Reentry Coordinator
DWD / Job Service 4201 N. 27" Street Suite 602 Milwaukee, Wi 53216

www.fairshake.net Sample of a Letter of Explanation
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Employment - Employment Services

3328 Ave B

Fort Worth, TX 76105

682-365-7569

Reaching Out Ministry is a faith base ministry and
will provide the following as an immediate need to
ex-offenders when they are released, job
placement leads, personal hygiene's and clothing.

Employment - Employment Services
5650 Alliance Gateway Freeway

Ft Worth, TX, 76177

817-581-0091

817-581-0511
http://www.coworxstaffing.com/

Free - Free Stuff

Free stuff in your city. Please visit the website,
look at the middle column once you're there, and
under the FOR SALE header you will see a little link
that says FREE. Follow that link and see all of the
free stuff listed in your city! It is constantly being
updated, so check back often.

http://craigslist.org

Employment - Employment Services

5201 N. Beach Street, Suite 141

Fort Worth TX 76137

Phone: 682-647-1106
http://www.selectstaffing.com/SelectStaffing/main.
cfm?nivil=1

Employment - Employment Services
4801 Mercantile Drive

Ft Worth, TX, 76137

817-581-0091

817-581-0511
http://www.coworxstaffing.com/

Reentry Resource - Reentry Coalition
Cornerstone Assistance Network

3500 Noble Avenue

Fort Worth, TX 76111

817-632-6000

Partnering for a long-range strategy aimed at
breaking the devastating cycle of criminal
recidivism in tangible ways.

We meet the third Friday of each month, from 9:30
to 11:00

http://www.tcreentry.org/


http://www.coworxstaffing.com/
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Interview Tips

Before you head to your interview, ask yourself these questions:

Do you really want this job?

Are you qualified for the job?

Do you believe you can get the job?

What attitude and information must you deliver to the employer to get the job?

Are you ready for your interview?

If you decide you really want to get this job, consider these tips:

1.

Keep your answers short yet full of information, unless you are asked to clarify. Try to put yourself in
the interviewer’s shoes; asking the same questions of many applicants! Fine tune your answers to
the Sample Interview Questions and bring your authenticity and vitality to the interview.

Determine what your key strengths and assets are. Be sure to state them confidently a couple of
times throughout the interview.

Prepare for a variety of interview questions. Consider the challenges you have overcome, the
difficult interpersonal situations that you resolved with others, and several success stories.

Describe specific situations and accomplishments. Generalities fail to show the interviewer your
strengths and assets and how they can benefit the company and the position that is available.

Put yourself on their team. Show how you fit in with the existing work environment and company
culture. During the interview, align your language with the language of the team.

Observe your non-verbal communication. Are you saying what you mean to say? Practice
answering some of the Sample Interview Questions in front of a mirror to see if your eyes and your
gestures agree with your words.

Ask questions. Is this where you want to work? Find out what you need to know to accept the job.
Also, the interviewer will see that you are taking interest in the company and work environment.
That is an important quality in a team player.

Be sure to talk WITH the interviewer and not AT the interviewer. Interviews are stressful enough for
both parties. Keep it human.

Research the company. Is it a right fit for you? Can you get behind the mission of the company?
How much can you know about the work and the work environment before the interview?

10. Apply for jobs that you are skilled for and that you can appreciate...even if only as a stepping stone

to your next job. If you truly want the job, you must be able to compete successfully with your
competition. Authenticity shines through your words and your non-verbal communication.

www.fairshake.net "Interview Tips" from the Fair Shake Reentry Packet
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Resume Guide

A good resume will open the door for an interview. But do you need a resume? Some employers prefer a
resume and others require an application form. That depends on the kind of job you’re applying for.

RESUME REQUIRED

* Professional, technical, administrative and managerial jobs.
* Sales positions.

* Secretarial, clerical, and other office jobs.

RESUME SOMETIMES REQUIRED
Professional positions: Baker, Hotel Clerk, Electrician, Drafter, Welder

RESUME NOT REQUIRED
Unskilled, quick turnover jobs: Fast Food Server, Laborers, Machine Loader, Cannery Worker

The Rockport Institute has generously donated the resume guide below. It is a shortened version of
their full resume guide How to Write a Masterpiece of a Resume which can be found here:

http://www.rockportinstitute.com/resumes

WRITE A RESUME THAT GENERATES RESULTS

Before you begin, ask yourself: Why do you have a resume in the first place? What is it supposed to do for
you? How can you differentiate yourself from hundreds of other applicants with qualified resumes? The
prospective employer has the overwhelming task of looking over many resumes to find the special person
that is right for the position and a great fit for the culture of the company. You are facing a great deal of
competition.

The resume is a tool with one specific purpose: to win an interview. If it doesn't, it isn't an effective resume.
A resume is an advertisement; nothing more, nothing less. A great resume doesn't just tell them what you
have done but makes the same assertion that all good ads do: If you buy this product, you will get these

specific, direct benefits. It presents you in the best light. It convinces the employer that you have what it
takes to be successful in this new position or career.

Other reasons to have a resume:

« To pass the employer's screening process (requisite educational level, number years' experience,
etc.), to give basic facts which might favorably influence the employer

« To establish yourself as a professional person with high standards and excellent writing skills, based
on the fact that your resume is so well done (clear, well-organized, well-written, well-designed, of the
highest professional grades of printing and paper).

« To use as a covering piece or addendum to another form of job application

« To put in an employer's personnel files. (which they may check out later for other openings)

« To help you clarify your direction, qualifications, and strengths, boost your confidence, or to start the
process of committing to a job or career change.

www.fairshake.net "Resume Guide" from the Fair Shake Reentry Packet
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It is a mistake to think of your resume as your work history, a personal statement or some sort of self

expression. Sure, most of the content of any resume is focused on your job history. But write from the
intention to create interest, to persuade the employer to call you. If you write with that goal, your final

product will be very different than if you write it just to catalog your job history.

Most resumes are quickly scanned, rather than read. Ten to twenty seconds is all the time you have to
persuade a prospective employer to read further and the decision to interview a candidate is usually based
on an overall first impression of the resume, a quick screening that so impresses the reader and convinces
them of the candidate's qualifications that an interview results. The top half of the first page of your resume
will either make you or break you. You hope it will have the same result as a well-written ad: to get the
reader to respond. You are selling a product in which you have a large personal investment: you.

The person who is doing the hiring often cares deeply how well the job will be done. You need to write your

resume to appeal directly to them. Ask yourself: What does the employer really want? What special abilities
would this person have? What would set a truly exceptional candidate apart from a merely good one? How

can | demonstrate that | am the perfect candidate? Put yourself in their shoes.

Loosen up your thinking enough so that you will be able to see some new connections between what you
have done and what the employer is looking for. You need not confine yourself to work-related
accomplishments! Use your entire life as evidence of your character, skills and talents. If Sunday school or
your former gang are the only places you have had a chance to demonstrate your special gifts for
leadership, fine. What are the talents you have to offer the prospective employer? A great resume has two
sections. In the first, you make assertions about your abilities, qualities and achievements. You write
powerful, but honest, advertising copy that makes the reader immediately perk up and realize that you are
someone special.

The second section, the evidence section, is where you back up your assertions with evidence that you
actually did what you said you did. This is where you list and describe the jobs you have held, your
education, etc. This is all the stuff you are obliged to include.

Most resumes are just the evidence section, with no assertions. The ‘juice’ is in the assertions section.
When a prospective employer finishes reading your resume, you want them to reach for the phone to invite
you in to interview. The resumes you have written in the past have probably been a gallant effort to inform
the reader. You don't want them informed. You want them interested and excited.

THE OBJECTIVE SECTION

Ideally, your resume should be pointed toward conveying why you are the perfect candidate for one specific
job or job title. Good advertising is directed toward a very specific target audience.

Targeting your resume requires that you be absolutely clear about your career direction—or at least that
you appear to be clear. You would be wise to use this time of change to design your future career so you
have a clear target that will meet your goals and be personally fulfilling. With a nonexistent, vague or overly
broad objective, the first statement you make to a prospective employer says you are not sure this is the job
for you.

Imagine the position of a software manufacturer looking at a sea of resumes. They all look so much alike
until they come across a resume in the pile that starts with the following: “OBJECTIVE - a software sales
position in an organization seeking an extraordinary record of generating new accounts, exceeding sales
targets and enthusiastic customer relations”. They are immediately interested! This first sentence conveys
some very important and powerful messages: “I want exactly the job you are offering. | am a superior
candidate because | recognize the qualities that are most important to you, and | have them. | want to make
a contribution to your company.” This works well because the employer is smart enough to know that

www.fairshake.net "Resume Guide" from the Fair Shake Reentry Packet
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someone who wants to do exactly what they are offering will be much more likely to succeed than someone
who doesn’t. And that person will probably be a lot more pleasant to work with as well.

Secondly, this candidate has done a good job of establishing why they are the perfect candidate in their first
sentence. They have thought about what qualities would make a candidate stand out. They have started
communicating that they are that person immediately. What's more, they are communicating from the point
of view of making a contribution to the employer.

Here’s how to write your objective. First of all, decide on a specific job title for your objective. Go back to
your list of answers to the question “How can | demonstrate that | am the perfect candidate?” What are the
two or three qualities, abilities or achievements that would make a candidate stand out as truly exceptional
for that specific job? Having an objective statement that really sizzles is highly effective. And it’'s simple to
do. One format is:

OBJECTIVE: An xxx position in an organization where yyy and zzz would be needed (or, in an organization
seeking yyy and zzz).

Xxx is the name of the position you are applying for. Yyy and zzz are the most compelling qualities, abilities
or achievements that will really make you stand out above the crowd of applicants.

If you are applying for several different positions, you should adapt your resume to each one. Have an
objective that is perfectly matched with the job you are applying for. Remember, you are writing advertising
copy, not your life story.

If you have a limited work history, you want the employer to immediately focus on where you are going,
rather than where you have been.

Examples of an Objective section:

OBJECTIVE: An entry-level position in the hospitality industry where a background in advertising and public
relations would be needed.

OBJECTIVE: A position teaching English as a second language where a special ability to motivate and
communicate effectively with students would be needed.

THE SUMMARY OF QUALIFICATIONS

The “Summary of Qualifications” consists of several concise statements that focus the reader’s attention on
the most important qualities, achievements and abilities you have to offer. Those qualities should be the
most compelling demonstrations of why they should hire you instead of the other candidates.

This may be the only section fully read by the employer, so it should be very strong and convincing. Include
professional characteristics (extremely energetic, a gift for solving complex problems in a fast-paced
environment, exceptional interpersonal skills, committed to excellence, etc.) helpful in winning the interview.

How should you write to write a Summary of Qualifications? Look for the qualities the employer will care

about most. Then look at what you wrote about why you are the perfect person to fill their need. Pick your
qualities that best demonstrate why they should hire you. Assemble it into your Summary section.

www.fairshake.net "Resume Guide" from the Fair Shake Reentry Packet
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The most common ingredients of a well-written Summary are as follows. Do not use all these ingredients in
one Summary - use the ones that highlight you best.

» A short phrase describing your profession
» Followed by a statement of broad or specialized expertise
» Followed by two or three additional statements related to any of the following:
o breadth or depth of skills
unique mix of skills
range of environments in which you have experience
a special or well-documented accomplishment
a history of awards, promotions, or superior performance commendations
« One or more professional or appropriate personal characteristics
» A sentence describing professional objective or interest.

(0]
0
(0]
(0]

Notice that the examples below show how to include your objective in the Summary section. If you are
making a career change, your Summary section should show how what you have done in the past prepares
you to do what you seek to do in the future.

A few examples of Summary sections:

« Highly motivated, creative and versatile real estate executive with seven years of experience in
development and construction. Especially skilled at building effective, productive working
relationships with clients and staff. Excellent management, negotiation and public relations skills.
Seeking a challenging management position in the real estate field that offers extensive contact with
the public.

» Health Care Professional experienced in management, program development and policy making in
the United States as well as in several developing countries. A talent for analyzing problems,
developing and simplifying procedures, and finding innovative solutions. Proven ability to motivate
and work effectively with persons from other cultures and all walks of life. Skilled in working within a
foreign environment with limited resources.

» Performing artist with a rich baritone voice and unusual range, specializing in classical, spiritual,
gospel and rap music. Featured soloist for two nationally televised events. Accomplished pianist.
Extensive performance experience includes television, concert tours and club acts. Available for
commercial recording and live performances.

SKILLS AND ACCOMPLISHMENTS

In this final part of the assertions section of your resume, you do exactly what you did in the previous
section, except that you go into more detail.

In the summary, you focused on your most special highlights. Now you tell the rest of the best of your story.
Let them know what results you produced, what happened as a result of your efforts, what you are
especially gifted or experienced at doing. Flesh out the most important highlights in your summary.

Here are a few ways you could structure your “Skills and Accomplishments” section:

SELECTED SKILLS AND ACCOMPLISHMENTS
+ Raised $1900 in 21 days in canvassing and advocacy on environmental, health and consumer
issues.
« Conducted legal research for four Assistant U.S. Attorneys, for the U.S. Attorney’s office
« Coordinated Board of Directors and Community Advisory Board of community mental health center.
Later commended as “the best thing that ever happened to that job.”

www.fairshake.net "Resume Guide" from the Fair Shake Reentry Packet
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FUNCTIONAL RESUME FORMAT

The functional resume highlights your major skills and accomplishments. It helps the reader see clearly
what you can do for them. It helps target the resume into a new direction by lifting up from all past jobs the
key skills and qualifications to help prove you will be successful. The functional resume is a must for career
changers and for those returning to the job market.

THE EVIDENCE SECTION - YOUR WORK HISTORY, EDUCATION, ETC.

Most resumes are not much more than a collection of "evidence," various facts about your past. By
evidence, we mean all the mandatory information you must include on your resume: work history with
descriptions, dates, education, affiliations, list of software mastered, etc. If you put this toward the top of
your resume, anyone reading it will feel like they are reading an income tax form.

EXPERIENCE

List jobs in reverse chronological order. Don't go into detail on the jobs early in your career; focus on the
most recent and/or relevant jobs. (Summarize a number of the earliest jobs in one line or very short
paragraph, Put dates in italics at the end of the job; don't include months, unless the job was held less than
a year. Include military service, internships, and major volunteer roles if desired! Because the section is
labeled "Experience." it does not need to mean that you were paid.

EDUCATION

List education in reverse chronological order, degrees or licenses first, followed by certificates and
advanced training. Set degrees apart so they are easily seen. Put in boldface whatever will be most
impressive. Don't include any details about college except your major and distinctions or awards you have
won.
« Do include advanced training, but be selective with the information.
« If you are working on an uncompleted degree, include the degree and afterwards, in parentheses,
the expected date of completion.
» If you didn't finish college, start with a phrase describing the field studied, then the school, then the
dates (the fact that there was no degree may be missed).

Other headings might be "Education and Training" or "Education and Licenses".

And then add your Awards, Civic and Community Recognition and Comments from Supervisors.

PERSONAL INTERESTS

Only list these if your personal interests indicate a skill or knowledge that is related to the goal, such as
photography for someone in public relations, or carpentry and wood-working for someone in construction
management. This section can create common ground in an interview.

REFERENCES

You may put "References available upon request" at the end of your resume, if you wish. This is a standard
close (centered at bottom in italics), but is not necessary. You can bring a separate sheet of references to
the interview, to be given to the employer upon request.

www.fairshake.net "Resume Guide" from the Fair Shake Reentry Packet
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A FEW GUIDELINES FOR A BETTER PRESENTATION

The resume is visually enticing, a work of art. Simple clean structure. Very easy to read.
Symmetrical. Balanced. Uncrowded. As much white space between sections of writing as possible; sections
of writing that are no longer than six lines, and shorter if possible.

There are absolutely no errors. No typographical errors. No spelling errors. No grammar, syntax, or
punctuation errors. No errors of fact.

All the basic, expected information is included. A resume must have the following key information:
your name, address, phone number, and your email address at the top of the first page, a listing of jobs
held, in reverse chronological order, educational degrees, in reverse chronological order.

Jobs listed include a title, the name of the firm, the city and state of the firm, and the years
employed. Jobs earlier in a career can be summarized and extra part-time jobs can be omitted. If no
educational degrees have been completed, it is still expected to include some mention of education
(professional study or training, partial study toward a degree, etc.) acquired after high school.

It is targeted. First you should get clear what your job goal is, what the ideal position would be. Then you
should figure out what key skills, areas of expertise or body of experience the employer will be looking for in
the candidate. Gear the resume structure and content around this target, proving these key qualifications.

Strengths are highlighted / weaknesses de-emphasized. Focus on whatever is strongest and most
impressive. Make careful and strategic choices as to how to organize, order, and convey your skills and
background.

Use power words. For every skill, accomplishment, or job described, use the most active impressive verb
you can think of (which is also accurate). Begin the sentence with this verb, except when you must vary the
sentence structure to avoid repetitious writing.

Show you are results-oriented. Wherever possible, prove that you have the desired qualifications
through clear strong statement of accomplishments

Writing is concise and to the point. Keep sentences as short and direct as possible.

Make it look great. Use a laser printer or an ink jet printer that produces high-quality results. A laser is
best because the ink won't run if it gets wet. It should look typeset. Use a standard conservative typeface
(font) in 11 or 12 point. Use off-white, ivory or bright white 8 1/2 x 11-inch paper, in the highest quality
affordable. Use absolutely clean paper without smudges, without staples and with a generous border.

Shorter is usually better. Your resume should be just long enough to keep the reader's interest, and
create psychological excitement that leads prospective employers to pick up the phone and call you.

Telephone number that will be answered. Be sure the phone number on the resume will, without
exception, be answered by a person or an answering machine Monday through Friday 8-5pm.

WHAT NOT TO PUT ON A RESUME
« The word "Resume" at the top of the resume
» Fluffy rambling "objective" statements
« Salary information
« Full addresses of former employers or names of supervisors
+ Reasons for leaving jobs
» References
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REENTRY RESOURCE CENTER 11
Cover Letter

Many employers today want to read a letter of introduction, or cover letter, when they review a resume. A
cover letter should tell the employer which position you are interested in, why you think you are qualified for
the position. Some information in your cover letter may also be on your resume; overlapping information
emphasizes skills and characteristics. Read your cover letter carefully, check for spelling, grammar, and
punctuation errors, then have another person proofread it one more time before you print it or press ‘send’.

January 5, 2012

Alex Wikstrom

Sun Dog Manufacturing
123 Swiggum St.
Westby, WI 54667

Dear Mr. Wikstrom:

| am interested in the Shipping Manager position advertised in the Westby Times this week. | believe |
would be a great fit for this position and welcome the opportunity to talk with you to find out more about
the job and your company.

Your Requirements:
» Computer literate; able to learn software programs
» Compare multiple shipping criteria
e Self-motivated
* Friendly; work well with others

My Qualifications:
» | am experienced in shipping with USPS, Fed Ex and UPS and their software programs.
» lunderstand that each shipper offers different services. | can learn what | need to know for the
safe delivery of products to the customer and the most cost-efficient route for the company.
* | enjoy my work and take pride in a job well done. | find this very motivating.
* |l encourage you to follow up on my references as | am sure you will see that | am a ‘team player’
and understand how to recognize company culture and enhance the work environment.

| enjoy playing an important role in enhancing a customers’ experience. | also enjoy balancing the
technical skills, physical skills and social skills that are required to do a great job in this position. | take
pride and ownership in my work and consider the perspective of the customer when packing an order.

My resume is attached for your review. I'm interested in talking with you and learning more about the
position and Sun Dog. | read the mission statement and feel | really can get behind it.

Thank you for your time and consideration. I’'m looking forward to hearing from you.

Sincerely,
Signature Here
Sue Kastensen

For more examples, check out Best Resume’s & Letters for Ex-Offenders by Wendy Enelow and
Ronald Krannich, or simply search for ‘cover letter examples’ in your favorite search engine.
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