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COVER LETTER GUIDELINES 
 

mailto:FirstName@provider.com


Date 
 
Contact Person's Courtesy Title (Dr., Ms., Mr.) and Last Name (Get it right; research it and double-check)  
Contact Person's Position or Title – Get it right; research it 
Company’s Name – Get it right; research it  
Company’s Street Address – Get it right; research it 
Company’s City, State ZIP Code (2-letter state and no comma between state and ZIP) 
 
Dear [Courtesy Title] [Contact Person’s Last Name]:  
 
First paragraph: State the position you are applying for.  If it has a position number, consider including a 
“RE: Position #12345” line above the “Dear” line.   Include: 

 How you heard about the job – if it’s a personal acquaintance, make sure that person was/is 
well-respected and in good standing before you include his/her name.  Include the Web site or 
other publication where you read the advertised position.  

 A general statement about why you are the perfect person for the job.  Choose something that 
you can provide additional, relevant detail about.  Consider those aspects of the job description 
that made you excited to apply.   

 Share your enthusiasm, excitement, and confidence! 
 
Second paragraph:   

 Mine the job description for duties, tasks, licenses, skills, education requirements, etc., that 
exactly match those you offer and explain how yours meet or exceed those they are seeking.   

 





mailto:FirstName@provider.com
http://www.miracosta.edu/careers


Summary of Qualifications:  Generally, a summary is a bulleted list that summarizes key skills you have 
developed through previous employment or education.  Include licenses and relevant certifications, if 
you have few.  If you have many licenses and/or certifications, you may create a section called 
“Licenses/Certifications.”  Again, it is not necessary to include both a Profile and a Summary.  Example: 

 Nursing graduate (ADN) with over 200 clinical hours of experience 

 Four years as an ACT in an acute care hospital 

 Experience providing compassionate care to diverse patient populations in a variety of settings 

 Outstanding leadership and collaboration skills:  consistently selected as team leader for FNA 

 Bilingual-English and Spanish, oral and written proficiency 
 
Certificates and Licenses: 
Provide the name and date you passed the State Board of Nursing Exam.  Example: NCLEX-RN, May 2014. 
Include other relevant certifications, such as CPR, ACLS, PALS, etc., and unique or specialized equipment.  
 
Education: 



http://www.cacareercafe.com/cool-connections/


RESUME TEMPLATE 

 
Your Name 
Address ● City, State Zip ● Phone ● Email 

 
Objective:  Position as Registered Nurse in ___________ (specific unit) at ________(hospital or organization) 
 
Summary of Qualifications 

Highlight this section and type 3-5 qualities or attributes that make you a good candidate for this job. 
Job Descriptions usually list desired qualifications.   

 (i.e.  # years experience in allied health field/health) 
 (i.e.  Bilingual-English and Spanish, fluent both written and oral) 

 
Education  

MiraCosta College, Oceanside, CA  
Type your degree/certificate, major, and the date you will complete your studies 
(Example: Associate of Science Degree: Registered Nursing) 

 Include Honors, Dean's List, Scholarships, Awards, Leadership, etc. 
 
Certificates and Licensure  
Exact name and date of State Board of Nursing Exam, for example:  NCLEX-RN 
Other relevant certifications, such as CPR, ACLS, PALS etc.  
 
Clinical Experience 

Tri-City Medical Center (or the hospital where you completed your clinical) 
Highlight the various wards/departments in which you worked 

 Use action words, list the skills you acquired.   
 
Pomerado Hospital (or another relevant site) 
Highlight the various wards/departments in which you worked in 

 Use action words, list the skills you acquired.   
 
Accomplishments 

Include memberships, professional organizations, leadership roles, conferences/seminars attended, 
professional accomplishments such as poster presentations, etc. 
 
Professional Experience 

(Reverse chronological order, most recent first, include jobs, volunteer experience, etc.) 
Job Title  Company Name    Dates Employed 

 Describe skills in one sentence using an action word. 
 
Job Title  Company Name    Dates Employed 

 Describe skills in one sentence using an action word. 
 
Job Title   Company Name    Dates Employed 

 Describe skills in one sentence using an action word 
 
 
 

 



ACTION WORDS 
 

Achieve  
Administer  
Advise  
Analyze  
Answer  
Apply  
Arrange  
Assemble  
Assess  
Assist  
Build  
Calculate  
Categorize  
Chart  
Classify  
Coach  
Code  
Collaborate  
Collect  
Communicate  
Compile  
Complete  
Compose  
Compound  
Compute  
Conduct  
Confer  
Conserve  
Consolidate  
Construct  
Consult  
Contact  
Contribute  
Control  
Coordinate  
Copy  
Correspond  
Counsel  
Create  
 

Define  
Delegate  
Deliver  
Demonstrate  
Design  
Determine  
Develop  
Devise  
Diagnose  
Direct  
Distribute  
Edit  
Eliminate  
Establish  
Estimate  
Evaluate  
Examine  
Expand  
Explain  
Formulate  
Gather  
Generate  
Guide  
Handle  
Help  
Identify  
Illustrate  
Implement  
Improve  
Increase  
Initiate  
Install  
Institute  
Instruct  
Interact  
Interpret  
Interview  
Invest  
Investigate  

Judge  
Lead  
Lecture  
Maintain  
Manage  
Measure  
Mediate  
Modify  
Monitor  
Motivate  
Negotiate  
Obtain  
Offer  
Operate  
Order  
Organize  
Outline  
Perform  
Persuade  
Plan  
Prepare  
Prescribe  
Present  
Process  
Produce  
Promote  
Protect  
Prove  
Provide  
Realize  
Receive 



SELF DESCRIPTIVE WORDS 
 
Active Dependable Imaginative Respectful 
Adaptable Determined Independent Self – Reliant 
aggressive Diplomatic Logical Sense of Humor 
alert Disciplined Loyal Sincere 
ambitious Discrete Objective Sophisticated 
analytical economical Optimistic Systematic 
assertive efficient Perceptive Talented 
attentive energetic Personable Will Travel 
broad-minded enterprising Positive Will Locate 
consistent enthusiastic Practical  
constructive fair Productive  
creative forceful Realistic  
  Resourceful  
 
 

ACCOMPLISHMENTS WORDS 
 

Achieved Increased Resolved (problems) 
Convinced Initiated Restored 
Customized Introduced Revitalized 
Expanded Reduced Spearheaded 
Improved Pioneered Strengthened 
  Transformed 



WORKPLACE COMPETENCIES 
 

The Conference Board, Corp



FOLLOW-UP LETTER GUIDELINES 
 
The purpose of a follow-up letter is to re-affirm your interest in the position and your confidence in your 
ability to successfully meet or exceed the position’s requirements.  Send a letter (or email) to each 
member of the panel.*  You may send the same content, unless you feel the need to address a question 
asked by a particular member (see Middle Paragraph, below).  If the decision time-line is tight, send an 
email instead of a letter.  Omit the Date and Interviewer’s Contact Information sections; begin at Dear. 
 
Date 
 
Interviewer’s Courtesy Title (Dr., Ms., Mr.) and Last Name (Get it right; research it and double-check)  
Interviewer’s Position or Title – Get it right; research it 
Facility’s/Company’s Name – Get it right; research it  
Facility’s/Company’s Street Address – Get it right; research it 
Facility’s/Company’s City, State ZIP Code (2-letter state and no comma between state and ZIP) 
 
Dear [Courtesy Title] [Contact Person’s Last Name]:  
 
First paragraph:  Thank the interviewers for taking time out of their busy schedules to talk with you 
about the [job title] position.  Express your confidence in your abilities to fulfill the duties of the position 
and your fit with the team.  Convey your excitement about a particular aspect of the interview process, 
perhaps meeting the team, touring the facility, or their excitement about a particular aspect of your 
qualifications.   
 
Middle paragraph:  Include a statement to personalize the letter so the reader remembers you more 
prominently than the other candidates interviewed.  You might describe one or more of your unique 
skills and/or an aspect of your educational program that the interviewers seemed particularly 
responsive to and excited about.  If you feel you need to clarify a response to an interview question or 
you stated in the interview that you would follow-up with additional information, do so, briefly, here. 
 
Final Paragraph:  Wrap up by expressing confidence in your ability to be successful in the [job title] 
position and a significant contributor to the success of the [unit or facility].  If given a decision deadline, 
state that you look forward to hearing from them by [decision deadline].  Include a statement that, 
should the interviewer have additional questions, they are welcome to contact you.  Thank the 
interviewer(s) again.   
 
Sincerely, 
 
Your Name 
Your Contact Information** 
 
*TIP:  Try to get a business card from each member of the interview panel or ask the Human Resources 
liaison for each of their names or write each of their names down and research the Web for the correct 
spelling and work email address. 
 
**If time allows you to send a letter, you may format your follow-up letter the same as your resume and 
cover letter for consistency.  If you send an email, include the information under your name. 

 
 
 
 
 
 



FOLLOW UP LETTER TEMPLATE 
 

Your Name 
Address ● City, State Zip ● Phone ● Email 

 
 
Date  
 
Interviewer's name 
Company name 
Address 
City, State, Zip 
 
 
Dear Interviewer's Last name: 
 
Thank you very much for taking time out of your busy day to talk with me about the [job title] position.  I 
enjoyed meeting you and the members of your department, and I am excited about the chance to work 
with such a great team. 
 
Add a statement about the interview.  Something that impressed you, or that you wish to clarify.   
 
A sample paragraph might include: Judging by our discussion earlier today, I believe that my 
qualifications are an excellent fit, particularly my describe your particular skills and abilities or 
educational program here.   The position is exactly what I'm looking for, and I'm confident that I can be a 
significant contributor to the success of [company or department name].  I sincerely hope you agree. 
 
Thanks again for interviewing me.  If you have questions or concerns, please feel free to contact me. I 
look forward to hearing from you again. 
 
Sincerely, 
 
Your Signature 
 
Your Name 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 



FACT SHEET GUIDELINES 
 

A fact sheet is a comprehensive listing of the information you are likely to be asked to provide on your 
employment application. 
Do not send your fact sheet to employers; it is for your use only.  You create a fact sheet to facilitate the 
timely and accurate completion of employment applications; which frequently request information you 
don’t include on your resume. 
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SAMPLE INTERVIEW QUESTIONS 
 

1. Tell us about yourself. 
2. Tell me about a conflict situation that you worked to resolve?  
3. Give me an example when you displayed an optimistic positive attitude in the face of 

“difficulty”?  
4. Describe your experiences in a situation where you had to rapidly change your priorities.  Where 



SCENARIOS 
 

Describe a situation in the past when you have worked without close supervision on a new or difficult 
task.  
 What was the nature of the work?  
 How did you go about completing the task?  
 Describe any help that you obtained during your work.  
 Would you have preferred more guidance with the work? Why or why not?  
 
 
Describe how you have maintained work records to track progress on a project or to track progress 
against goals.  
 What type of records did you maintain?  
 How often did you update your records?  
 How did you use the records?  
 
 
Sometimes people with varying viewpoints have to work together on an assignment. Have you ever 
encouraged such a group to work toward common objectives?  
 What different viewpoints were involved?  
 How did you motivate the group toward a common goal?  
 



QUESTIONS YOU MAY WANT TO ASK THE INTERVIEWER 
 

1. Why is this position open?  
2. How often has it been filled in the past five years? What were the main reasons?  
3. What would you like done differently by the next person who fills this position? 
4. What are some of the objectives you would like to see accomplished in this job?  
5. What is most pressing? What would you like to have done in the next 3 months?  
6. What are some of the long-term objectives you would like to see completed?  
7. What are some of the more difficult problems one would have to face in this position?  
8. How do you think these could best be handled?  
9. What type of support does this position receive in terms of people, finances, etc.?  
10. What freedom would I have in determining my own work objectives, deadlines, and 

methods of measurement?  
11. What advancement opportunities are available for the person who is successful in this 

position, and within what time frame?  
12. In what ways has this organization been most successful in terms of products and services 

over the years?  
13. What significant changes do you foresee in the near future?  
14. How is one evaluated in this position?  
15. What accounts for success within the company?  

 

 These questions are presented only as interviewing guidelines. They are meant to help  
      you prepare for the interview. Some questions may or may not be appropriate for your  
      interviewing situation. 

 

 By practicing your responses to some of these questions, hopefully you be not taken off  
      guard if asked one of them. Most importantly, relax, go with the flow, and before you 
      

xx�x�x�x


