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RESUME WORKSHOPS 

& RESUME REVIEW 

 

To complete a resume, please follow these steps: 

 
¾ Attend a one-hour workshop or view the online resume workshop offered by the Career Center. The online 

workshop and schedule are posted at www.miracosta.edu/careers and in Building 4700 on the Oceanside 

campus (OC4700).   

 

¾ You may receive resume help from student Career Peers in the Career Studio during the hours listed on the 

workshop schedule at www.miracosta.edu/careers or you may use the computers in the Career Center lab in 

OC4700.   

 

¾ After attending or completing the resume workshop, please include ALL required information requested on 

the recommended template. To complete this step, you will have to do some research to be sure your 

information is current, dates are correct, and everything is spelled correctly. 

 

¾ Type all information using our recommended template. Templates are located on the Job and Internship 

Network (JAIN) and on the Career Center website www.miracosta.edu/careers. 

http://www.miracosta.edu/careers
http://www.miracosta.edu/careers
http://www.miracosta.edu/instruction/careerservices/jain.html
http://www.miracosta.edu/careers
http://www.miracosta.edu/careers


http://miracosta.edu/instruction/careerservices/downloads/KeyWordsforResumes.pdf
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RESUME TEMPLATE (continued) 

Your Name 
City, State (optional) y Phone y Email y LinkedIn 

 

If you use a 2nd page, always copy the contact information from your first page.  A half page of content is better 

than a full page, unless you have extensive education or experience in the field. If you can’t fill at least half the 

page on a two page resume, cut your material to one page. 

 

A few final tips 

 Before you check your resume against the checklist in this packet, watch this video and make notes on a 

print copy of your resume to take it from bland to WOW! 

 Some employers use applicant tracking software which searches for keywords, refer to the job description 

and include applicable keywords in your resume 

 Check your resume against the checklist in this packet (page 9-10) 

 Scrutinize your social media sites: make your settings private and remove inappropriate content 

 Select a font that is easy to read like Arial or Garamond, 11 or 12 point font size is best  

 Use a font size larger than 11-12, but smaller than your header for sections, such as Education, Experience, 

etc. You may choose to bold, italicize, or capitalize, but not all three  

 Select a larger font (16-18 points) for your Name in the Header; make it bold 

 Incorporate bullets, but do not over use them and do not use periods at the end of bulleted statements 

 Be consistent in tenses, punctuation, and dq
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https://www.youtube.com/watch?v=MOHVBMKY0JQ
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ACTION WORDS FOR RESUMES 
 

The word list is categorized into various skill areas 

� Action verbs give your resume power and direction 

� They present a 

https://cft.vanderbilt.edu/guides-sub-pages/blooms-taxonomy/
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COVER LETTER TEMPLATE 



 

8  

THANK YOU LETTER TEMPLATE 

Your Name 
Address (optional) ▪ City, State Zip ▪ Phone ▪ Email 

 

 

Date 

 

 
Contact Person's Name 

Contact Person's Position or Title 

Company's Name 

Company's Street Address 

Company's City, State, and ZIP Code 

 

 

Dear Mr./Ms. Contact Person's Last Name:  

 
1st paragraph:  Create a thank you statement and remind him/her of the job you are applying for. 

Example:  Thank you very much for taking time out of your busy day to talk with me about the Customer 

Service Representative 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. 

 

2nd paragraph:  Add a statement about the interview. Mention something that impressed you or that you wish to 

clarify.   

Example:  Judging by our discussion earlier today, I believe that my ability to consistently go above and beyond 

for customers is an excellent fit for your team, especially since you mentioned your company just received a 

prestigious award for “Outstanding Customer Service Skills.” I am confident that I can be a significant 

contributor to the success of [company or department name].  I sincerely hope you agree. 

 

3rd paragraph:  Final thank you. 



https://www.youtube.com/watch?v=MOHVBMKY0JQ
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DO YOU HAVE ANY SPECIFIC QUESTIONS OR CONCERNS ABOUT YOUR RESUME FOR 

THE REVIEWER? 

 

 

 

 

 

 

 
 

 

 

ADDITIONAL COMMENTS (FROM REVIEWER): 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
  Career Services Signature:   Date:      

  
  


