
In this activity, students will provide peer feedback on 
resume and cover letters, with a special focus on using 
the correct keywords, making a clear brand statement, 
and tailoring documents to a specifi c opportunity. 
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Tips for Standing Out

Every resume should match the role you are 
applying to. You might have three or more 
different resumes for the kinds of opportunities 
you are interested in. For example, if you’re a 
communications major, you might have one 
resume focused on social media roles, one 
focused on events, and one focused on public 
relations. Integrate key words from the specifi c 
job description into your resume to help you 
stand out. 

match  your  resume  to  the  role

4
According to a study released by online 
job-matching service TheLadders, recruiters 
spend an average of six seconds reviewing 
an individual resume. This makes it critical 
to use an information architecture that 
provides an easy, effi cient and productive 
reader experience.
Use white space and formatting techniques 
like bold, italics and underlines to create 
a visual logic—make it easy to zero in on 
specifi c information for busy readers.

3 format  for  quick  readers
3

Your brand is the sum total of what you have 
to offer an employer—a mix of experience, 
skills and personal interests/enthusiasm/
passion. What makes you a great candidate? 
It’s useful to write out a personal brand 
statement and let it guide how you write 
your resume.

1 Know  Your  Brand

“ My academic background in digital 
marketing and public relations, my 
skills in writing for social media, and my 
passion for connecting with new and 
diverse audiences make me an excellent 
candidate for this opportunity.” 

Here is a sample:

The bullets below your job title are called 
accomplishment statements. They describe 
your achievements. Sometimes students 
struggle with elegant self-promotion, but 
there is a handy formula you can use to 
articulate your accomplishments:

provide  evidence
2

+action
+problem/project result

“ Coordinated three fundraising events 
for local shelters [action/project], which 
raised more than $8,000 (20% over goal)
[result] and greatly improved community 
awareness [result].”

Here is a sample:

We’ve provided a how-to guide in a separate “Tailoring Your Resume and Cover Letter” handout.
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Creating a great resume is your exciting fi rst step to getting a job. 

The education section should 
include institution, major, GPA 
(if higher than 3.0) and date of 
completion. It can also include 
relevant coursework.

writing  your  resume

Think of it as an advertisement for yourself—a well-crafted summary of your 
education, experience and skills—designed to convince the reader to contact 
you for an interview.

The diagram below highlights 
some key parts of the resume 
that you might choose to include. 
Your resume will likely include a 
mix of the sections shown.

This section should include part-
time jobs, internships, volunteer 
roles and other activities that 
provided you relevant professional 
experience. Be sure your job title 
clearly describes your role. 

Course assignments and self-driven 
projects also can provide evidence of 
experience and skills. Include them 
in this section.

Including any research you’ve 
done provides the opportunity 
to demonstrate skills and 
experience collecting, analyzing, 
and managing data. 

This section should NOT include soft 
skills, such as people skills. It’s better 
to think about what concrete tasks 
you can perform for an employer.

LAVONN POWELL
555-227-9841 lpowe l l@emai l .com lpowel l

P R O J E C T S

Education

Experience

Skills
Increasingly, jobs and 
internships require 
knowledge of specifi c 
tools or platforms. 

Technology

resume + cover 
letter  peer  exercise

Share the Career Center’s career 
library resources (especially: 
Resume and Cover Letters section) 
in advance of this activity.

Ask your students to select an 
existing job or internship for this 
exercise and instruct them to write 
a cover letter and resume tailored 
for this opportunity.

Direct your students to bring a 
printed copy of the resume, cover 
letter, AND the job/internship 
description to class.

Ask pairs to swap their materials 
and spend at least 10 – 15 minutes 
answering questions on the 
“Resume Peer Review” worksheet.

Ask the class to share their 
observations about keywords and 
brand statements with each other 
and then poll the larger group 
about their feedback. 

Distribute the “Cover Letter” 
worksheet and allow 10 – 15 minutes 
for them to complete cover letter 
prompts. 

Ask class to share their observations 
in pairs and then have a group 
discussion about what makes a 
successful cover letter.

Facilitator Guide
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IN  ADVANCE  OF  THIS  ACTIVITY: ACTIVITY  INSTRUCTIONS:

NOTE: This activity offers alternative 
instructions if students don’t bring a 
specifi c internship/job description. 



My       ,        and

      make me an excellent candidate for this role.
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resume  peer  exercise

Interviewer Interviewee

The average resume is viewed for six seconds. With this in mind, start by skimming the content of 
the resume (for no more than 10 seconds) and fi ll out this sentence on behalf of the candidate:

1

93% of all applications go through an applicant tracking system that is looking for relevant keywords 
to fi lter out unqualifi ed candidates, and only 30% of all resumes even get reviewed. Looking at the job 
posting, write down 6 to 8 keywords that you would expect to see in the resume. (If none is provided, 
list the keywords you would expect to fi nd in the posting.)

2

3 Put a check mark (above) next to the keywords that you fi nd in the resume.

4 What, if anything, makes this resume distinctive from other candidates that might apply for this role?
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Quickly draft how you think this candidate would answer the following interview question:

“Tell us about what makes you qualifi ed for this role?”

5

“What do you see as your strengths?”

Many applicants are moving from “chronological” resumes (that feature a general 
experience section that displays experiences in reverse chronological order) to a 
“functional” resume that groups experiences into specifi c skill-focused sections, like: 
“Marketing and Events Experience” or “Youth Development Experience.” 

6

If this resume is “chronological,” what are the experience sections 
you might use in a functional version of this resume?

If this resume is “functional,” provide feedback on the groupings—
as they relate or don’t relate to the job posting.

What is one thing this applicant could do to improve their resume?8

Using this rating system, give this resume a score. And explain your score.7
5
4
3
2
1

Perfect match!

Good candidate

Qualifi ed

Kind of a reach...

Ummmm

Explanation:
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cover  letter  peer  exercise

Interviewer Interviewee

Why is this candidate interested in this role? At this employer? (answer both questions)1

Returning to #2 (in the resume review section), circle the keywords that are featured in the cover letter. 2

In the cover letter, underline every hard skill and circle every soft skill identifi ed.

If you were planning to interview this candidate, what question(s) would you ask?

3

4

Using this rating system, give this cover letter a score. And explain your score.5
5

4

3

2

1

the cover letter provides deep evidence of a solid 
claim and articulates why this role is a match

the cover letter and resume align to make a similar 
claim about the candidate

the cover letter is a narrative version of the resume

the cover letter references the resume

the cover letter introduces the candidate

Explanation:


