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● Why are employment applications wanted 
and a re they necessa ry? 

● How do I get noticed?
● Do I have to write a  cover letter?
● Résumé versus CV?
● Who should be references?

overview



Applications & 
Résumés 

• Applications are legal documents
• Résumés – adjust/edit for every 

position; no one-size fits all résumé 
Application systems – key words

Photo by Markus Winkler on “Upsplash” -
https://unsplash.com/photos/XKKuY4ottJ0?utm_source=unsplash&utm_medium=referral&utm_cont
ent=creditShareLink



Résumés & CVs

Formatting

Keep it simple

Revise for 
each job

Change for each application

N ot a legal 
document

Be careful

content
To include or not to include



Applicant Tracking
Systems
Online Applications

Key Words/Data Mining
Getting Noticed



Cover Letters

• Are cover letters necessary? Does 
anyone read them?

• What do I say?
• Tailor cover letters for each job. No 

blanket cover letters.

Photo by Aaron Burden on “Unsplash” - https://unsplash.com/photos/y02jEX_B0O0



Cover letters

What is it?

Are they necessary?

Revise for 
each job

Change your cover letter

Complements 
Résumé/CV 

Highlight points from résumé

content
What to include



Why?
Does anyone read them?

Can I skip writing a Cover Letter?



References

• Be sure to ask each of your 
references

• Notify each reference when you apply
• Change your references depending on 

position

Photo by Gary Fultz on “Unsplash” - https://unsplash.com/photos/-
Mo6AyWghU4?utm_source=unsplash&utm_medium=referral&utm_content=creditShareLink



Reference List

Who?

Who are the best references?

Revise for 
each job

Change references based on job

How many?

How many references?

Ask your 
references

Inform your references



Final Tips
• Follow directions
• Salary requirements
• Do your research
• Provide everything required

Photo by Robert F. on “Unsplash” -
https://unsplash.com/photos/fAq3Wmw7jRE?utm_source=unsplash&utm_medium
=referral&utm_content=creditShareLink



Problem
Mercury is the closest planet to the Sun and the smallest 

one in the Solar System—it’s only a bit larger than the Moon. 
The planet’s name has nothing to do with the liquid metal



Questions



Thank You

Melissa Lockaby
Melissa.lockaby@ung.edu
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