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Introduction 

 

The process of applying for a job is often long and tortuous. To 

impress prospective employers, you need to know exactly what 

they want to see and hear, and how to present it all in the best 

possible way. 

 

If there’s a job on the horizon that you’re keen to grab with both 

hands, this book is going to help you create the perfect 

application. If, on the other hand, you’re in the process of applying 

for many jobs, we’re going to show you how to create the perfect 

résumé and cover letter to send to countless employers on your 

radar. 

 

Read every chapter and soak it all up. If there is anything you 

don’t quite grasp, go back over and re-read. This is not a race, 

this is a process that will tell you all you need to know, to help 

you learn how to find the opportunities that truly call to you and 

allow you to build the career you’ve always dreamed of. 

 

Never underestimate the power of a high-quality and well- written 

résumé and cover letter! 
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Chapter 1 – Résumé 101 

 

Nobody is going to get a job or conduct even a slightly successful 

job search without a résumé. Another name for a résumé is a 

curriculum vitae (CV), and although this document is slightly 

different, they are both basically your chance to sell yourself to 

prospective employers. 

 

If you can devise your résumé to give you an edge over the 

competition, you really do put yourself in the best possible 

position to open doors and grab that dream job. 

 

Of course, nothing in life is easy. There is no one set way to write 

a résumé and get it to work for you. What will work for you totally 

depends on the person you are, your achievements and what you 

are aiming for. Every employer you come into contact with is 

looking for something a bit different, and that means you need to 

tailor your résumé to be open-ended. While  
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we can’t give you a set formula, we can give you some general 

guidance and rules that will put you on a path to success. 

 

A big no-no on résumés is information overload. Employers are 

busy people, and they don’t have time to read through a novel 

covering all of your past employment and everything you’ve ever 

done in your life. The key is to be succinct, relevant to the job and 

industry you’re going for, and to make it stand out from the rest, 

all in the first few lines. 

 

It’s key to see your résumé as the thing that is going to sell you 

and your skills to anyone you give it to. If you can master this 

step, you will have impressed an employer before they even meet 

you, and will have left a positive impression well before your 

interview date. 

 

Where you are in your career and your circumstances will form 

the basis for what you put on your résumé. For example, if you 

are a recent graduate, you’re not going to have a whole lot of 

experience to show on your résumé, but you can impress in other 

ways. This means you’ll need to emphasize your success in 

academia and impress with your brief, but powerful, personal 

statement. Work experience counts too, so if you’re in this 

situation, it’s important to pick out key points and identify any 

transferable skills. 

 

If, however, you have a lot of work experience, push your résumé 

toward showcasing that experience. Remember to point out skills 

that are relevant, and don’t bother with those that aren’t. For 

example, if you are applying for a job in management, you don’t 

need to mention that you once did a course in Indian head 

massage. 
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How to Bring Your Skills to the Fore 

 

We mentioned this in our first section, but it is a key point you 

need to keep in your mind – your résumé is the all-important first 

impression your employers will have of you, so it needs to be 

excellent. Putting the time and effort in at this point is worth it, to 

say the least. 

 

A résumé basically includes your relevant qualifications, as well as 

your work experience. Remember to highlight those transferable 

skills to ensure it appears relevant to the job and industry you’re 

applying for. The whole aim of your résumé is to make you look 

like the perfect person for the job. 

 

Your résumé should include: 

 

 Your Key Personal Details – Full name, address, contact 

telephone number, your email and your date of birth 
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 Educational Details – Which college or university you 

attended, before mentioning your key qualifications. In this 

section, remember to work backwards: Start with your most 

recent details and work back in time. 

 

 Your Work History – Again, work backwards. In this 

section, you should give a brief (and brief is the word) 

rundown of your key responsibilities and duties, but only 

those most relevant and transferable to the role you’re 

applying for, or the industry. It’s also a good idea to briefly 

mention what you believe you learned from the role, instead 

of simply listing the date you began, the date you left and 

where you worked. 

 

 References – Two or three referees who can be contacted.  

 

Remember these golden rules: 

 

 Never go over two pages; employers don’t have time to read 

it otherwise. 

 Be as succinct as possible and only mention things that are 

relevant, and within the past 10 years. 

 Use hot terms, for instance verbs such as organized, learned, 

supervised, etc. These words show a level of responsibility 

that employers want to see. 

 If you don’t have a huge amount of work experience to date, 

focus on your responsibilities at college or university, and any 

work experience you had during your studies. 

 

 Don’t forget responsibilities and activities outside of college, 

for example any responsibilities you had in extracurricular 

clubs, etc. 
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 Blow your trumpet on your achievements, but only mention 

those relevant to the job. 

 Stick to a font that looks professional, e.g. Times New Roman 

or Arial. 

 Pull out five or six items from the personal specifications you 

will have received with the job description, and focus on those 

to make yourself look as employable and relevant to the 

employer as possible. 

 Remember that layout is important, too. If your résumé is 

lumped together without paragraphs or subheadings and 

lacks an attractive, professional layout, it’s not going to 

impress at all. 

 When it comes to why you want to leave your current job, 

leave that detail out for now, and instead discuss it at the 

interview, if asked. 

 Choose two or three referees to include at the bottom of your 

résumé, and make sure they are aware that their names and 

contact details are there. 

 Update your résumé regularly to keep it fresh and relevant. 

 

What Is the Difference Between a Résumé and a 

Curriculum Vitae (CV)? 

The two are similar, but there are a few subtle differences you 

should be aware of when deciding which one to use. 

 

A résumé is a more detailed rundown of your work experience, 

your education details, skills, qualifications and anything else you 

want to include that is relevant to the job; this may also include 

volunteer work and any memberships in professional bodies.  

 

There are three types of résumé: 

 Combination 

 Chronological 
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 Functional 

 

A functional résumé focuses mainly on skills, rather than work 

history or even education. This type of résumé is ideal for anyone 

who has left school and hasn’t any work experience yet, and didn’t 

do fantastically at school. In this case, you can tailor your résumé 

to highlight your skills and personal attributes.  

 

A chronological résumé focuses on employment and provides 

details moving backwards in time; that is, most recent first. As 

you can imagine, a combination type of résumé is a mixture of the 

two, and is the preferred option overall. 

 

On the other hand, a curriculum vitae (CV) is frequently used in 

the academic and medical fields. A CV looks a lot like a résumé, 

which is why the terms are used interchangeably much of the 

time, but rather than giving information in paragraphs, a CV is 

more about lists. 

 

A CV always includes details of education and employment, and is 

always written in a format of working backwards through time 

(most recent first). Because of the listing format, a CV is 

sometimes longer than the standard two-page résumé. 

 

How Do You Know Which One to Go For? 

Basically, it depends on the type of job and industry you’re 

entering. Overall, a résumé is often best for college students or 

anyone who has just graduated, because it gives you more chance 

to focus on skills and education without having to worry about the 

lack of job history to list. If you’re not sure which to go for, always 

opt for a résumé over a CV. 
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Chapter 2 – How to Make Your Résumé Stand 

Out Above the Rest 

 

Never be naïve enough to think that you are one of only a few 

people applying for a job that has been advertised publicly. There 

are going to be countless people trying to grab the same job as 

you, and the only way to beat the competition is to impress at the 

first hurdle. 

 

Big jobs will get at least 300 applicants generally, and it all comes 

down to that golden ticket of one! For this reason, your résumé 

needs to be individual and impressive and to stand out, to the 

point where the employer looks at it and knows instinctively that 

you are the one they’ve been looking for, even before they have 

met you in person. The aim at this point is to get the employer to 

read all of your résumé, without turning it over after a few lines. 

 

 

 



 

How to Create Engaging Résumés and Cover Letters 

12 
 

The Importance of a Quality Cover Letter 

Whether you find your ideal job advertised online, in a newspaper 

or through word of mouth, the first step is to create your résumé 

and a good-quality cover letter. 

 

A cover letter shouldn’t be too long, but it should emphasize the 

reasons you are the best person for the job. Every single job you 

decide to apply for needs an individual cover letter, because every 

job will be different, and if you hash out the same speech for every 

job, it will easily look like a cut-and-paste job. This is not 

impressive, so make sure you give your cover letter the individual 

touch. It needs to be specific. 

 

As well as telling the employer why you’re the one for the job, you 

should show a hint of your personality, as professionally as 

possible. If you’re keen to get the job, then show your excitement, 

because this will filter through to the reader. Remember to sell 

your skills and experience and tell them why you’re the one they 

need. Your cover letter is the one thing that can set you apart 

from the competition, especially if there is another applicant 

almost equal to you in skills and experience. Your cover letter can 

give you the edge you need. 

 

Tips for Creating Your Quality Résumé 

We touched upon a few tips for creating a résumé in our first 

chapter, but we need to reiterate that it’s the one document that 

will call out to a prospective employer like nothing else. To write 

a quality résumé, you should bear the following points in mind: 

 

 Make sure your résumé is pleasing for the reader, that it looks 

good and the layout is easy to follow and professional. 

 Stick to two pages maximum. 
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 Make sure the font is professional one; we mentioned Times 

New Roman or Arial as good choices 

 Always run a spell check and grammar check! 

 Have someone else check through your résumé to give you 

constrictive criticism. 

 Make sure that your résumé has been written with the job 

you’re applying for in mind – this might mean tweaking your 

standard format every single time you apply, but this is 

certainly time well spent. 

 How does the résumé make you appear? Do you come across 

as a professional person, a quirky person, someone who can 

do the job? 

 Is your résumé spaced out correctly, or is there too much 

information cluttered within a small space? An employer is not 

going to read something that doesn’t look good and isn’t easy 

to read. 

 If you are printing out your résumé, pay attention to the 

quality of printing paper – cheap is not good! 

 

Key Factors in a Top Quality Résumé 

What really makes a résumé stand out above everyone else’s? 

Basically, it sells you, and to be the one who is chosen, your 

résumé has to be your number one marketing tool. 

 

Always give reference details – The old chestnut of “references 

upon request” is really outdated these days and doesn’t give an 

employer the information they’re looking for; instead, ensure that 

you have two or three referees on hand with details to give to 

your employer, either on the résumé itself, or on a separate sheet 

you present at the interview. 

 

Speak in the first person. Don’t fall into the trap of creating a 

personal story in your résumé, but using the first person – I, my, 



 

How to Create Engaging Résumés and Cover Letters 

14 
 

etc. – will give the employer a true sense of who you are and what 

you have done. This is important in giving your document a 

personal touch. 

 

Write numbers as figures, rather than words. You might think that 

sounds pedantic, but it’s actually the opposite. Figures are more 

attention-grabbing and help the employer understand the 

importance of what you are saying. 

 

 Are You Focusing on Your Work Experience or Your 

Education/Academic Background? – You should mention 

both, but which are you leading with? If you don’t have a huge 

amount of work experience – you’re a recent graduate, for 

instance – lead with transferable skills and academic 

achievements. Have a clear focus as to what you’re going for 

to avoid building a résumé that lacks a true “point.” 

 

 Using the Past or Present Tense – It is generally better to 

speak in the present tense, as this gives a here-and-now feel 

to your résumé. Obviously if you are speaking about past jobs, 

you don’t have a choice about this, but pull some transferable 

skills out of your past experience and speak about them in the 

present tense, to tie everything together. Your current job, 

assuming you are still employed, should be described in the 

present tense. 

 

 Do Not Include Pictures in Your Résumé – Generally 

speaking, pictures are unprofessional and therefore a no-no. 

If you are applying for a modelling or acting job, you may be 

asked to include pictures, and in that case you can clip the 

photos to your résumé. The reason for this is that we are 

living in a litigious society, and there are so many 

discrimination cases these days that employers feel they’re 
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treading on eggshells. If you attach a photo, your entire 

résumé may be thrown away, just to be on the safe side. 

Obviously, this is not something you want. 

 

 Don’t Make Your Résumé Too Decorative – A résumé 

that’s too “flowery,” with excessive attention to graphics and 

other decorations, can appear unprofessional and distracting. 

This is not the picture you want to be painting of yourself. 

 

 Personal Information You Shouldn’t Include – Don’t go 

over the top here, either. There is generally only a certain 

amount of personal information that you need. Your date of 

birth is not required; neither is your marital status or hobbies. 

You aren’t writing a biography. You’re trying to sell your skills, 

and that means you need to stick to the hard and fast facts 

and details that are going to make you stand out. 

 

Résumé Formats 

Below you will find a few ideas on how to create your ideal 

résumé. The following sections are a great basis: 

 Your main objectives in your job 

 Qualifications 

 Experience and skills relevant to the job you’re applying for 

 Employment history 

 Training and education history, relevant to the job you’re 

applying for 

 

Advantages and Disadvantages of a Chronological 

Résumé 

One of the most difficult parts of creating a new and engaging 

résumé is deciding on the format. At the beginning of this book 

we touched on the different formats you might choose, but two 

of the most popular are the chronological and the functional. 
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Knowing which to go for is important, because this can affect the 

impact you have. 

 

The choice really comes down to your employment history and 

the type of job you’re going for, but you should choose the style 

that best showcases you and your qualifications. 

 

A chronological résumé is the most popular option. In this format 

your employment history is shown in reverse chronological order, 

with your current or most recent job appearing as the first entry. 

A chronological résumé really focuses on employment and skills, 

rather than qualifications, but you certainly shouldn’t leave these 

out, either. Each employment entry on a chronological résumé 

should give the place you worked at, your job title, the dates you 

began and left, as well as a brief rundown of your main 

responsibilities. 

 

The advantages of such a résumé are that this format is easy to 

follow, focuses totally on how you want to grow and develop in 

your career and shows what you can offer in terms of proven 

experience. This type of résumé is impressive to employers who 

are looking for someone keen to develop further. Of course, there 

are downsides to everything, and the main disadvantage of a 

chronological résumé is that if you have any gaps in your 

employment history or frequent job changes, these are 

highlighted with little effort. If you have little experience, this is 

also quite starkly obvious when using a chronological format. 

 

With all this in mind, a chronological résumé is best suited to those 

who have a long and illustrious career history, or those who really 

want to showcase their responsibilities in each job, for example to 

show transferable skills. If you have any experience in the past 

with a high-quality employer, this is also a good format to go for, 
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because it highlights that particular part of your employment 

history. 

 

Advantages and Disadvantages of a Functional Résumé 

The other main type of résumé format is a functional résumé, and 

this is more skills-based rather than employment-based. This type 

of format isn’t built in any set order, so if you want to highlight 

transferable skills from several jobs, you can do that more easily 

with this type of format. Highlighting qualifications that are 

important in the job you’re applying for is also a good idea here. 

There need not be a reverse or otherwise chronological order in 

this type of résumé; it is more about placing things in order of 

importance rather than dates. 

 

The main advantage of a functional résumé is that it allows you 

to highlight the skills that are truly relevant and key in the job you 

want to apply for. This makes it easier to prove that you are the 

best person for the job, and you can easily show your skills over 

a variety of jobs you held in the past, rather than having to rely 

on what you learned in one particular job. If you don’t have a 

huge amount of workplace experience, a functional résumé also 

allows you to pull in skills from work experience or your academic 

time, and is therefore better suited to anyone who has a gap in 

their employment history, or has just left college or university. 

 

The downside is that a functional résumé isn’t as easy to follow 

as a chronological one, and this can put off some employers when 

they are sifting through several hundred résumés. 
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Chapter 3 – The Connection Between Your 

Résumé and Your Interview 

 

You might think that the two aren’t really connected, but that’s a 

fallacy! There is a clear progression from a high-quality résumé 

toward an interview. This is common sense, because if you 

impress enough at the application stage, of course you’re going 

to be invited to meet in person. Because of this important 

connection, writing a professional and high-quality résumé is vital. 

 

The bottom line is that if you have a strong résumé, you are going 

to be invited to interviews, and from there you need to learn skills 

and tricks to impress at the one-on-one (or sometimes group) 

stage. It’s worth remembering, however, that there are several 

types of job interview: interviews based on behaviour, 

conversational interviews and stress interviews. Some are a 

mixture of all three, some just a couple, and others purely one 

type. 
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 Interviews Based on Behaviour – This is the most 

common type of interview, also called a competency 

interview. That means you will be asked questions in an order 

that has already been decided by the interviewer, or 

interviewers, and you will be asked to answer them drawing 

from your past experience or your personality, or using a 

given scenario. Always try to pull as much of your previous 

experience as you can into your answers, as success in this 

type of interview is based mainly on how much information 

you can give that will help you impress and stand out above 

the rest. 

 

 Conversational Interviews – This type of interview seems 

more like a chat, but it’s much more formal than it seems, so 

always bear this in mind. This type of interview is aimed at 

getting to know you and your personality, while also allowing 

you to give as much information as possible about your skills 

and experience. Remember to keep everything as relevant as 

possible, as this type of interview carries the danger of 

allowing you to head off-course. 

 

 Stress Interviews – This type of interview, as you can guess 

from the name, is the most difficult to face. You are going to 

be subjected to several questions fired at you in quick 

succession, and you need to handle the pressure and give 

succinct, relevant and high-quality answers. The aim of this 

type of interview is to assess how you respond to situations 

that are stressful, so keep your cool, remain calm, and 

remember the aim of the game. 

 

Regardless of which type of interview you end up having,  

remember to come up with a question or two to ask at the end. 

To identify the best questions to ask, do some research into the 
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company, its background, its aims, and the products or services it 

provides. If you can focus your questions on these areas, it 

suggests that you really know your stuff, and that is a key way to 

impress an employer. Try not to ask generic questions, because 

that isn’t going to make you stand out. Instead, ask along the 

lines of something a little more in-depth and research-based. 

 

Writing Your Own Résumé Vs Using the Services of a 

Writer 

You have two main options – you can either put together and 

write your own résumé, or you can hire the services of a 

professional résumé writer to do it for you. Which is best really 

depends on your circumstances and what you want the end result 

to be. 

 

If you’re keen to write your résumé yourself, ask yourself the 

following questions: 

 

 Are your writing skills good enough, and are your spelling and 

grammar excellent? Employers will easily notice small errors 

in this area. 

 Do you understand what needs to go into a résumé, and are 

you clear on the best format for your circumstances? 

 Can you use Microsoft Word, or an alternative, easily, and do 

you know how to get the best out of the package? 

 Are you aware of what information is relevant and what 

information isn’t? 

 Do you have the time to really dedicate to the cause? 

 

If you can answer “yes” to the above questions, then writing your 

own résumé is a good way to put a personal spin on this important 

document. The key factor here, however, is time. Many people 

simply don’t have enough time to dedicate to planning and writing 
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a top-quality résumé, and in that case, hiring someone else to do 

it for you can be a much better option. 
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Chapter 4 – The Bones of the Ideal Résumé 

 

We have talked at length about what a résumé should have, the 

format you should go for, depending on your circumstances, and 

why a top-quality résumé is important overall. This chapter, 

however, will take you through the actual structure of a good-

quality résumé: how to begin it, what should go in the middle, 

and how to end it. If you’re planning on writing the résumé 

yourself, or trying to decide whether this is something you can do, 

creating it with this structural framework is the ideal way to 

proceed. 

 

Remember that when you apply for a job, the employer doesn’t 

know who you are; they probably have never heard of you before, 

they don’t know what you can do, what you can’t do, where you 

worked in the past, the qualifications you have, and they don’t 

have the first idea why you’re the best person to fill the job. While 

your interview is a key place to address this situation, the only 
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first impression of you they will ever have is your résumé and 

application. 

 

A first impression is formed within seconds, so for that reason the 

start of your résumé needs to be impressive and totally free of 

errors. The beginning should of course include your personal 

details, but only relevant ones: your name, contact details and up-

to-date email address. This ensures that if you are chosen for 

interview it will be easy for the employer to contact you directly. 

 

The next section is where you really need to impress, and this is 

your career aim or objective section. This is where you need to 

sell yourself and tell the employer why you are the perfect fit for 

the job you’re applying for. Keep this brief, so no more than a 

paragraph or two, because your cover letter is going to go over 

this ground also. This is where you need to identify what your 

career goal and objectives are, so if you want to aim for 

management in the future, mention it here. This basically 

highlights why you are the person for the job, hands down. It’s 

important that you really open the reader’s eyes as to why you 

are the one they need, and that you have a clear career direction 

that you are working toward that would be helped and served by 

working for them. 

 

Next up, we need to cover knowledge and skills, but only the 

relevant ones! It can’t be stressed enough that anything you talk 

about should be relevant to the job you’re applying for. If you 

cover things that aren’t needed, the reader is going to be bored 

and toss your résumé away, or come to believe that it’s a canned 

response that you probably sent out to countless other people 

without taking the time to tailor your application to that particular 

company or job. 
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This is where you need to highlight your relevant achievements, 

and you need to check out the job description and personal 

specifications to learn what particular skills you can pull from the 

past to make them transferable and relevant now. This is where 

you show the prospective employer your potential, as well as point 

out that you have skills and knowledge to transfer, thus cutting 

down on how much training time you’ll need to learn the new job. 

This is key! 

 

Next up, we have education. Check out the qualifications required 

for the job and keep to the relevant ones that you hold. Do not lie 

here, for you will be found out. If the job requires a degree and 

you have one, make sure you indicate that clearly in this section 

and give as much information as possible, while being succinct. If 

you can show that you have the educational background for the 

job, you’re pulling your head above the competition waters from 

the get-go. 

 

Finally, we have the generalized sections that come at the end of 

your résumé. These include your reference details and any 

hobbies or outside interests that tie into the job you’re applying 

for in some way. It’s important to note that employers aren’t only 

looking for someone who has the right qualifications and 

experience, but someone who has the right personality and traits 

too; basically, you need to be an well-rounded person. 

 

You might wonder why hobbies would come up here, but if you 

are a leader in a club in your spare time, this shows you have the 

potential for management, because you have leadership skills and 

can work within a team. 
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Is There Such a Thing as a Perfect Résumé? 

No! There is no such thing as a résumé that is perfect, because 

that résumé would probably be viewed as fake. No single person 

can possess every single qualification, skill, piece of knowledge 

and experience that an employer wants. And that isn’t what they 

want, anyway. They want someone who has the basics to grow 

and someone who can be taught within the company. What you 

do need to do is make sure that everything you write down is 

relevant and tailored to the job, while being truthful. 

 

If you want to look for sample résumés online, you can do this 

and check out some formats to inspire you. But don’t copy these 

word for word, or design for design. It’s also worth noting that 

there are many of these samples online and some are certainly 

not that well done. Since there is no regulation of what can be 

posted online, you could be looking at a sample that isn’t at all 

what your prospective employer is will look for. 

 

The best piece of advice is to draft your résumé and then have 

another person you trust look over it and give you honest advice. 

 

Steps for Targeting Your Résumé 

We have talked at length about the importance of making sure 

that everything you have on your résumé is relevant to the job 

you’re aiming to achieve, but how do you do that? 

 

 Step 1 – What Are You Trying to Achieve? 

It’s important to ask yourself what your goal is. It needs to be 

clear in your mind for it to be clear in your résumé. When an 

employer reads your résumé, you need to be able to pass over 

to him or her what your aim is, without the interviewer having 

to guess. An unclear résumé is a canned response, and that 
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is not going to make you stand out above anyone else who is 

in competition with you. 

 

A good way to clarify your aim is to brainstorm and think it 

through carefully, perhaps with the help of a trusted friend or 

colleague. 

 

 Step 2 – What Are the Industry Keywords? 

Every industry has a series of keywords that need to appear 

in your résumé. Once you discover what they are, you need 

to incorporate them seamlessly. 

 

One of the reasons this is important is that many employers 

now use automated databases to store résumés, which are 

scoured when the company is looking for potential matches. 

If you can make use of specific keywords, you’ll be one of the 

top matches when the company conducts its search. Check 

out monster.com or hotjobs.com to learn some of the 

keywords you’ll want to be incorporate into your résumé. 

Scouring job postings will also give you an idea of the target 

skills that are at the top of the must-have list, which can then 

be slotted into your résumé. 

 

 Step 3 – Never Miss out on a Cover Letter Opportunity 

Always include a cover letter, because this will cover the 

details of the position you’re applying for, and it’s your 

opportunity to tell the employer why you are interested and 

why you’re the best person for the job. Many people skip this 

step, so being sure to include a well-written cover letter will 

help you stand out above the rest. 
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Chapter 5 – Résumé Writing Hot Tips 

 

We’ve covered what needs to go in a résumé and why you need 

to have a top-quality one. Now, how about some hot tips to make 

your résumé stand head and shoulders above the rest? It often 

comes down to small things. 

 

 Tip 1 – Always ensure that your résumé serves a purpose, 

that it’s functional. You need to pass on the information in the 

most succinct way possible. Don’t go over one page if 

possible, and certainly never over two pages. 

 

 Tip 2 – Choose the right format, especially to avoid 

highlighting any gaps in employment history. If you do have 

such a gap, you don’t want to be drawing too much attention 

to it at this point. 

 

 Tip 3 – New graduates should always list educational details 

first. You want to highlight your academic achievements and 
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not draw too much attention to the fact you don’t have a long 

employment history at this point. To do this, place your 

educational details underneath your letterhead, as the first 

thing on your résumé. This should include the institution you 

attended, the qualification obtained and the date you 

graduated. You can then list particular skills attained and 

anything else relevant, if you have the space. 

 

 Tip 4 – If you have relevant work or volunteer experience, 

list it. In addition, if you have contributed to any publications 

or speak another language, make sure you add this, too. 

 

 Tip 5 – Only list someone as a referee if you have their 

permission to do so, and if possible make sure the people you 

select are in positions of authority, such as a former employer, 

a teacher or professor, or a long-term friend if you are opting 

for a character reference. 

 

 Tip 6 – The appearance of your résumé is vital. If your 

résumé looks shabby and not well thought out, it is going 

straight into the bin. Choose a clear font, avoiding anything 

over the top or too fancy, and stick to standard fonts such as 

Ariel, Times New Roman or Verdana. Also avoid layouts and 

formats that are complicated to follow. You want the 

employer to be able to scan your résumé and immediately get 

a feel for whether you are a good fit or not. 

 

 Tip 7 – Paper is important! If you are printing out your 

résumé and sending it to someone, choose the paper 

carefully. Avoid cheap paper that’s too thin and stick to 

professional colours such as white, cream, off-white or grey. 

Use the same paper for every part of your application. 
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 Tip 8 – Stick to words that scream “action”! Be careful of the 

words you use and avoid any that don’t make an impact. 

Avoid passive tense and use strong verbs that will leave a 

good impression and emphasize your capabilities. 

 

 Tip 9 – Always have a clear objective. Make sure the résumé 

is tailored to the job and that your overall career objective is 

very clear to the reader. 

 

 Tip 10 – Never skip writing a cover letter. Your cover letter 

gives you a little extra space to press your case for why you 

are the best person for the job, without going over the top 

with your résumé length. Remember, use strong action words 

here and make sure your letter expresses a clear objective. 

With a strong résumé and cover letter combined, you pack a 

strong punch! 

 

These are just ten tips to help you write the best résumé you 

possibly can, but remember that it’s worth getting advice from a 

pre-employment counsellor, who can give you up-to-date advice 

on the hot topics at that particular time. There are also many 

books and websites that can help you target your résumé to your 

industry of choice. The Internet is packed with sources of 

information.  

 

Extra Advice Tech Grads 

We need to give some extra help to anyone who is wanting to 

break into the IT industry. This particular industry is all about 

experience, so those trying to get their first big break are going 

to find it difficult if they can’t tailor their résumé to give them a 

helping hand. 
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The bottom line is that having graduated means you have a little 

experience, and you have all the new information in your head. 

The fact you have no solid work experience history is going to 

present a challenge, but if you can do your research into what IT 

managers are looking for, you can help give them food for thought 

to push the decision in your favour. Put simply, you need to focus 

on your education, training and skills. These are the main areas 

the IT industry is looking for. 

 

This is certainly a fast-moving field, so any time you learn 

something, that knowledge will become outdated quickly unless 

you’re seeking to update your knowledge constantly. This is a 

challenge, but training in new technologies as they arise will give 

you a distinct advantage. Include a skills section high up in your 

résumé and make sure that you mention the awareness of new 

innovations and training you can offer, as well as your level of 

knowledge. Mention this again in your cover letter. 

 

Again, think about your goal. Which particular area of the industry 

do you want to specialize in? Focus your attention in that 

direction, highlighting your skills and knowledge in that area 

within your résumé, rather than speaking more generally. 

 

Many people advise new tech grads to talk about their coursework 

on their résumé and, yes, that will tell the employer about the 

knowledge you have, but it doesn’t do much to show your 

experience or transferable skills. For this reason, it’s best to 

include a section describing how you have used the skills you have 

learned on a practical level. Include this in the top half of the 

education section of your résumé to make the most impact. 

 

Obviously, the employment section is where you will struggle a 

bit, especially if you haven’t completed an internship, for example. 
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The best advice is to avoid focusing on what you don’t have and 

highlight what you do have. Do some research into the skills 

employers are looking for and see if you can pull in something 

that you were taught during your studies, or something you have 

used in another area, for example work experience placements. 

Remember to push forward your communication skills, your work 

in a team and your willingness to learn and work toward your 

future aims. 

 

If you do have any experience from an internship, then highlight 

this intensely. This can be put into the employment section and 

treated as a job entry. Talk about what you learned, the 

parameters of the internship, what skills you applied and the 

position you held. Remember to emphasize your contributions and 

achievements. 

 

As a final point, if you achieved a grade point average over 3.5, 

mention it. If you have any professional memberships, have 

participated in volunteer programs, or been awarded scholarships 

of note, these should be mentioned too. This all gives a broad 

overview of what the company can expect from your contribution 

to the job. 

 

It’s important not to be disheartened by the challenge of breaking 

into a difficult industry such as this, because once you do get that 

first big break, you will find it much easier from that point 

onwards. 
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Chapter 6 – How to Use Keywords to Create a 

Top Résumé 

 

We touched upon the importance of keywords earlier in our tip 

section, but this is so important that we need to dedicate a whole 

chapter to utilizing these words, which can make a massive 

difference to the impact of your résumé. 

 

You could compare résumé writing to painting a masterpiece. You 

need to express yourself, you need to create the most impressive 

canvas, and you need to do it all in a succinct and relevant way. 

When the masterpiece is complete, however, you will have a 

document that gives a potential employer a strong and personal 

insight into who you are, what you can do, and your potential 

overall. 

 

The top section of your résumé is likely to be a summary or a 

personal profile section, and this is where you can boost the 

impact of your résumé while utilizing some keywords. You need 



 

How to Create Engaging Résumés and Cover Letters 

33 
 

to grab the attention and interest of the reader, a little like a 

tabloid headline. 

 

Your summary section should include: 

 Your experience in terms of time, that is, how many years or 

months you have been in the industry 

 Your relevant training and qualifications  

 Key skills or talents that will stand out in the job you’re going 

for 

 A personal spin: your attitude, your style of work, something 

that will really jump out to the reader 

 

Another thing to note is that your résumé needs to be easy to use 

with scanners. 

 

Many companies now use programs such as Resumix that scan 

your résumé into a database, from which they look for keywords 

to identify applicants who are a good fit for a specific opening. If 

you don’t include the right keywords, the program ignores you, 

and you will get passed over for someone who did the keyword 

research and incorporation. 

 

What Are Keywords? 

The keywords relevant to a particular job depend on the words 

specified in the advertisement or job description. This is why it is 

vital to read job descriptions and ads very carefully. You also need 

to research the field you’re trying to break into and look for 

common buzzwords that you can incorporate naturally into your 

résumé. 

 

Nobody ever said writing a résumé was an easy task. Most of us 

find blowing our own horns quite difficult, even if we find it easy 

to do for other people. When you write a résumé, you need to 
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focus on your strengths and skills, but also consider carefully what 

the employer is seeking. Keywords are strong “action” words that 

can help show off your achievements, strengths and potential. If 

you make your résumé too “blah” – I worked here for this long, I 

did this, I would like to do this – your résumé will not only be 

boring, it will fail to convey the impression you’re someone the 

employer wants to hire. Strong keywords change the tone and 

strength of your résumé. 

 

If you are trying to make your résumé fit several jobs in the same 

field, the good news is that most organizations will use the same 

strong keywords, so that isn’t too difficult. But if you are looking 

at more than one industry you may need to be more relevant and 

specific. The last thing you want is for your résumé to look like a 

canned response. 

 

The fact that you have put the time and effort into discovering the 

winning keywords is something your employer will see and 

appreciate, and it shows that you to be a hard-working go-getter. 

 

Remember: 

 Spelling must be perfect. 

 Grammar should also be on target. 

 The layout should be easy to read and easy on the eye, while 

being professional. 

 

A few examples of common keywords include: 

 Communication 

 Team worker 

 Initiative 

 Achieved 

 Responsibility 
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As you can see, these are strong words indicative of someone who 

has achieved things, who has gone out and done something. Of 

course, these are generic, and every industry will have specific 

keywords, for example “Microsoft certification.” 

 

The bottom line is that if you can make use of keywords, while 

also highlighting your achievements and aims, you will create a 

résumé that makes you stand out above the competition. This 

does take time and effort, so never rush through the creation of 

your own personal masterpiece. 
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Chapter 7 – How to Edit the First Draft of Your 

Résumé 

 

Once you have created a first draft of your résumé, don’t make 

the common mistake of thinking that your journey is done! You 

need to now edit your work and even have someone else look 

over it to see what they think. Constructive criticism should be 

seen as something that can help you further improve the résumé. 

 

Here are a few common points to look out for when creating the 

first draft of your résumé and into the editing stage: 

 

 Simple Spell Check and Grammar Check – You might 

think this is a no-brainer, but even computer spell checks 

don’t pick up all the errors, especially words that sound similar 

but are spelled differently (hear and here, for example). Read 

it and read it again, and then have someone else check, too. 

Common errors can be blaringly obvious to other people but 

pass your notice when you’re the one who has written the 
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text. Avoid any words that could be described as slang, using 

the same word too much, abbreviations, or ampersands (&) 

too. Check capitalization; for example titles and company 

names should be capitalized. 

 

 Too Many Pages – Unless you want to bore your potential 

employer into throwing your résumé on the “no” pile, keep it 

to one page or a maximum two pages. You don’t need to write 

your life story, and you don’t need to write full paragraphs – 

keep things easy to read and, again, relevant. 

 

 Avoid Hyperlinks – If you are including an email address or 

a company website, deactivate the hyperlink on your résumé. 

 

 Always Be Consistent – If you are using numbers in digit 

form, stick to that style throughout the whole document; if 

you’re spelling out numbers, stick to that. The same can be 

said for any abbreviations that you do use (although very 

sparingly). 

 

 Check How Easy It Is to Read – This is where a third party 

can help you out, because when you’re writing something, 

you tend to read it back in the voice in which you wrote it. If 

someone else reads it in the same voice, great; if not, you 

need to change it slightly. Consider the font you’re using: Is 

it distracting? What colour paper have you chosen? Are there 

too many bullet points or number lists? Check that it flows 

easy and that the person reading it doesn’t have to go over 

the same point more than once to understand it. 

 

 Is It Specific to the Job You’re Applying For? – Again, 

you need to avoid a résumé that looks like a canned response. 

Read over the advertisement and job description and compare 
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it with the résumé you have written. Does it address the key 

points? Is it specific? Is your aim clear? Do your 

accomplishments and skills match the job you’re going for? 

 

 Delete Any Unnecessary Personal Information – You 

don’t need to tell the employer about your religion, your 

marital status, your weight, height, or whether you have 

children or not. 

 

 Have You Sold Yourself? – If your résumé is modest, 

you’re not selling yourself enough. Of course, there is a fine 

line between arrogance and confidence, but you need to make 

sure you’re walking the line perfectly, without tipping either 

way. 

 

Common Mistakes to Avoid 

Here are several common pitfalls you need to avoid. Once you 

have done your first draft, compare it against the list below, to 

see if you have fallen into any of these traps. 

 

 The Job Aim or Objective Is Too Bland – If you can read 

your résumé and not instantly know what kind of job you’re 

aiming for, it’s far too bland and you need to rewrite. If you’re 

going for an IT position, your résumé needs to be tailored to 

that, and you need to show that you want to progress within 

the IT industry. If you’re wanting to break into a creative 

industry such as photography, does your résumé match that 

aim? Every time you apply for a new position, you should tailor 

your résumé accordingly. 

 

 Is Your Employment History Equally Bland? – Yes, you 

need to list your relevant employment history, but have you 

highlighted your skills and what you did in that position? 
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Stating that you held a certain position isn’t enough; you need 

to highlight why you succeeded. You are aiming to prove that 

you’re going to be a huge asset to the company. 

 

 Regularly Update Your Résumé – You may keep your 

résumé for many years, but if you simply keep adding to it, 

it’s a) going to become a novel, and b) going to become far 

too irrelevant. Weed out information that isn’t relevant 

regularly, and only stick to elements that are really needed. 

 

 Do Not List the Names of Referees on Your Résumé If 

at All Possible – It’s best to provide a separate sheet of 

paper with the names and contact details of those people. 

 

 Never Write in the Third Person – You are aiming to be 

personal here, so writing a novel is not what you’re aiming 

for! 

 

 Never Omit the Date You Graduated – If you miss this, it 

looks like you’re trying to keep something a secret, or that 

your degree was a million years ago. Give the date regardless, 

and then mention in your statement how that degree is still 

relevant today. 

 

 The Appearance of Your Résumé – Stick to black ink, a 

simple font, clear paper colour, and individual sheets of paper. 

The letterhead should have your name centred at the top. 

 

 Avoid Mentioning Salaries – Nobody likes talking about 

money; it’s not a subject anyone particularly enjoys, so keep 

it off your résumé. If you have been asked about it 

specifically, this can go in your cover letter or on the 

application itself. 
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Chapter 8 – Cover Letter 101 

 

We have talked about the importance of a cover letter, but how 

do you write one? And what is the real purpose of it? 

 

This chapter will be your guide to creating the ideal cover letter. 

 

First: What do we need a cover letter for? 

 

A cover letter is there to give you extra leverage. It gives you 

more room to highlight the reasons why you should be employed 

and the relevance of your background. Your hope is that the cover 

letter will encourage the employer to invite you for an interview. 

 

A good format suggestion is to think of the top five things you 

consider to be real achievements and put them into your cover 

letter, using bullet points to make them stand out. 
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The language you use can really make or break the quality of your 

cover letter. You need to be aggressive! Being “blah” just isn’t 

going to make you stand out above the rest, but do be careful not 

to be aggressive to the point of overly confident. As mentioned 

before, it’s a difficult line to walk, but this is where editing and 

getting someone else’s opinion will help you highlight any 

potential problem areas. 

 

Let’s pit aggressive language against language that certainly isn’t 

aggressive to give you an idea of what we’re talking about.  

 

 I set up a department from the start 

 I established and successfully implemented the department 

 

The first is an example of the “blah” kind of language you need to 

avoid, whereas the second example is certainly aggressive and 

much more attractive to employers. 

 

Examples of language to avoid: 

 

 I regularly work with department leaders closely 

 I contributed to the regular achievement of sales targets 

 I always help new members to the team 

 I contributed to reducing our overall expense bill by the target 

of 10 per cent 

 

While there is nothing particularly wrong with these statements, 

they simply aren’t as aggressive as they could be. 

 

Examples of aggressive language: 

 

Throughout my working career I have forged quality working 

relationships with management. 
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 I was instrumental in meeting regular sales targets of $5 

million. 

 I guided new members of the team. 

 I successfully cut the expense bill by 10 per cent. 

 

Can you see the difference? 

 

While aggressive writing might not come naturally to you at first, 

you simply have to learn how to put yourself and your 

achievements out there. If you don’t do it, nobody else will! 

 

How to Write a Cover Letter 

A cover letter should accompany every résumé or application you 

send when seeking employment. You can send this through the 

mail, fax it, email it, or send it in another way, but it certainly 

should arrive hand-in-hand with your résumé. 

 

Of course, these two documents aren’t the only documents you 

will want to send. (Others include follow-up letters and thank-you 

notes, but we’ll cover those later.) For now, we need to focus 

firmly on the cover-letter writing process. 

 

The main aim of a cover letter is to grab attention and make the 

employer want to read your résumé and become excited about 

what you could offer. This isn’t a huge document, however, and 

should certainly be no more than one page in length, offering 

relevant, succinct details. Your cover letter is basically no more 

than an introduction to the quality of your résumé, which does the 

main selling job. 

 

A top- quality cover letter is therefore: 

 Short 

 Attention-grabbing 
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 Laid out easily and attractively 

 In the same font as your résumé 

 Punchy, i.e. it works like a tabloid headline and gives snapshot 

details 

 Include the keywords you researched when writing your 

résumé 

 Be relevant at all times 

 

The fact that a cover letter is short shouldn’t put you off or make 

you disheartened, because the issue really is quality over quantity. 

Let’s look at a short sample cover letter that’s just a few 

paragraphs long, reflecting the fact that most employers simply 

don’t have the time to read long documents! It will go something 

like this: 

 

 Date of the letter (remember to change this every time you 

send your cover letter – big mistake otherwise, and a clear 

indicator of a canned response!) 

 Addressee name 

 Company name 

 Address in full 

 

Reference number – This may not always be there, but if there 

is a reference number on the advertisement, be sure to add it 

here, as it saves time and effort for the recruitment department 

in getting your letter to the right people. 

 

Dear … – Sir or Madam is appropriate here, but if you do have a 

contact name, be sure to use it, and remember to use their title, 

e.g. Mrs., Mr., Ms., etc. 
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Body of the letter – I am writing this letter to introduce myself 

to you and your organization, with the hope that you will consider 

my skills and experience as an asset to your company. Please find 

enclosed my résumé for your perusal. 

 

As you will see, my employment history and skills are firmly in the 

area of … (insert industry here), with a firm specialization in … 

(insert any particular specialization here). I have a strong 

background of skills, both current and developing, in …. (insert 

areas of skills). 

 

I would value the chance to meet with you personally, to discuss 

my résumé and ideas. To this aim, I will telephone shortly to make 

an appointment. I am also reachable via the contact details above. 

 

I look forward to meeting with you in person. 

 

Yours sincerely 

 

(Insert your name in full) 

 

Enc. (This denotes that a résumé is attached) 

 

This is a very general but very effective sample of a cover letter, 

which can be tailored to any kind of job. Again, remember to 

change the date and contact details every time you use it! A huge 

mistake is to forget to change the date, and something this small 

could really reflect badly upon you if there is a lot of competition 

for the role. 

 

If you prefer, you could insert a few specific achievements as 

bullet points in the body of the letter, but stick to four or five 

maximum. Another potential change to the sample above is to go 
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into a little more detail, but again, keep it relevant, punchy and 

short. Let’s cut it into sections to give you a clearer idea. 

 

 Section 1 – Introduction section – This should be the address 

section, and then mention the job that you’re applying for, as 

well as where you saw it advertised. 

 

 Section 2 – Qualification rundown – Again, relevance is key 

here, so only mention the strongest and most relevant 

qualifications you hold. Bullet points work well here. If you 

want to expand, briefly mention how these qualifications tie 

in with your experience in working. If you can add figures, 

such as sales figures or projections, this would boost your 

letter further. 

 

 Section 3 – Why you want the job – They know you want it, 

but why do you want it? What is it about the organization that 

calls out to you? What can you give them? How could you be 

a huge asset? Sell yourself! 

 

 Section 4 – Bringing it together – Remember to mention that 

you have attached your résumé and draw attention to your 

contact details at the top of the page – and check that they 

are correct! Mention that you will telephone to make an 

appointment or follow up on your letter. 

 

As with a résumé, make sure that you check your spelling and 

grammar carefully, and cut anything that isn’t strictly relevant. 

Check for powerful “do” words rather than passive language and 

non-useful language and make sure the format is easy to read 

and clear to the eye; bullet points are quite useful for this. 
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Chapter 9 – All About Job Applications 

 

We’ve talked so much about résumés and cover letters, but you 

could argue that we have left the most important document until 

the last – your actual job application! 

 

Most companies do ask for an actual application form to be filled 

out. While your résumé will contain the sell-it information, the 

application gives employers the basic information they need to run 

any pre-employment or pre-interview screening checks. Most 

companies screen applications for their own protection, because 

there are so many things that can go wrong and backfire on them. 

 

Lies and mistakes on application forms can easily be discovered 

by background checks, and your honesty is probably going to be 

one of the major yes-or-no factors when it comes to whether 

you’re interviewed or get the job. It’s about how you fill out the 

form, too. 
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 Always Be Honest – Never lie, because you will get found 

out. Background checks are rigorous, and if you fabricate the 

truth even slightly on your qualifications or employment 

history, it’s going to come right back at you and show you in 

a very poor light. 

 

 Write or Type in a Clear, Concise Manner – Print, using 

black ink, if you are writing out the application form. If you’re 

typing it, make sure you choose a clear font. Again, check 

spelling and grammar. 

 

 It’s Better to Give Too Much Information Than Not 

Enough – Throughout this guide we have talked about being 

concise and relevant, but your application form is where you 

can afford to give a bit too much information. Too much is 

better than not enough, because to run those background 

checks the employer needs information from you. That means 

that you should give dates of the degrees or notable 

qualifications you’re mentioning, and you should list all of your 

employment history, as much as there is room for. 

 

 You Probably Won’t Know What They’re Going to 

Check – The employer won’t tell you everything they’re going 

to check, but they will probably ask you for permission to run 

the checks. It’s a catch-22; you can’t say no for fear of looking 

bad, but there may be something in your history you’re not 

keen for them to know. It’s best to mention such things 

beforehand, so you can present your side of the story in the 

best possible light. 
 

While your résumé and cover letter are both of utmost 

importance, the bottom line is that if you don’t fill out the 

application form clearly, concisely and completely, the background 
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checks can’t be done, and you simply won’t be getting an 

interview, let alone a job! 
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Chapter 10 – All About Letters to Say ‘Thank 

You’ 

 

A thank-you letter? You might not have the first clue why you 

should be writing such a letter, but this chapter is going to 

reinforce the reasons to do it. 

 

Put simply, when you try to find a job, you’re not necessarily going 

to be successful on the first go. If you fail, you will try again, of 

course, and that could be with the same employer. Therefore, it’s 

all about leaving a good impression, a positive one that lasts. 

 

It’s a good idea to send a letter such as this no more than two 

days after you had the interview. Who knows? They could still be 

pondering whom to choose, and your letter might just swing the 

decision in your favour! 
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Here are a few key points about a thank-you letter and its 

importance. 

 

 Address the letter to a specific person, and don’t make it 

generic. Be sure to the check spelling of the name to whom 

you’re addressing it, and use the right title. Never pull 

someone’s position or rank down in a company simply 

because you made an error! 

 Mention what you discussed in the interview, and tailor every 

single letter to the experience you had. 

 Mention your qualifications once more – this puts you in the 

interviewer’s mind, possibly for the next time a job is offered. 

 

If you were offered the job and accepted it, write a letter to thank 

the employer and to say you are looking forward to the new 

challenge ahead. This is a great way to start your new working 

relationship on a hugely positive manner and leaves a powerful 

impression. But it you want to withdraw from the running, send a 

letter thanking the interviewer for their time. This is also about 

positive impressions, because who knows if you might like to apply 

again in the future. 

 

If you were turned down for the role, it might be easy to feel 

bitter, but don’t let it show! Again, a letter thanking the employer 

for their time and the experience gives you an opportunity to 

express your interest in working for them in the future, should any 

suitable positions arise. 
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Conclusion 

 

This guide has given you all the information you need to create a 

top-quality résumé and cover letter, while also highlighting the 

importance of gratitude in thank-you letters as a follow up. 

 

Your résumé is the one tool you have to advertise yourself; it is 

one of those rare situations in life where you are allowed to sell 

yourself to the max, tell people why you are fantastic, and really 

reveal yourself in the best possible light. While it’s easy to err on 

the side of arrogance, it’s key to walk the narrow line between 

bragging and confidence. 

 

A top-class résumé is the major difference between a person who 

gets a job and someone who constantly misses out. If you find 

that your résumé simply isn’t working for you, it’s time to rejig 

and review. It’s never too late to mix things up and turn the 

situation around. 

 

Of course, we have also mentioned the importance of cover 

letters. Always write a cover letter dedicated to the particular job 

you’re applying for, or at least showing an interest in the field, 

and attach this to every single résumé you send out. You should 

picture your résumé and cover letter as an inseparable couple– 

soulmates, even! 

 

Never give up on your job search. With the power of a top résumé, 

you surely will succeed. 
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Appendix A – Recommended Books for Reading 

 

The 22 Immutable Laws of Branding 

Author: Laura Ries 

Publisher: HarperCollins Publishers 

Date: September 17, 2002 

 

Guerrilla Marketing for Consultants 

Author: Jay Conrad Levinson 

Publisher: Wiley 

Date: October 8, 2004 

 

Your Company Sucks 

Author: Mark Stevens 

Publisher: BenBella Books 

Date:  August 1, 2011 

 

Positioning 

Authors: Al Ries and Jack Trout 

Publisher: McGraw-Hill 

Date: December 13, 2000 

 

Jack: Straight from the Gut 

Authors: Jack Welch, and Mike Barnicle 

Publisher: Warner Books 

Date: August 28, 2005 

 

Winning 

Authors: Jack and Suzy Welch 

Publisher: Collins 

Date: April 5, 2005 
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Breakthrough Business Development 

Authors: Duncan MacPherson and David Miller 

Publisher: John Wiley & Sons 

Date: September 01, 2007 

 

Who Moved My Cheese? 

Authors: Spencer Johnson and Kenneth H. Blanchard 

Publisher: Vermilion 

Date: February 7, 2002 

 

Speed Wealth 

Author: T. Harv Eker 

Publisher: Peak Potentials Training 

Date: 2001 

 

Money Book for the Young, Fabulous and Broke 

Author: Suze Orman 

Publisher: Riverhead (TRD) 

Date: March 27, 2007 

 

Think and Grow Rich 

Author: Napoleon Hill 

Publisher: Ballantine Books 

Date: May 12 1987 

 

E-Myth Mastery 

Author: Michael E. Gerber 

Publisher: Harper Business 

Date: December 28, 2004 
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Don't Sweat the Small Stuff 

Author: Richard Carlson 

Publisher: Hyperion 

Date: January 1, 1997 

 

Networking is a Contact Sport 

Author: Joe Sweeney 

Publisher: Ben Bella Books 

Date: October 5, 2010 

 

Reinvention 

Author: Brian Tracy 

Publisher: AMACOM 

Date: January 5, 2009 

 

The Alchemist 

Author: Paulo Coelho 

Publisher: HarperCollins 

Date: May 1, 1993 

 

Trump Never Gives Up 

Author: Donald J. Trump 

Publisher: John Wiley & Sons Inc. 

Date: January 18, 2008 

 

Create Your Own Future 

Author: Brian Tracy 

Publisher: Wiley 

Date: April 5, 2005 
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Idea Man: A Memoir by the Cofounder of Microsoft 

Author: Paul Allen 

Publisher: Portfolio Hardcover 

Date: April 19, 2011 

 

Change Your Thinking, Change Your Life 

Author: Brian Tracy 

Publisher: John Wiley & Sons Canada, Ltd. 

Date: August 7, 2003 

 

The 7 Habits of Highly Effective People 

Author: Stephen R. Covey 

Publisher: Free Press 

Date: September 15, 1990 

 

A Book of Miracles 

Author: Ben Hecht 

Publisher: The Sun Dial Press 

Date: 1941 

 

Become a Better You 

Author: Joel Osteen 

Publisher: Free Press 

Date: October 15, 2007 

 

Your Best Life Now 

Author: Joel Osteen 

Publisher: Warner Faith 

Date: October 12, 2004 
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Awaken the Giant Within 

Authors: Anthony Robbins and Frederick L. Covan 

Publisher: Free Press 

Date: November 1, 1992 

 

Unlimited Power 

Author: Anthony Robbins 

Publisher: Free Press 

Date: December, 22 1997 

 

The Dream Book: Symbols for Self-Understanding 

Author: Betty Bethards 

Publisher: New Century Publications 

Date: June 2001 

 

Get the Life You Want 

Author: Richard Bandler 

Publisher: HCI 

Date: August 15, 2008 

 

Million Dollar Habits 

Author: Robert J. Ringer 

Publisher: Fawcett 

Date: November 28, 1990 

 

Seeds of Greatness 

Author: Denis Waitley 

Publisher: Pocket 

Date: July 1, 1988 
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Success Built to Last 

Authors: Jerry Porras, Mark Thompson, and John McCain 

Publisher: Wharton School Publishing 

Date: September 12, 2006 

 

Tuesdays with Morrie 

Author: Mitch Albom 

Publisher: Time Warner Paperbacks 

Date: July 24, 2003 

 

The Magic of Thinking Big 

Author: David J. Schwartz 

Publisher: Fireside 

Date: April 2, 1987 

 

The Power of Charm 

Authors: Brian Tracy and Ron Arden 

Publisher: AMACOM 

Date: March 1, 2006 

 

Hug Your Customers 

Author: Jack Mitchell 

Publisher: Hyperion 

Date: June 11, 2003 

 

Multiple Streams of Income 

Author: Robert G. Allen 

Publisher: John Wiley & Sons, Inc. 

Date: March 17, 2000 
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The E-Myth Revisited 

Author: Michael E. Gerber 

Publisher: Harper Collins 

Date: March 3, 1995 

 

Crunch Point 

Author: Brian Tracy 

Publisher: AMACOM/American Management Association 

Date: September 22, 2006 

 

The Power of Positive Thinking 

Author: Norman Vincent Peale 

Publisher: Ballantine Books 

Date: August 27, 1996 

 

The Success Principles 

Authors: Jack Canfield and Janet Switzer 

Publisher: Collins 

Date: January 1, 2007 

 

Goals! 

Author: Brian Tracy 

Publisher: Berrett-Koehler Publishers 

Date: March 2003 

 

The Amazing Results of Positive Thinking 

Author: Norman Vincent Peale 

Publisher: Fireside 

Date: March 12, 2003 
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In Search of Excellence 

Authors: Tom Peters and Robert H. Waterman Jr. 

Publisher: Profile Business 

Date: April 15, 2004 
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Appendix B – NetSoft’s Events 

 
Annual Gathering 

 

 

 

 

 

 

 



 

How to Create Engaging Résumés and Cover Letters 

61 
 

Annual Gathering 

 

 

 

 

 

 

 

 

 



 

How to Create Engaging Résumés and Cover Letters 

62 
 

Beach Day 
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Beach Day 
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Beach Day 
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Firewalking 
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Firewalking 
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Firewalking 
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Firewalking 
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Firewalking 
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Firewalking 
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Firewalking 
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Luncheon 
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Luncheon 
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Open House 
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Open House 
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Personal Development 
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Personal Development 
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Personal Development 
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Personal Development 
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Skydiving 
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Skydiving 
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Skydiving 
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Skydiving 
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Skydiving 
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Skydiving 
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The Awakening 
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The Awakening 
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The Awakening 
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The Awakening 
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Appendix C – Testimonials 

 

Vikram Singh Romana 

 

 

 

 

 

 

 

 

 

 

Saad Khan 

 

 

 

 

 

 

 

 

 

 

Aziz Ahmed 

 

 

 

 

 

 

 

“The instructors at NetSoft are fully 
certified and always willing to help the 

students. I wish I had joined NetSoft 

sooner.” 

“NetSoft really helped me achieve my 

goals and made me realize that hard 
work pays off. My family is so proud 
of me. Thank you, NetSoft.” 

“Courses at NetSoft are always fun, 

innovative and interactive. From the 
instructors to the course material, 

there is never a disappointment or a 
dull moment.” 
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Harveen Singh 

 

 

 

 

 

 

 

 

 

 

 Aamir Abdullah Ghanison 

 

 

Muhammad Sarshar Roshan 

 

 

 

 

 

 

 

 

 

 “Knowledge gained from NetSoft’s 

courses can be applied to all areas of 
life. My experience at NetSoft has 

made me realize the importance of 
education and personal 

development.” 

 “NetSoft is a wonderful institution 
with great facilities and excellent 

instructors, which make a huge 

difference to the overall learning 
experience.” 

“My instructor at NetSoft was very 
enthusiastic. He involved the class 

through discussions, and was 

extremely detailed and thorough. 
Overall, the course was exceptional.” 
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Sajid Hamid 

 

 

 

 

 

 

 

 

 

 

Ahmad Masood 

 

 

 

 

 

 

 

 

 

 

Qasim Umer 

 

 

 

 

 

 

 

 

 

“NetSoft is the embodiment of an 
outstanding IT institution. All the 

instructors care about the students 
and want them to succeed. It’s 

absolutely terrific.” 

“NetSoft has given me direction in my 

career and my life, and I am optimistic 

about the future.” 

“The instructors are excellent. They 
actually care about you, and want to 

see you succeed both inside and 

outside of the classroom.” 
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Fatima Zargham 

 

 

 

 

 

 

 

 

 

 

Shumaila Saeed 

 

 

 

 

 

 

 

 

 

 

Armend Mucaj 

 

 

 

 

 

 

 

 

 

“If I had to take another course, I 
would definitely choose NetSoft again! 

A phenomenal institution.” 

“For my circumstances to change, I 
must change — and things sure did 

change for me, all thanks to NetSoft’s 

outstanding instructors and facilities.” 

“‘NetSoft instructors’ philosophy 

behind education and learning is very 

inspiring and motivating.” 
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Renwil S. Causing 

 

 

 

 

 

 

 

 

 

 

Bhaskar Dhawan 

 

 

 

 

 

 

 

 

 

 

Adrian Hetmanski 

 

 

 

 

 

 

 

 

 

The trainer is full of energy and 
enthusiasm, and  he has a passion to 
help you achieve greater heights in life. 

“The subject was entirely new to me. 
All the topics, modules and labs were 

helpful, and the knowledge I acquired 
will definitely help me perform better 

in my work.” 

“The environment at NetSoft is one 
you have to experience. All the 

instructors are positive and 
supportive, and they really want 

students to succeed in life.” 

“The instructors at NetSoft encourage 
each student to reach their full 

potential.” 
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Aryan Sultani 

 

 

 

 

 

 

 

 

 

 

Fahad Syed 

 

 

 

 

 

 

 

 

 

 

Abidullah Mohsen 

 

 

 

 

 

 

 

 

 

“There wasn’t a single boring moment 
during the course — the instructors 

kept students’ full attention at all 
times. Simply excellent.” 

“The instructors at NetSoft do not 
sugarcoat anything; they share their 

real-world experiences, guide 

students, and want them to win and 
succeed in life.” 

“It doesn’t get better than NetSoft. My 

instructor’s sense of humour and 
exceptional industry experience was 
simply priceless.” 
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Appendix D – Author’s Introduction 

 
Tariq Azad, Founder and President of NetSoft College of 

Technology, and Author of Hire Me Mastery 
Tariq Azad, the founder and President of NetSoft College of 

Technology, is regarded as one of the IT industry’s leading 
professionals by industry peers, colleagues and students. 

 

Education 
Tariq has excelled professionally through his commitment to 
staying abreast of the constant changes within the IT field. He 

currently holds more than 100 certifications, including MCSA, 
MCSE, MCTS and MCITP (Vista, Mobile 5.0, Microsoft 

Communication Server, Windows 2008, Windows 2012 and 
Microsoft Exchange Server), MCT, CIW-CI, CCA, CCSP, CCEA, CCI, 

VCP, CCNA, CCDA, CCNP, CCDP and CSE. Tariq holds a Bachelor 

of Science in Information Technology from Capella University in 
the United States and a Bachelor of Commerce from the University 

of Karachi in Pakistan. 
 

Technical Background 
Tariq’s career in the IT field has spanned more than two decades. 

Throughout his career, Tariq has garnered experience in many 
areas of IT, including management, technology, design and 

assessment. Ten of Tariq’s 20+ years in the IT industry were 
spent as a consultant specializing in Active Directory and 

virtualization solutions in various industries, including 
government, telecommunications, manufacturing, 

pharmaceutical, retail, health care, technology and finance. 

 
Tariq is also a well-known subject matter expert in Microsoft 

Active Directory, Microsoft Exchange, Microsoft System Center 
Configuration Manager, Citrix XenApp, Citrix XenDesktop and 

VMware vSphere. He provides comprehensive solutions focused 

on Microsoft, Citrix and VMware technologies for clients ranging 
from 50 to 100,000 users, concentrating mainly on the 

architecture and deployment of access infrastructure solutions for 
enterprise customers. Additionally, Tariq serves as the company’s 

Strategic Business Unit Leader, a position in which he holds both 

technical and managerial responsibilities. 
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President and Instructor 
At NetSoft College of Technology, Tariq offers day-to-day 

leadership and guidance to his staff, instructors and students. He 
has led courses focusing on Microsoft Active Directory, Microsoft 

Exchange, Microsoft System Center Configuration Manager, Citrix 
XenApp, Citrix XenDesktop, VMware vSphere and Hire Me (Career 

and Employment Strategies). 

 

Author 
Tariq has co-authored multiple books, including the best-selling 

Hire Me Mastery, MCITP: Microsoft Exchange Server 2007 
Messaging Design and Deployment Study Guide: Exams 70–237 
and 70–238, The Real MCTS/MCITP Exam 640 Preparation Kit, 
The Real MCTS/MCITP Exam 647 Preparation Kit, The Real 
MCTS/MCITP Exam 647 Preparation Kit and Securing Citrix 
XenApp Server in the Enterprise. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


