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Before Beginning Your Internship or Job SearchBefore Beginning Your Internship or Job SearchBefore Beginning Your Internship or Job SearchBefore Beginning Your Internship or Job Search    
 
Before setting out on an internship or job search, please take the following under 
serious consideration. 
 

1) Review and assess your current e-mail address. 
 
A cutesy or unprofessional e-mail address can turn off or even offend a potential 
employer.  Avoid listing addresses such as Hottie129@Mail.com or 
ILikeToBreakTheRulz@Mail.com.  Instead consider creating an account using your 
name (FirstnameLastname@Mail.com) and utilize it to track all of your employment 
related correspondence. 
 

2) Update or edit your profile and photos on any on-line networking sites. 
 
It is becoming increasingly common for those in hiring roles to check out their applicants 
on-line.  An employer may look you up on Facebook, MySpace, etc. in order to decide 
whether or not to contact you for an interview.  Before you send out your resume and 
cover letter be certain to change your on-line profile’s privacy settings and remove any 
un-professional text, photos, images, etc.  
 
In this age of camera phones and instant messaging your actions and images can be 
publicly posted in an instant.  Now, more than ever, it is important to think before you 
act.  
 

3) Ensure that your voicemail – both cell and landline – are professional and clearly 
indicate who the caller has reached. 
 
Long and loud outgoing messages and ringbacks are at best annoying and at worst 
could be deemed unprofessional.  Before applying for an internship or job see that your 
outgoing message(s) are clear, short, simple and to the point.  Skip the music and lose 
the jokes. 
 

4) Be prepared to return any calls or inquiries in a timely and professional manner. 
 
If you are lazy about returning a potential employer’s phone or e-mail message they 
may assume that you’ll be lazy on-the-job too.  Return messages promptly and 
appropriately. 
 
What is a Resume?What is a Resume?What is a Resume?What is a Resume?    
 
Simply put, your resume is a document which lists and summarizes your education, 
skills and qualifications.  Those who are still in or about to leave college are advised to 
create a one-page resume.  Remember, your resume is a summary, not a book. 
 
Employers are spending less and less time reading resumes and instead tend to scan 
them for key terms and phrases.  It is reported that many recruiters spend 10 seconds 
or less scanning a resume. 
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A Word About Electronic ResumesA Word About Electronic ResumesA Word About Electronic ResumesA Word About Electronic Resumes    
 
Most, if not all of your applications for employment will be submitted in electronic form.  
This typically takes the form of a Word document attached to an e-mail.  On occasion a 
PDF file may be requested.  Read any and all application instructions carefully to 
ensure that you are meeting the requests of your potential employer.  Save your resume 
under a title which is easy to identify as being connected to you.  
‘LastnameFirstnameResume’ is a good choice. 
 
    
The Building Blocks of a The Building Blocks of a The Building Blocks of a The Building Blocks of a ResumeResumeResumeResume    
    
When building a resume you may choose to use any number or variety of section 
headers and formats.  All resumes will include a header (your name, address, etc.) 
 
The practice of including an Objective at the beginning of a resume is becoming 
outdated as is the closing phrase, “References Available Upon Request.”  Also to be 
avoided are 1st person (I was responsible for…) or 3rd person (Student Smith was 
responsible for…) references. 
 
Here is a sampling of the sorts of section headers you may include on your resume:  
 
� Heading 
� Summary of Qualifications/Skills/Areas of Strength 
� Education (Including any honors; excluding high school) 
� Certifications/Awards 
� Relevant Coursework 
� Employment History/ Experience 
� Involvement/ Activities/ Volunteer Work 
 
 
When drafting a resume, you want to be certain to choose a format which best 
highlights your skills and experience.  Most resumes are either chronological or 
functional in form. 
 
 
� CHRONOLOGICAL: Lists employment history in date order beginning with your 

most recent or current position. 
 
� FUNCTIONAL: First highlights your skills and experience as they are related to 

your career goals, then lists employment history separately toward the bottom of 
your resume.  
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Resume DoResume DoResume DoResume Do----s and Don’ts and Don’ts and Don’ts and Don’t----ssss    
 
While there is a fair amount of flexibility in resume writing you should be aware of the 
following do-s and don’t-s: 
 
� DO choose a resume format and layout which best highlights your experience 

and qualifications. 
 
� DON’T wait until the last minute to create your resume, it takes longer than you 

think! 
 
� DO use strong, active bullet statements and phrases when building your resume. 
 
� DON’T leave gaps in your work history or experience.  Make sure that all of your 

start and end dates flow sensibly. 
 
� DO use an easy-to-read font (such as Arial or Times New Roman) and keep your 

font size between 10 and 12 points (your name can be larger.) 
 
� DON’T lie on your resume - period. 
 
� DO make sure that you are professional in any and all mediums through which 

your resume is transferred and/or discussed. 
 
� DON’T forget to include a cover letter with each resume you send.  This includes 

those sent electronically. 
 
� DO have your resume reviewed by a proofreader prior to sending it out. (Contact 

Career Services at 617-730-7072 or Careers@Newbury.edu for support!)  
 
 
SamplSamplSamplSample Resumes for Newbury College e Resumes for Newbury College e Resumes for Newbury College e Resumes for Newbury College MMMMajorsajorsajorsajors    
    
To follow are a number of resumes created by Newbury College students and/or alumni.  
Review more than the one which corresponds with your major so as to gain a full sense 
of the resume building options available to you. 
 
If you need additional assistance or support, please make an appointment with the 
Career Services and Internship Placement Center; 617-730-7072 or 
Careers@Newbury.edu.  
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Accounting/Finance Sample 
 

123 1st Ave. Apt. #1 ● Someplace, MA 12345 ● FinanceSample@mail .com ● 123-456-7891 

 

EDUCATION 

Newbury College 

Brookline, MA        May 2009 

B.S.; Business Management – Concentration: Finance 

 

Relevant Coursework:  Money & Investment, Corporate Finance, Portfolio Management,                   

Strategic Management 

 

SELECT QUALIFICATIONS

• Fluent in English, French and Hungarian 

• Proficient in Bloomberg, Microsoft Excel, 

Access, PowerPoint and Word 

• Strong communication and interpersonal 

skills 

 

• Team oriented   

• Able to prioritize projects and meet deadlines   

• Excellent problem-solving skills   

• Quick and eager learner 

EXPERIENCE 

Premiere Investment 

Someplace, MA January – May 2009 

Intern, Compliance 

• Assisted with the research and review of sales materials, outside business activity forms, non-cash 

compensation and continuing education files  

• Updated and reformatted desktop procedures for the Compliance Department 

• Reviewed and updated electronic employee files  

• Handled filing, organizing and archiving of compliance files 

 

ABC International 

Hometown, NY June - August 2006 

Intern, Business Promotion  

• Drove leads management project to maximize the development of prospective clients  

• Assisted with the implementation of ‘Intranet Instant Messaging’ for the entire ABC International 

team; Enhanced the communication among 55 managers 

• Conducted research on software database systems aimed at  maximizing productivity  

• Developed strong professional  relationships with clients and colleagues 

 

ACTIVITIES 

Member, No Name Financial Association, 

Boston, MA January 2009 - Present   

 

Captain, Intercollegiate Softball Team,  

Boston, MA January 2006- Present 
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Business Management Sample 

business.sample@mail.com 
321 Main Street 

Hometown, MA 12345 
(617) 320-3421 

 
EDUCATION 
 
Newbury College        Brookline, MA 
Bachelor of Science, Business Administration      Anticipated May 2010    
 
EXPERIENCE 
 
State Life Insurance Somecity, MA 
Financial Services Professional       August 2005 - Present 
• Manage brokerage accounts, variable annuities, 401(k) plans, Simple IRA’s, SEP IRA’s, Traditional IRA’s  

and Mutual Funds 
• Create financial portfolios and analyze up-to-date financial trends 
• Develop superior marketing and strategic product sales skills in an extremely competitive environment 
• Acquired Life and Health Insurance licensing in order to deliver comprehensive financial advice  
• Conducted seminars and workshops for potential prospects which directly maximized all first quarter sales 
• Diversified individual sales by aggressively seeking life and disability policies  
• Expanded product knowledge through the utilization of company training and educational services 
 
Kleen Kitchen         Hometown, MA 
Sales Manager         August 2004 - August 2005 
• Significantly expanded the Kitchen Exhaust Cleaning Division through an aggressive cold-call campaign  
• Exceeded annual sales goal by generating over 100 new accounts within a 6 month period 
• Earned state certified Pesticide License and increased sales within the Mold Removal and Air Duct Divisions 
• Elected to represent company at The Southeast Facilities Trade Show and Kleenfest 
                                             
Super Hood Cleaning        Anothertown, MA 
Manager         April 2000 - August 2004 
• Managed groups of 5 Specialists responsible for the full degreasing of commercial exhaust systems 
• Acquired Inspector Certification through the International Kitchen Exhaust Cleaning Association  
• Earned Sales Representative Certification for Gaylord Cleaning Solutions and Repair Certification for  Gaylord Hoods 
• Accelerated the recruitment of new business through superior customer service and accurate on-site quoting 
• Acted as a Sales Representative on behalf of the company at national hood cleaning conferences  
 
The Cricket Club        Cityville, MA 
Department Clerk        September 1998 - April 2000 
• Managed department operations of pro-shop at a high-profile country club 
• Recognized as a leader in customer service  
 
SKILLS & LICENSES 
• Proficiency in Microsoft Office Suite and Outlook   
• Series 6 and Series 63 registered 
• Life and Health Insurance licensed 
• Inspector for Ikeca, Gaylord Hood Repairs and Gaylord Cleaning Solutions Sales Representative licensed 
• Commonwealth of Massachusetts Department of Agriculture Resources Pesticide licensed 
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Communications Sample 

E-mail: communications.sample@mail.com 
______________________________________________________________________ 
Current Address        Permanent Address 
129 Fisher Avenue Box #000                                                 321 Sample Road 
Brookline, MA 02445        Hometown, MA 12345 
617-730-0000        123-456-7891 
 
Education 
 
Newbury College         Brookline, MA 
B.A.; Communications        Anticipated May 2011 

• National Dean’s List       Fall 2008 – Present 
• Admissions Campus Host      Spring 2006 

 
Areas of Strength 
 

• Practiced in Final Cut 
• Familiar with Avid, Adobe Photoshop 

and Dreamweaver 
• Proficient in Microsoft Word, 

PowerPoint, Excel and Mac Pages  

• Confident public speaker 
• Skilled in conflict resolution 
• Able to work well independently and 

in groups 
 

 
Relevant Coursework 
 

• Film Adaptation  
• Introduction to Website 

Development and the Internet  

• Media Law and Ethics 

• Performance and Announcing    
• Producing the Video Segment    
• Writing for Media

  
 
Related Experience  
 
Newbury College Media Center      Brookline, MA 
Student Media Assistant       February 2009 –  

Present  
• Troubleshoot issues with Center equipment such as video and film cameras, 

microphones and projectors 
• Offer instruction in editing via Final Cut and/or Avid 
• Complete special projects at the direction of the Center Director 

 
Other Experience  
 
City Outfitters        Somecity, MA 
Head Cashier          September 2007- 
          September 2008 
 
Honeybee Farm Market       May 2007- 
Management Assistant       August 2007 
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Computer Science Sample 

1 Two Street 
Hometown, MA 
617-111-2222 

ComputerScienceSample@mail.com  
 
 

EDUCATION:  
 
Newbury College       Brookline, MA 
B.S., Information Technology Management    Anticipated May 2011  
 
 
TECHNICAL SKILLS:  
 

• PC repair (proficient)  • Microsoft Office 
(intermediate) 

• PC re-imaging 
(intermediate)  

• Networking (beginner)  
• Computer Bug Testing 

(MACs) 

• Build computers 
(proficient) 

• Systems 
administration 
(beginner)  

• Desktop support • Server support • Helpdesk support  
• Windows XP • Quality assurance • Software installation  

 
 

LANGUAGES:  
 

• Fluent in both English and Cantonese 
 

 
EXPERIENCE:  

Newbury College       Brookline, MA          
9/07 – Present                                                                                                                                                
Information Technology Student Assistant 

• Restore and set-up computers 

• Offer troubleshooting support to College faculty, staff and students 

City University        Cityville, MA         
7/08-8/08                                                                                                                                                     
Tech. Apprentice Intern 

•  Mapped server room information on Microsoft Visio 

Township Business School      Township, MA      
11/07-6/08                                                                                                                                                          
QA High School Intern 

• Performed tests to ensure that the company website was free from bugs 

• Created wiki pages for the company and updated company information 

Technical Specialists       Hometown, MA         
7/07-8/07                                                                                                                                                                 
Tech. Apprentice 

• Maintained a clean server environment 

• Installed software and Operating Systems 

• Managed the entire company’s FTP user accounts 

• Re-imaged desktops and notebooks daily 
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Criminal Justice Sample 
 

P.O. Box 123456 

Hometown, MA 12345 

(123) 456 - 7891 

CJSample@Mail.com  

 

 

 

Education:  

 

Newbury College      Brookline, MA 
B.S., Legal Studies  

Concentration: Criminal Justice      Anticipated May 2010 

 

Related Coursework: 

• Constitutional Law  

• Criminology  

• Critical Issues in Criminal Justice  

• Evidence and Court Procedures I  

• Evidence and Court Procedures II  

• Quantitative Methods Used in the Law  

  

 

Relevant Experience:  

 

Security USA     Someplace, MA 

  June 2005- Present 

Security Officer/ Supervisor 

• Control access to all buildings of the assigned campus 

• Provide excellent customer service  

• Serve as part-time administrative assistant to the site manager 

• Maintain and organize security personnel documents 

• Administer the “Learning Management System” (LMS) training test to 

60 security officers and staff 

 

Other Experience:  

Newbury College    Brookline, MA 

  September 2008-Present 

  Student Office Assistant 

• Supported the head of the Legal Department through the completion of 

various administrative tasks 

• Conducted research to identify potential internship sites for Criminal 

Justice majors 

 

Skills:   

• Proficiency in Microsoft Office; Type 50 wpm  
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Culinary Sample 
129 Fisher Avenue Mailbox #000 

Brookline, MA 02445 

Phone: (617) 123-4567 

E-mail: Sample@Mail.com 
 

 

Education: 
 

Newbury College       Brookline, MA 

B.S., Culinary Management      May 2012 

• Newbury College Merit Scholarship     2007 – Present 

• Serv Safe Certificate      November 2008 

• Serv Safe Alcohol Certificate     November 2008  

      

Someplace School of Technology      Hometown, MA 

Culinary Arts Certificate      May 2008 

 

Selected Qualifications: 

 

• 3 years of experience in food service and function management 

• Practiced in table setting, food safety, basic knife skills, manual ware washing and 

table service 

• Experienced in function set-up and break down 

• Comprehensive knowledge of both back and front-of-house operations 

 

Experience: 

 

The Classy Club       Anywhere, MA 

Banquet Server 

October 2008-Present 

 

Comfortfood Catering       Hometown, MA 

Banquet Server 

September 2007-August 2008 

 

Hometown Supermarkets       Hometown, MA 

Customer Service Assistant 

January 2007-May 2007 

 

Yummy Catering        Someplace, MA 

Banquet Server 

May 2006-August 2006 
 

Skills: 

 

Proficient in Microsoft Word, Excel, Power Point and Adobe In Design 
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FASHION SAMPLE 
 

123 Any Street � Somecity, MA 00000 

Home: 123-456-7891 � Cell: 987-654-3211 

E-mail: fashion.sample@mail.com    

 

EDUCATION: 

 

Newbury College      Brookline, MA 

Bachelor of Science; Business Administration 

Concentration: Fashion Merchandising    Anticipated May 2010 

 

RELEVANT COURSEWORK: 

 

• Clothing & Society  

• History of Costume 

• Principles of Marketing 

• Retail & Promotion 

• Textile & Science 

• Visual Merchandising 

 

AREAS OF STRENGTH: 

 

• Experienced in the promotion and sale of women’s clothing, intimate apparel and 

fragrances  

• Customer focused with the ability to identify specific needs 

• Active member of the Newbury College Fashion Forward Club 

• President of Newbury College Multicultural Student Union (2007- Present) 

• Served as a Newbury College Orientation Leader 

• Proficient in Microsoft Word and Excel 

 

RELATED EXPERIENCE:  

 

Veronica’s Secret       Cityville, MA 

Stock Room Processor/Sales Associate   October 2006- August 2007 

• Managed closing, replenished floor and organized promotions during managerial 

transitions 

• Attended off-site corporate training sessions to increase product knowledge 

• Provided excellent customer service 

• Processed, sensor-tagged and prepared clothing for sales floor 

• Arranged sales floor for upcoming sales and promotions  

 

OTHER EXPERIENCE:  
 

Newbury College Weltman Dining Room    Brookline, MA  

Food Prep/Dish Washer      March 2008- May 2008        

 

A Happy Home   Hometown, MA 

Activities Assistant/Receptionist     Seasonal 2006 - 2008    

 

Local Shipping Company      Hometown, MA 

Receptionist        June 2004 – August 2004 
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●G R A P H I C  D E S I G N  S A M P L E●  
 
Current Address:      Permanent Address: 
129 Fisher Avenue Box 000      111 Myhouse Road 
Brookline, MA 02445       Hometown, NJ 12345 
Cell: 123.456.7891       Home: 000.111.2222 
GraphicDesignSample@Mail.com  
 

EDUCATION: 
 
Newbury College       Brookline, MA  
B.A.; Graphic Design       Expected May 2010 

� Dean’s List       2006 - Present 
� Newbury College Merit Scholarship 
� GPA of 3.8 

 
TECHNICAL QUALIFICATIONS: 

 
� Proficient in: Adobe CS3: Photoshop, Illustrator, Indesign, Dreamweaver, Flash,    

Quark and Freehand 
� Practiced in: drawing and conceptualizing skills 
� Familiar with: Microsoft Word, PowerPoint and Excel  

 

RELEVANT EXPERIENCE 
 
Design Agency       Boston, MA 
5/08-Present 
Graphic Design Intern 

� Design posters, brochures and mailing pieces for clients 
� Develop identities for corporate clients 
� Illustrate images for poster sized print 
� Utilize Photoshop for photo manipulation 

 
Newbury College Office of Admission    Brookline, MA  
9/06-Present 
Admission Ambassador 

� Design brochures, posters and other print material for events 
 

FREE-LANCE DESIGN WORK 
 
� 2009  Zeta Zeta Sorority; Rush promo   Boston, MA  
� 2008  Fashion Forward; Event poster  Brookline, MA 
� 2007  A Rock Band; Logo     Hometown, NJ 
� 2006  No Place Like Home; Logo   Hometown, NJ    
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Health Care Management Sample 

 
Address: 00 Seven Street Apartment #Z ● Hometown, MA 12345 

Phone: 123-456-7891 ● E-mail: HealthCareSample@Mail.com  

 

EDUCATION 

 
Newbury College         Brookline, MA             

Bachelor of Science; Business Administration     May 2009 

Concentration: Health Care Management      

Minor: Business 

 

• Cum Laude 

• GPA: 3.45 

• Honors: Dean’s List       2006-2009 

• Outstanding Student Achievement Award   2009 

 

SUMMARY OF QUALIFICATIONS 

 

• Fluent in: Cantonese and English 

• Proficient in: Microsoft Word, Excel and PowerPoint 

• Able to work effectively both independently and in groups 

• Conscientious and dedicated with an excellent work ethic 

• Effective multi-tasker 

• Excellent time management skills 

• Possess practiced customer service skills 

• Quick and attentive learner 

 

EXPERIENCE 

 
State General Hospital        Somecity, MA 

Clerical Support Volunteer       August 2008 – Present 

 

• Provide administrative support including filing, copying, collating, labeling, assisting 

with mailings and telephone reception 

• Offer information and guidance to potential volunteers about the application process  

 

State General Hospital        Somecity, MA 

Volunteer Department Intern                                     January 2009 – May 2009 

 

• Created an administrative system to recruit, track, and coordinate volunteers  

• Shadowed the Project Specialist 

• Trained in the use of Volgistics  
• Managed administrative tasks 

 

City Public Library – Children’s Department     Somecity, MA  

Library Aide                                  December 2006 – Present 

 

• Clerical assistant performing overall daily maintenance including catalog searching, 

check-in, labeling, sorting, shelving and repairing of materials 

• Maintain order of all library periodicals, books and materials in the department 
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HOSPITALITY SAMPLE 
456 Sample Road 

Sample, MA 12345 

123-456-7891 

hospitalitysample@mail.com  

 
 

Education: 
   

Newbury College      Brookline, MA 

    

B.S.; Hotel, Restaurant & Service Management 

Concentration: Hotel Administration    Anticipated May 2010 

 

Summary of Qualifications: 

 
• Certified in: ServSafe Food (2007) and CPR (2009) 

• Proficient in: Microsoft Word, Power Point and Hilton’s OnQ System 

• Fluent in: English and German 

• Able to offer excellent communication and multitasking skills 

 

Experience:    
 

City Hotel       Somecity, MA       

August 2007 - Present 

Guest Service Agent with Supervisory Responsibilities 

• Supervised the GSA, Bellman, Doorman, PBX and Valet 

• Fielded and responded to guest feedback 

• Provided prompt and courteous service 

• Promoted hotel services and amenities 

• Staffed Front Office areas as needed 

 

Posh Place (Formerly:Hotel Anothername)   Anothercity, MA 

January 2005 – August 2007 

Guest Service Agent 

• Offered excellent customer service 

• Managed guest check-in and check out processes 

Bellperson 

• Escorted guests in a friendly, courteous manner  

• Transported luggage; offered information 

 

A-Z Hotel       Hometown, MA 

May 2003 – November 2004  

Room Service Attendant 

• Handled order-taking and delivery of food and beverage items 

• Provided top notch guest service 
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INTERIOR DESIGN SAMPLE 
 

EDUCATION 
 

Newbury College Brookline, MA 

A Council for Interior Design Accredited (CIDA) institution   

B.S.; Interior Design Anticipated May 2009 

SUMMARY OF QUALIFICATIONS 
 

• Experienced in Auto CAD 

• Practiced in hand drafting construction 

documents 

• Skilled in perspective drawing 

• Effective in rendering 

• Familiar with ADA and Building 

Codes 

• Organized and punctual 

RELEVANT EXPERIENCE 
  

Newbury College Senior Capstone Project          Brookline, MA 

January 2008- May 2009 

Student Designer 

• Drafted proposal and construction documents 

• Responsible for schematics planning 
 

Mr. Smith Interiors      Hometown, MA 

May 2008- August 2008  

Intern 

• Drafted presentation drawings 

• Conducted product research 

• Maintained sample library and fabrics  

• Completed administrative tasks 

  

OTHER EXPERIENCE 
 

Hometown Store       Hometown, MA 

October 2007- Present   

Sales Associate 

• Provide excellent customer service and handled cash transactions 

• Responsible for product management and stocking shelves 
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LEGAL STUDIES  SAMPLE  
129 Fisher Avenue 

Brookline, MA 02445 

123-456-7891 

Sample@Mail.com 

 

 

Education 

 
Newbury College          Brookline, MA 

B.S.; Legal Studies,  

Concentration: Pre-Law        Anticipated May 2013 

 

Summary of Qualifications 
• Experienced with group projects and teamwork 

• Proficient with Microsoft Word, Excel and PowerPoint 

• Expert in general computer knowledge 

• Possess a strong work ethic 

 

Related Experience 
 

 Summer 2009  Smith & Jones Law Firm     Somewhere, MA 

  

Paralegal   

• Assisted in writing various legal documents 

• Organized schedules for legal practitioners 

      

Other Experience 
 

2009-Present  Newbury College Career Services Center  Brookline, MA  

 Office Assistant 

• Enter internship and job postings into the eRecruiting on-line office management 

system 

• Conduct on-line research to identify companies through which internship                                  

and job leads can be sought 

• Assist in event promotion and preparation  

 

 

2003-Present  ABC Chess Club     Hometown, MA                               

Founding Member                                            

• Identify and address conflict between team members 

• Set standards for club participation 

• Develop problem solving skills 
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Psychology Sample 
99 Sample Street #111 ● Sample, MA 12345 

Phone: 000.111.2222 ● E-mail: PsychSample@Mail.com  

Education: 
 

Newbury College       Brookline, MA 

B. A.; Psychology       Anticipated May 2010 
 

Related Coursework: 
 

• Abnormal Psychology 

• Human Development I & II: 

Childhood & Adulthood 

• Human Relations 

• Social Psychology 

• Theories & Applications of 

Counseling and Psychotherapy 

 

Summary of Qualifications: 
 

• Certified in: Lifeguard Training & First Aid (2006), Oxygen Administration (2006), 

CPR & AED (2007) 

• Experienced in the care and supervision of children ages 2 – 14 years 

• Practiced in the planning and creation of educational and social activities for children 

• Proficient in: Microsoft Office Suite and Open Tables 
 

Relevant Experience: 
 

Private Home Somewhere, MA Child Care Provider  07/2006 – Present 

• Create exercises to facilitate learning, language development and social skills for a                          

3 year-old child  

• Monitor outdoor activities  
 

Anothertown Extended  

Day Program   Anothertown, MA Counselor   06/04 - 09/05  

• Supervised children aged 5 to 14 years 

• Provided assistance  with school work, sports and other outdoor activities  
 

Pinetree Woods  Anyplace, MA  Lifeguard   05/08- 09/08  

• Responsible for monitoring the safety of residents and guests  

• Oversaw the opening and closing of the pool area 
 

Other Experience: 
 

#1 Hotel  Boston, MA  Front Desk Concierge   04/09 - Present  
 

Newbury College Brookline, MA  Financial Aid Assistant   09/06 - 01/09  
 

Super Sea Foods Hometown, MA Hostess    01/08 - 05/09  

Big Store   Hometown, MA Sales Associate    11/07 - 03/08   

 

We Got Clothes Cambridge, MA Cashier and Sales Associate 05/06 - 09/07  
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SPORTS MANAGEMENT SAMPLE 
000 Runner’s Way 
Hometown, MA 00000 
617-123 - 4567 
Sample@Mail.com  

 
�Seeking an internship in the sports management field� 

 
 

Top–performing, solutions–driven professional with a strong athletic background -                         
Able to serve at all levels of the organization - Works well in teams or individually to                          

achieve goals and objectives - Former NCAA Collegiate Athlete -                                                                          
Experience in scorekeeping and facilitation of a men’s basketball summer league 

 
 
Education: 
 
 Newbury College,       Brookline, MA  

B.S.; Business Administration 
Concentration: Sports Management      Anticipated May, 2010 

  
Related Coursework: 

• Principles of Sports 
Management  

• Sports Marketing  
• Sports Finance 

• Sports Facility & 
Events Planning 

• Sports Law & 
Ethics 

• Sports Psychology 

• Sports & the Media  
• Leadership & Teamwork 

 
 
Involvement:  
 
• 4 years college basketball; 3 year captain 
• 4 years college softball; 2 year captain 
• 1 year college volleyball 
• 1 year college tennis 
• Phi Theta Kappa  
• Student Senate 
• Alumni Association Board 
 
 
Work Experience: 
 

Branch Sales & Service Representative,  
TD Banknorth, Here, MA     June 2008- Present 
 
Cashier, 
Mikey & Jake’s Deli, There, NJ   June 2007- August 2007 
         
Teller,  
Commerce Bank, Everywhere, NJ    June 2006 - September 2007 
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What is a Cover Letter?What is a Cover Letter?What is a Cover Letter?What is a Cover Letter?    
 
Your cover letter works to introduce your resume to employers and states why 
you are suited for a specific internship or job opening.   
 
Whether sent by mail, e-mail or fax, your cover letter should always follow the 
form of a professional letter. The header and font of your cover letter should 
match that of your resume. 
 
The Elements of a Cover LetterThe Elements of a Cover LetterThe Elements of a Cover LetterThe Elements of a Cover Letter    
 
 

� A cover letter is submitted in conjunction with your resume.  (In instances 
where the application instructions indicate “e-mail a resume to…” the e-
mail to which you are attaching a resume can serve as your cover letter.  It 
should be constructed in business, not casual, form.) 

 
� Your cover letter may be created using 3- 4 paragraphs of text and is 

always addressed to a specific reader.  (Avoid “To Whom it May 
Concern…”) 

 
� When writing your cover letter DO NOT repeat what your resume already 

states.  Instead, emphasize your fit with the position and the organization.  
 
The Paragraphs of a The Paragraphs of a The Paragraphs of a The Paragraphs of a Cover LetterCover LetterCover LetterCover Letter    

 
� PARAGRAPH #1: Your opening paragraph indicates which position you 

are applying for and states how you learned of it. 
 
� PARAGRAPH #2: This briefly describes how your own skills and 

experience match those noted in an internship or job description.  You will 
cite special accomplishments here which compliment the skills set so as to 
earn an interview. 

 
� PARAGRAPH#3: Here you will clearly note why you want to work for the 

given company.  The goal here is to again stress your fit with the 
organization. 

 
� PARAGRAPH #4: In closing, state your hope for an interview.  Indicate 

how and when you plan to conduct follow-up (and be certain to do this!) 
and re-state your contact information.   

 
Sample Cover LettersSample Cover LettersSample Cover LettersSample Cover Letters    
 
The sample cover letters which appear here may be used as models from which 
you can draft your own document. 
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Ima Cover Letter 
123 Sample Street 

Hometown, MA 00000 

Cell: 000-111-2222 

ImaCoverLetter@Mail.com  

 

Today’s Date 

 

Contact’s Name 

Contact’s Title 

Company Name 

Company Address 

City, State Zip 

 

Dear Mr. /Ms. Contact’s Last Name: 

 

I am writing to submit my application for the position of <JOB TITLE> as listed through 

<SOURCE.> 

 

You indicate that you are seeking applicants capable of <INSERT QUALITIES NOTED 

IN THE JOB POSTING HERE.> My education and experience pair nicely with your 

needs.  I can offer you <INSERT PROFESSIONAL SKILLS HERE.>  

 

<INSERT COMPANY NAME HERE> has impressed me with its <INSERT 

COMPANY QUALITIES HERE.> As someone who values <QUALITIES WHICH 

MATCH THOSE OF THE COMPANY> I believe you will find me to be a fitting 

addition to your team. My background in retail has provided me with excellent customer 

service and communication skills which will compliment your mission.  

 

I appreciate your time and serious consideration. You may contact me at 000-111-2222 or 

at ImaCoverLetter@Mail.com.   

 

Sincerely, 

 

Ima Cover Letter 
 

Ima Cover Letter 
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Sherman Sample 
1 Maple Street;  Apt. #2                                                                                                    

Somewhere, MA 12345                                                      

Phone: 617-111-2222                  

E-mail: SSample@mail.com                                                                            

 

 

 

Today’s Date 

 

Mr. Super Visor 

President 

Perfect, Inc. 

2 Elm Street 

Perfectville, MA 11111 

 

Dear Mr. Visor, 

 

I was thrilled and excited to read about the Event Management Internship opening at 

Perfect, Inc.. As a student majoring in Business Administration I am eager to utilize an 

internship placement to further my education and experience. 

 

I have several years of experience in a variety of settings from catering to corporate.  My 

education and background work to make me an excellent candidate for the role of  Event 

Management Intern.   

 

I appreciate the fact that Perfect, Inc. is known for innovation and superior creativity as 

related to events facilitation.   I have often been commended for forward thinking and 

took the lead role in planning a day-long creativity experience for the youth membership 

of my local Boys and Girls Club.  In addition to my extensive office experience, I am 

fluent in both English and French and can offer you strong communication and customer 

service skills. 

 

Thank you for your serious consideration of my application. I look forward to hearing 

from you soon and would be glad to make myself available for an interview. You may 

reach me by phone at 617-123-4567 or by e-mail: SSample@mail.com. 

 

Sincerely, 

 

Sherman Sample 
 

Sherman Sample 
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Susan Sample 

123 Main Street Apartment #D 

Hometown, MA 02345 

Susan.Sample@Mail.com 

(617) 123-4567  

 

Today’s Date 

 

Ms. Jane Doe 

Director, Human Resources 

Ideal Hospital 

123 Hospital Way 

Perfect Place, MA 12345 

 

Dear Ms. Doe; 

 

I am writing to express my interest in the Administrative Assistant position with your 

organization. This opportunity came to my attention through Ideal Hospital’s website. 

 

My Newbury College education has provided me with the latest in health care 

management skills.  Understanding that Ideal Hospital is seeking applicants who are 

responsible and organized I know I can meet your needs. 

 

I currently volunteer at Hometown General Hospital in the area of clerical support. This 

experience in addition to my education makes me a strong candidate for the role of 

Administrative Assistant.   I would like to continue to give back to the community by 

offering assistance to your patients, visitors and staff in a professional capacity. 

 

Thank you for your time and consideration. I look forward to learning more about how I 

can be of service to Ideal Hospital. I can be reached at Susan.Sample@Mail.com or by 

phone at (617) 123-4567. 

 

 

 

Sincerely, 

 

Susan Sample 
 

Susan Sample 

 

 

 

 

 

 



 

 

23 

 

 

 

COVER LETTER 

123 Sample Road 

Newburyville, MA 11111 

111-222-3333 

CoverLetter@Mail.com  

 

 

Today’s Date 

 

Mr. /Ms. Contact First Name Last Name 

Contact’s Job Title 

Company Name 

Company Address 

City, State Zip 

 

Dear Ms. /Mr. Last Name; 

 

Please accept this application for the <Internship Title> position with your organization. 

I learned of this opportunity through <List Source.> 

 

My Newbury College education has provided me with the latest in <List skills gained 

through your college experience> skills.  Understanding that <Insert Company Name> is 

seeking applicants who are <Insert qualities listed in the internship description> I know I 

can meet your needs. 

 

I appreciate that <Insert Company Name> is recognized for <Insert qualities…the 

company’s website can assist in identifying these…> The experience I gained through 

<Note a specific, relevant experience here> in addition to my education make me a strong 

candidate for the role of < Internship Title. >  

   

Thank you for your time and consideration. I am able to discuss internship opportunities 

with you in accordance with your availability. I can be reached at 

CoverLetter@Mail.com or by phone at 111-222-3333. 

 

Sincerely, 

 

Cover Letter 

 

Cover Letter 

 

    
 


