






• What type of references will have the most impact? Don’t 
include family members, friends, or your minister. Employers 
know they will speak highly of you, no matt er what. A former 
employer, co-worker, or instructor will be a valued reference. 

• Include a cover lett er summarizing your strengths and directly 
correlati ng your skills and experience with the requirements of 
the positi on. Make sure you communicate how you can “add 
value” to the organizati on.

• Make sure your resume layout is clean and well organized. 
Proofread your resume and cover lett er and make absolutely 
certain there are no spelling, grammar, or punctuati on errors. 

5. What do you hope will happen in the interview?

• Make a list of questi ons you would like to ask. Consider the 
informati on and issues in items 1–3 above. Find the website 
of the organizati on with which you will be interviewing. Learn 
as much as you can about the organizati on from its website. 
Ask the interviewer questi ons that occurred to you during your 
review of the website. 

• Be prepared to answer questi ons about your career interests, 
personal life, and college/work experience.

• Be prompt and dress appropriately for the interview. 

• Aft er the interview, send a thank you card to the person 
who interviewed you expressing your interest in the job and 
appreciati on for his or her ti me. 
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