
Activities Resume & Cover 
Letter 



Your Job: 

 



Your Job: 

 Create a current resume 



Your Job: 

 Create a current resume 
 Write an introductory cover/letter of 

application 
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Resume: list of activities 
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Cover letter: Introduction  
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 Start with the simple stuff: How can you be 
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 Start with the simple stuff: How can you be 
reached? 
 

      Rufus T. Firefly 
      123 Skidoo Ave. 
      Buttscratch, NY 12776 
      (845) 362-3640 
      firefly123@yahoo.org 
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 Here’s where you begin to categorize things 
that are impressive about you. 

 Jobs 
 Awards 
 Responsibilities 
 Sports 
 Talents 
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Templates: A Good Idea 
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in-the-blank resume templates 



Templates: A Good Idea 

 Many word processing programs feature fill-
in-the-blank resume templates 

 Many will also let you customize the look and 
the background of your resume. 
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At roughly 18, what had I done? 

 Altar boy 
 All-County Band 
 All-State (alternate) 
 Held a job (3 years) 
 Honor Roll (mostly) 
 National Honor Society 
 Various writing awards 
 EJE = NAJE winner 
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 Cub Scouts 
 Little League 
 Babe Ruth League 
TALENTS: 
 Photography 
 Filmmaking 
 Partying (okay, I didn’t 

write that) 
 



So what did I emphasize on my resume 
(done on the old IBM Selectric)? 

 



So what did I emphasize on my resume 
(done on the old IBM Selectric)? 

  Employment Record 

   

 Dates Employed                Employer                      Position Held           Type of Work 

   

 1979 - Present                 JCD Pharmacy               Stock Boy/Cashier     Customer Service 

   

 1976 - 1979         Independent Lawn Services             Maintenance     General Yard Work 

   

 1976                          Independent Cleaner                     Cleaner          Cleaned Old Houses 

   

 Trombone 

   

 4th - 6th grade - Elementary Band 

 5th - 10th grade - Jazz Ensemble II; All-County Band (9th, 10th grade) 

 9th - 12th grade - 1st trombone, High School Band; All-County Band (9th, 10th, 11th, 

                              12th) 

 11th - 12th grade - Jazz Ensemble; performed at NAJE festival in St. Louis, MI; All- 

                                State Jazz Ensemble (alternate); featured soloist on "Jelly Roll," 

                                "Woodchopper's Ball," and "Also Spake Zarathustra" 

 



And… 

 



And… 
 Sports 
   
 9th grade - back up catcher/outfielder, JV baseball team 
 12th grade - runner (cross-country), track team 
 8th - 9th grade - catcher, Ellenville Little League 
 10th grade - outfielder/catcher, Resnick's Cambridge Warehouse, Babe Ruth League 
 10th grade - assistant coach, Ellenville Little League (minor leagues) 
   
  School - Related Extracurricular Activities 
   
 11th - 12th grade - Photography Club 
 11th grade - photographer for Jazz Ensemble Benefit Concert program 
 11th grade, 12th grade - Yearbook Art Editor 
   
  Academic Honors and Awards 
   
 12th grade - inducted into the National Honor Society 
 Honor Roll - 7th grade (3x), 8th (3x), 9th (3x), 10th (4x), 11th grade (3x) 
 High Honor Roll - 12th grade (3x so far) 
 11th grade - selected to serve as school representative in PEN writing contest 
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References: 

Should be written by an 
“Authority” 

 Employer 
 Teacher 
 Guidance  counselor  
 Group leader 
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Not Good References 

 Grandparents 
 Mom 
 Peers 
 James O’Conner 
     (that was a joke) 



The Application Letter 



Should be: 

 



Should be: 

 More specific than resume 



Should be: 

 More specific than resume 
 Tailored (if possible) to a specific place 



Should be: 

 More specific than resume 
 Tailored (if possible) to a specific place 
 An introduction of your best qualities 



Should be: 

 More specific than resume 
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Should be: 

 More specific than resume 
 Tailored (if possible) to a specific place 
 An introduction of your best qualities 
 Neat, well written, free of errors 
 A representation of YOU 



Excerpts From My Letter 

 Directing films requires vision, organization, people 
skills, and a sense of humor.  I feel I have all of these 
qualities.  I like to joke and to laugh, but I'm capable 
of being very serious and motivated.  My grades in 
Ellenville High School are solid (I'm graduating in the 
top 10%), and I believe my membership in the 
National Honor Society says something about my 
abilities.  My achievements in music (All County and 
All State Bands) indicate my ability in artistic fields.  
I'm willing to listen, to learn, and to work with 
people.  And, if being "a little loony" (as John Dykstra 
from the Star Wars effects team says) is an asset, I 
have that, too.  All of these qualities, I believe, make 
me an ideal candidate for the Newhouse School. 
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Results 

College Applications: 
 NYU - Yes 
 Berklee - Y 
 Ithaca College - Y 
 Syracuse University - Y 
 SUNY Freedonia - Y 
 SUNY Purchase 
     (“safety” school) – No! 



All this out of: 
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 An 88 average 



All this out of: 
 
 An 88 average 
 1170 SAT’s (old) 



All this out of: 
 
 An 88 average 
 1170 SAT’s (old) 
 Graduating top 10% 
     (16th out of 166) 



So Where Did I Go? 

 



So Where Did I Go? 



All this somehow brought me to 
LHS. 
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