
The Job Search:  Resume, 
Cover Letter and Interview 

Preparation 



Overview

• The Resume 
• The Cover Letter 
• References
• The Job Application
• The Interview
• The “Mock Interview” 



The Resume

– A snapshot of your background at a particular point in 
time.

– Requirement to be considered for a position in many 
organizations.

– Like an ad, so sell yourself!



The Resume

• Header
• Objective
• Education
• Licensure/Certifications
• Clinical Experience/Relevant Work Experience
• Volunteer Experience
• Honors & Awards
• Professional Affiliations



The Resume

• Do:
– Keep your resume clean and easy to read/follow
– Keep it short (1-2 pages is ideal, 3 is okay)
– Proofread (use correct grammar and spelling)



The Resume

• Don’t:
– Use photos or other graphics
– Use color (keep your resume black and white)
– Include personal information (i.e. SSN, age, sex, marital 

status, hobbies)
– Include references (always keep these separate)
– Use I, me or my



The Resume

• Header:
– Name
– Address
– Email address
– Telephone number

• Be sure to update your resume if you move or get a new email 
address/phone number



The Resume

• Objective:
– Optional, if you decide to include an objective it should:

• Be one or two sentences
• Not focus on what you need or want, but rather how you’ll 

use your education and skills to contribute



The Resume

• Education:
– If you’re a new grad, this should be listed first on your resume 

(or under your objective if you’ve included one)
– Include the following (list most recent first):

• Name of school/university (including City and State)
• Degree achieved (or anticipated)



The Resume

• Licensure/Certifications:
– List all current/active licensure and certifications including 

month/year they expire
– Examples may include: State license, BLS, ACLS, PALS, etc.
– If you have a pending license or certification, still include it with 

an anticipated date of completion



The Resume

• Clinical Experience:
– Each rotation should be listed individually on your resume with 

the following information:
• Month/year or semester/year of completion (or anticipated completion)
• Organization/Facility (including city and state)
• Type of rotation (i.e. General Surgery, Family Med)
• You may also include a brief sentence or two that highlights key skills you 

learned or procedures performed during that rotation
• Highlight rotations that are similar to positions you’re applying to 



The Resume

• Relevant Work Experience:
– List all relevant experience (any other healthcare experience)
– Title, employer, location (city & state), dates

– Date should be listed as mm/yyyy – mm/yyyy
– Keep it short by only highlighting important or main responsibilities 

using bullet points
• You can elaborate more during an interview
• Tailor skills and experience to the position for which you’re applying 

to



The Resume

Registered Nurse – Surgical ICU 12/2003 – Present
Boston Medical Center, Boston, MA 
• Work with a team of skilled professionals to manage 

clinical outcomes for patients with multiple 
comorbidities recovering from major abdominal, 
cardiothoracic, ENT, oncological, and transplant 
surgeries. 

• Educate patients and families in post-surgical care.
• Monitor ventilator settings to ensure adequate 

oxygenation for intubated patients while analyzing blood 
gases and managing continuous sedation.

• Which work experience is better?

Registered Nurse                 2004-2006
Boston Medical Center, Boston, MA 
ICU experience with job duties including providing 
direct, intensive medical and emotional care to 
patients of all ages suffering from trauma and burn 
injury.  



The Resume

• Volunteer Experience:
– Similar to work experience, list most recent first and include 

organization, location, title and dates

• Honors & Awards
• Professional Affiliations

– Highlight leadership roles
– Don’t use abbreviations or acronyms







Resume vs Curriculum Vitae (CV)

• Curriculum Vitae:
– Includes everything from your resume plus:

• Teaching experience
• Presentations
• Research experience 
• Publications
• Thesis/Dissertation 
• Grants and fellowships



The Cover Letter

– Give enough information to catch the interest of the 
person reading it but don’t overwhelm them

– Specifically tailor to the company and position  you are 
applying for 

– Proofread (use correct grammar and spelling)
– Should be 3-4 paragraphs in length

• Opening paragraph, highlight your skills/abilities, closing 
paragraph





References

– Confirm references are willing to provide information
– Recommended:

• Current and former managers
• Academic Advisors and Faculty

– Not Recommended:
• Family and Friends



References

• Use your personal header on the References Page.
• Include the following information for each reference:

– Name
– Title
– Relationship to reference
– Phone
– Email
– Preferred method of contact



The Job Application

• Make sure what you’re applying for is realistic
– Minimum qualifications (do you meet these?)

• Required vs. Preferred Experience
– Job responsibilities (i.e. inpatient vs. outpatient)
– Hours/Schedule

• Fully complete online job applications and be honest
• Don’t limit yourself – apply to as many positions that you’re 

interested in and that are within your education and training



The Interview

• Process:

–Phone interview

– In-person or “Video” interview



The Interview

• Prepare
– Make a list of companies and jobs that you applied for
– Practice your responses to questions

• Use the S.T.A.R. method



Phone Interview

• Do:
– Have a copy of your current resume in front of you
– Record a professional voicemail message
– Listen carefully
– Talk slow, clear, and smile. 
– Stand up during the call
– Use correct grammar
– Be prepared to ask relevant questions



Phone Interview

• Don’t:
– Speak negatively or use “uh” or “um”
– Eat, drink or chew gum
– Do other things 
– Type on the computer
– Put an interviewer on hold
– Assume the interviewer knows your skills
– Rush through answers
– Give yes or no answers
– Long winded detailed reponses. 



Video Interview Preparation 

• Test out your connection prior to the interview if 
possible. 

• Dress professionally.
• Maintain eye contact.
• Maintain good posture. 
• Choose a quiet location with a clean background. 



The Interview

• Interview Questions:
– Be able to share your strengths and weaknesses
– Behavioral based interview questions

• Can you provide me an example of a time you . . . .
• Walk me through a time you….



The Interview

• Behavioral Interview Questions:
– Walk me through the angriest patient you had to deal 

with. 
– Can you describe a time you were under pressure to 

make an immediate decision without the aid of a 
supervisor/manager?

– Can you provide me an example of a time you felt patient 
confidentiality might be compromised. 



The Interview

• What questions could you ask at the end of an 
interview?
– Work culture
– Management style/expectations
– A day in the life of
– Growth potential
– Training
– When can I expect to hear back about the position?



The “Mock Interview”

Please sign up for a time if you haven’t already!



Questions

Questions?
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