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Cover Letter Writing Tips
Don’t repeat your resume, i.e., or use the phrase… “as you see from my resume…”
Keep it short in length
Address your cover letter to a specific person and reference the specific position for which you
are applying
Be professional and mature with language selection
Convey enthusiasm about the position and organization

Dress for Success
Expert Hints for Dress for Success for Men and Women
Attention to details is crucial, so here are some tips for both men and women. Make sure you
have:
clean and polished conservative dress shoes
well-groomed hairstyle
cleaned and trimmed fingernails
minimal cologne or perfume
no visible body piercing beyond conservative ear piercings for women
well-brushed teeth and fresh breath
no gum, candy, or other objects in your mouth
minimal jewelry
no body odor
Finally, check your attire in the rest room just before your interview for a final check of your
appearance — to make sure your tie is straight, your hair is combed, etc.

Interview Tips
10 Best Job Interview Tips for Job-Seekers
1. Conduct Research on the Employer, Hiring Manager, Job Opportunity.
2. Review Common Interview Questions and Prepare Responses.
3. Dress for Success.
4. Arrive on Time for the Interview — and Prepared for Success.
5. Make Good First Impressions — to Everyone You Encounter.
6. Be Authentic, Upbeat, Focused, Confident, Candid, and Concise.
7. Remember Body Language, Avoiding Bad Habits.
8. Ask Insightful Questions.
9. Sell Yourself Throughout and then Close the Deal.
10. Thank Interviewer(s) in Person, by Email, and Postal Mail.

How to Resign from a Job
1. Make sure you’ve finalized the details with your new employer. Don’t quit your current
job until everything about your new job is negotiated and ready to go. Signed offer letter
or employment contract? Check. Benefits package? Check. Start date? Check. You get
the idea.
2. Plan how you’ll transfer your responsibilities. Don’t leave your boss inundated with
unfinished work. Determine a transition plan for your responsibilities and any unfinished
projects. Create a list with your recommendations on how your work can be shifted to
others in the department until your position is filled.
3. Write your resignation letter. I like to think of a resignation letter more like a brief thank
you note. Your resignation letter should explain your gratitude for having had the
opportunity to work at XYZ company and with your boss, and include the date of your
last day on the job.
4. Determine your “story.” Think through how you will explain your departure to your
manager and coworkers. Whatever reasons you provide, keep your story consistent and
keep your reasons positive, not negative.

5. Tell your manager before anyone else. Your manager deserves to be told first, so refrain
from saying anything to coworkers until you’ve met with your boss. Also, consider how
you’ll handle the situation if your boss makes you a counteroffer to stay in your job.
6. Quit in person and bring your resignation letter with you. It’s always best and most
respectful if you resign in person and can provide closure. But if your boss works in a
different geographic location, make a telephone appointment and then follow up with a
brief email, attaching your resignation letter.
7. Give adequate notice. Providing a two-week notice is a global norm. However, if your job
is complex and will be difficult to fill or if you are in a higher-level management position,
be prepared to provide additional time for your employer to find your replacement and
offer to train the person.
8. Reach agreement with your boss on how others will be told. Ask your manager how he
or she would like others to be told. Suggest that you tell coworkers individually and
volunteer to write a short email your boss can then distribute within the department.
9. Meet individually with mentors and sponsors within the company. Beyond your own
department, if you have mentors or anyone within the company who has acted as your
sponsor, quickly schedule time to let them know you’re leaving and why.
10. Remain professional throughout the process. Be on your best behavior so you’ll leave
the company on a positive note, leaving the door open for future employment and
ensuring a good job reference.
11. Remove personal items from your work area. Wait until after you’ve notified your boss
and coworkers to clean out your workspace. Take personal items home and ensure you
leave your office looking neat and clean for the next person.
12. Be prepared for the exit interview. Speaking as a former hiring manager and employer,
don’t be afraid if you’re asked into an exit interview. It’s usually HR personnel who
conduct the exit interviews with the purpose of uncovering areas where the company can
improve or identifying when there may be issues with a specific manager.
13. Be prepared to be escorted out by security. If your new employer happens to be a direct
competitor of the company where you currently work, you may be asked to leave
immediately upon your resignation. So don’t be surprised if security personnel are
assigned to watch you while you clean out your workspace and then escort you to your
vehicle.
14. Work as hard as you can, all the way up until the final minute on your last day. The best
way to ensure you leave on a positive note is to work hard at your job and at ensuring a
smooth transition right up until the time you’re walking out the door.

