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Welcome!



The Summer Public Interest Job Search…

T  W b  STwo-part Webinar Series:

 Today: Cover Letters & Résumés Today: Cover Letters & Résumés
 Tuesday, 1/22: Interviewing & Networking



The Summer Public Interest Job Search…

Presenters:
 Paul Chavez  Lawyers’ Committee for Civil Rights  Bay Area Paul Chavez, Lawyers  Committee for Civil Rights, Bay Area

 Steve Grumm, NALP

 Ashley Matthews, NALP Ashley Matthews, NALP

 Jennifer Thomas, Public Defender Service for DC



The Summer Public Interest Job Search…

Webinar Overview: 
 Résumés: tips & best practices

 Cover letters: tips & best practicesp p

 Electronic application tips

Questions welcomed!  Submit during webinar.



Ré éRésumés
(ooh  look at our fancy French)(ooh, look at our fancy French)
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Résumés: Tips & Best Practices…

Tip 1: Format
 Header

 N  Add  E il  Ph  ( t/t ) Name, Address, Email, Phone (permanent/temporary)

 Education (J.D. Expected…)
 Experience Experience

 Detailed descriptions, driven by action verbs

 Languages
 Honors (if not directly academic)
 Interests



Résumés: Tips & Best Practices…

Tip 2

One page?



Résumés: Tips & Best Practices…

Tip 3

“M  bj ti ”“My objective…”



Résumés: Tips & Best Practices…

Tip 4

E b  b !Embrace numbers!



Résumés: Tips & Best Practices…

Tip 5

Weaving in…Weaving in…



Résumés: Tips & Best Practices…

Tip 5 (cont’d.)

 Job Responsibility: “…interns will do outreach at p y
migrant camps, interview farmworker clients, and 
educate farmworkers about their rights.”

 Résumé: 
 Conducted outreach for 2010 U.S. Census…
 Assisted in client interviews as a legal intern… Assisted in client interviews as a legal intern…
 Tutored ESL students…
 Taught a know-your-rights course to high-school students



Cover LettersCover Letters
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Cover Letters: Tips & Best Practices

Tip 1

Understand the employer.Understand the employer.



Cover Letters: Tips & Best Practices

Tip 2: Format Tip 2: Format 
Paragraph One

 Who You Are
 What You Want What You Want
 If Applicable, Mention Connection (referral)
 If Applicable, Mention Geographic Ties

Paragraph Two
 Why Interested in THIS Employer
 Why THIS EMPLOYER Should Hire YOU Why THIS EMPLOYER Should Hire YOU

Paragraph Three
 Conclusion Conclusion



Good Cover Letter



Not-so-good Cover Letterg



Cover Letters: Tips & Best Practices

Tip 3

One PageOne Page



Cover Letters: Tips & Best Practices

Tip 4
Greetings…
 Yes: Dear Ms. Thomas:
 No:  Dear Jennifer Thomas: No:  Dear Jennifer Thomas:
 No:  Dear Ms. Jennifer Thomas:

N   J if  Th No:  Jennifer Thomas:
 No:  “Mrs.” (unless self-identified)



Cover Letters: Tips & Best Practices

…Tip 4 (cont’d.)…

If  d ’  h    If you don’t have a contact name:
Dear Sir or Madam:
To Whom it May Concern:
Dear Hiring Coordinator:
Dear Hiring Committee Members:



Cover Letters: Tips & Best Practices

Ti  4 ( t’d )…Tip 4 (cont’d.)

Rule also applies to email notes.pp
Dear Ms. Thomas:

Attached please find my application materials for the staff attorney 
position. Thank you for considering my application.  I look forward to 
hearing from you soon.

Sincerely,

Jeff TweedyJeff Tweedy



Cover Letters: Tips & Best Practices

Tip 5

Avoid overly casual language.



Cover Letters: Tips & Best Practices

Tip 6…

Th  i  li   T   bThe opening lines matter. Try to be:
 Clear
 Concise
 Conservative Conservative



Cover Letters: Tips & Best Practices

..Tip 6 (cont’d.)…

 Do:  I am a second-year student at [X] and am writing 
to apply for a summer clerkship. I am in law school 
solely to pursue a career insolely to pursue a career in....

 Do:  I am writing to apply for the [X] position at the  Do:  I am writing to apply for the [X] position at the 
Public Defender Service.  After working in your office 
last summer…



Cover Letters: Tips & Best Practices

…Tip 6 (cont’d.)…

D ’t   Wh  I  th   ld I d id d  Don’t:  When I was three years old I decided 
that I would become Attorney General…

 Don’t: I am the best candidate for this position.  
Let me tell you why…



Cover Letters: Tips & Best Practices

Tip 7…

A Complement
to the Résumé



Cover Letters: Tips & Best Practices

…Tip 7 (cont’d)……Tip 7 (cont d)…

 Highlight:g g
Concrete experiences
CredentialsCredentials
Passions

 Weave in job-posting keywords Weave in job-posting keywords



Cover Letters: Tips & Best Practices

Tip 8

Cover Letter Drafting Tips…
Read job listing carefully & address key 

qualifications
Draft letter in outline form
Rewrite or carefully adapt for each job posting



Electronic Application TipsElectronic Application Tips
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Bonus Application Tips

Tip 1

PDF ‘em!



Bonus Application Tips

Tip 2

Learn mail merge.



Bonus Application Tips

Tip 3

Cover Letter Attached.
Short note in email body.*

* Exception: total cold-call



Bonus Application Tips

Tip 4

Always, always, always follow directions.Always, always, always follow directions.



The Summer Public Interest Job Search

Tip 5

F llFollow-up



The Summer Public Interest Job Search

Online ResourceO e esou ce

http // psjd org/reso rce centerhttp://www.psjd.org/resource_center



The Summer Public Interest Job Search

This webinar recorded and stored at:

www nalp org/webinarswww.nalp.org/webinars

(L k d  “F  W bi ”)(Look under “Free Webinars”)



The Summer Public Interest Job Search

Questions?Questions?
(And hopefully answers…)( p y )



The Summer Public Interest Job Search…

Thanks!


