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The Summer Public Interest Job Search…

Welcome!



The Summer Public Interest Job Search…

Two-part Webinar Series:

T d C L tt & R é Today: Cover Letters & Resumés

 Wednesday, 2/1: Interviewing & Networking



The Summer Public Interest Job Search…

Presenters:Presenters:
 Stuart Smith, New York City Law Department
 Nicole Vikan, Georgetown Univ. Law Center
 Steve Grumm, NALP



The Summer Public Interest Job Search…

Webinar Overview:Webinar Overview: 
 Resumés – tips & best practices
 Cover Letters tips & best practices Cover Letters – tips & best practices
 Bonus Application Tips…

 Questions welcomed! Submit during; answers 
dat end



The Summer Public Interest Job Search…

Topic One:

ResumésResumés



Resumés: Tips & Best Practices…

…Tip One: Resumé Format
 Headereade

 Name, Address, Email, Phone (permanent/temporary)
 Education (J.D. Expected…)(J p )
 Experience

 Detailed descriptions, driven by action verbsp , y
 Languages
 Honors (if not directly academic)Honors (if not directly academic)
 Interests



Good Resumé



Not-so-good Resumé



Resumés: Tips & Best Practices…

Tip 2

One Page?g



Resumés: Tips & Best Practices…

Tip 3

“M Obj ti ”“My Objective…”



Resumés: Tips & Best Practices…

Tip 4

S i U f It liSparing Use of Italics



Resumés: Tips & Best Practices…

Tip 4 (cont’d.)

Italics Good for:Italics Good for:
Dates, Places
Brief DescriptionsBrief Descriptions
Job Titles, etc.

Italics Not Good for:
L hi D i i PLengthier Descriptive Passages



Resumés: Tips & Best Practices…

Tip 5…

Weaving InWeaving In…



Resumés: Tips & Best Practices…

Tip 5 (cont’d.)
 Job Responsibility: “…interns will do outreach atJob Responsibility: …interns will do outreach at 

migrant camps, interview and represent 
farmworker clients, and educate farmworkers
about their rights ”about their rights.

 Resumé: 
 Conducted rural outreach for 2010 U S Census Conducted rural outreach for 2010 U.S. Census…
 Assisted in client interviews as a legal intern…
 Tutored ESL students…

Ta ght a kno o r rights co rse to high school Taught a know-your-rights course to high-school 
students



Resumés: Tips & Best Practices…

Tip 6

Have Others Proofread!



The Summer Public Interest Job Search…

Topic Two:

Cover LettersCover Letters



Cover Letters: Tips & Best Practices

Tip 1 (cont’d )…Tip 1 (cont d.)
Paragraph One

 Who You Are
 What You Want
 If Applicable, Mention Connection (referral)
 If Applicable, Mention Geographic Tiespp , g p

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

P h ThParagraph Three
 Conclusion



Good Cover Letter



Not-so-good Cover Letter



Cover Letters: Tips & Best Practices

Tip 2

One PageOne Page



Cover Letters: Tips & Best Practices

Tip 3…

G i d S l iGreetings and Salutations…
 Yes: Dear Ms. Vikan:es ea s a
No:  Dear Nicole Vikan:

N D M Ni l VikNo:  Dear Ms. Nicole Vikan:
No:  Nicole Vikan:
No:  Mrs. (unless self-identified)



Cover Letters: Tips & Best Practices

…Tip 3 (cont’d.)…

If you don’t have a contact name:
Dear Sir or Madam:Dear Sir or Madam:
To Whom it May Concern:
Dear Hiring CoordinatorDear Hiring Coordinator:

Dear Hiring Committee Members:



Cover Letters: Tips & Best Practices

Ti 3 ( ’d )…Tip 3 (cont’d.)…

Rule also applies to email notesRule also applies to email notes.
Dear Mr. Grumm,

Attached please find my application materials for the 2012 
NALP Fellowship.  Thank you for considering my application.  
I l k f d h i fI look forward to hearing from you soon.

Sincerely

Paul Westerberg



Cover Letters: Tips & Best Practices

Tip 4…

The opening lines matter. Try to be:
ClearClear
Concise
Conservative



Cover Letters: Tips & Best Practices

Ti 4 ( ’d )..Tip 4 (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 toclerkship. I am in law school solely to 
pursue a career in....

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



Cover Letters: Tips & Best Practices

…Tip 4 (cont’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 5…

A ComplementA Complement
to the Resume



Cover Letters: Tips & Best Practices

Ti 5 ( t’d)…Tip 5 (cont’d)…

Hi hli hHighlight:
Concrete experiences
Credentials
 PassionsPassions

Weave in job-posting keywords



Cover Letters: Tips & Best Practices

Tip 6

Cover Letter Drafting Tips…
Be careful: Don’t copy a sampleBe careful: Don t copy a sample
Read job listing carefully & address key 

qualificationsqualifications
Draft letter in outline form

R it / d t f h j b tiRewrite/adapt for each job posting



Cover Letters: Tips & Best Practices

Tip 7

Have Others Proofread!Have Others Proofread!



The Summer Public Interest Job Search…

Topic Three:

Bonus Application Tips



Bonus Application Tips

Tip 1Tip 1

PDF ‘em!PDF em!



Bonus Application Tips

Tip 2

Cover Letter AttachedCover Letter Attached.
Short note in email body *Short note in email body.

* Exception: total cold-call



Bonus Application Tips

Tip 3

Font Style…
h Sans Serif: Arial, Tahoma

 Serif: Bookman, Times New Roman, Garamond
 Yes: Business-like
 No: Fancy



Bonus Application Tips

Tip 4Tip 4

d h “ l ld h ld ”Avoid the “Symplicity Cold Shoulder”!



Bonus Application Tips

Symplicity Cold Shoulder:

Willard Romney has submitted a resume 
for you to review.  This resume has been 
attached and is for the position of 2012-
13 PSLawNet Fellowship at NALP.

The student entered the following notes:The student entered the following notes:
[BLANK]



Bonus Application Tips

Tip 5Tip 5

l l lAlways, always, always…
…follow directions.…follow directions.



The Summer Public Interest Job Search

Tip 6

Additional Materials
Writing Sample
Unofficial TranscriptUnofficial Transcript
 References



The Summer Public Interest Job Search

Tip 7

Follow Up!p



The Summer Public Interest Job Search

Online ResourceOnline Resource

www.pslawnet/jobsearchfundamentals



The Summer Public Interest Job Search

By week’s end, this webinar y ,
recorded and stored at:

www.nalp.org/webinars

(Look under “Free Webinars”)(Look under Free Webinars )



The Summer Public Interest Job Search

Questions?Questions?
(And maybe some answers…)



The Summer Public Interest Job Search…

Thanks!


