
Elements of an 
Effective Cover 

Letter & Resume

March 23, 2023

What Employers Should Look For 
& What Applicants Should Consider



A Little Bit About Us

Diana Bishop, Retired Police Chief
• Worked for 2 cities
• Began career as a Police Officer and rose through the ranks to Police Captain.  Was hired 

as the Police Chief in her second city.

Tara Schultz, Retired City Manager
• Worked for 3 cities
• Started as an Intern
• Held the positions of Assistant to the City Manager, Deputy City Manager, Interim 

Library Director, Administrative Services Director, Assistant City Manager, 
Development Services Director, Human Resources Director, City Manager



Cover Letter Basics

• Are they important?
• Use a professional letter format.
• Who do I address my letter to? 
• Explain gaps in service or short tenure.
• One page really is enough.  It’s supposed to be a page turner.  Leave 

them wanting them to learn more about you.



Composing the 
Perfect 

Cover Letter

This Photo by Unknown Author is licensed under CC BY

Your cover letter is a peek at your personality, experience and 
writing skills

• What you're applying for and where

• Example: Please accept my resume for the ….

• Or I am pleased to submit my resume for ……

• Who are you?

• Where are you?

• What are you?

• Connect your skills to the brochure/job flyer

• Pick some key words

• Relate your skills/experience to the flyer

• Wrap up well

• Tell them what you value about this opportunity or what 
you value in your career path

• Tell them what you bring to the table

https://foto.wuestenigel.com/dear-sir-mit-einer-alten-schreibmaschine-geschrieben/
https://creativecommons.org/licenses/by/3.0/
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Before you hit send...

Check the grammar 
& spelling

1
Check the address & 
your salutation

2
Check the name of 
the City and the title 
for the position

3



Building Your Resume

Consider Your Audience
• Initial Review – Recruiter or 

Human Resources
• Second Review – Department or 

City Manager
• Third Review – The Oral Board 

Panel

The Basics
• Format & Style
• No photo
• Don’t include references
• Make it easy to read
• Keep it to 2 to 4 pages
• Month & Year for experience



Building Your Resume

Do
• Self-assess – Is this the position 

for you?
• Put the pieces together for them
• Make it easy to read
• Include specifics: # supervised & 

$ amounts for budgets 
• Chronological Order

Don’t
• Don’t make them search for the 

information they need to include 
you as a candidate

• Don’t add attachments
• Don’t list course work
• Don’t recycle the same resume 

over and over – Customize it!



Things to Keep in Mind

• Include your contact information – Where are you and How do I 
reach you?

• Consider bullets to highlight the things you want them to see
• Use action words to describe your experience: Managed, 

Administered, Oversaw, Created 
• Place relevant information at the top of your list of experience
• List your certificates & licenses relevant to the position

This Photo by Unknown Author is licensed under CC BY-SA-NC

https://www.peoplemattersglobal.com/article/guest-article/writing-a-resume-for-the-changing-job-market-23767
https://creativecommons.org/licenses/by-nc-sa/3.0/
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PROOFREAD

PROOFREAD

PROOFREAD
This Photo by Unknown Author is licensed under CC BY-NC-ND

https://thestoryreadingapeblog.com/2018/10/06/20-tips-to-proofread-like-a-professional-by-dave-burnham/
https://creativecommons.org/licenses/by-nc-nd/3.0/


What you present is the 
first impression you 

make.

Remember
•Only one person can get the job 
•Be persistent
•Be honest
•Hone your skills 
•Never stop updating your resume 
•Elevate your resume & cover letter
•Practice interviewing



Tara Schultz

626-644-1398

tara@peckhamandmckenney.com

Diana Bishop

408-800-7653

diana@peckhamandmckenney.com
www.peckhamandmckenney.com

QUESTIONS?

http://www.peckhamandmckenney.com/

