
REFRESH YOUR JOB SEARCH: 
WRITING AN AMAZING RESUME 
& COVER LETTER
EMILY KAPIT, MS, MRW, CPRW, ACRW
3X Certified Master Resume Writer & Head Career Strategist 



About NAPW



Order of Topics
About Emily: The Path to (Writing About Your) Greatness

Overview: New Age of Resumes & Cover Letters

Brand YOU: The Consistency of Excellence Principle

Powerful Resumes: Strategic & Targeted / Samples

Effective Cover Letters: Shifting Needs, Still Targeted

Final Thoughts:  Putting it All Together 
Bonus Point

Review & Questions

Where to Find Me

1

2

3

4

5

6

7

8



The Path to RYS and 3X-Status
• Journalism  PR/Recruiting  Grad School  Company 

Launch  Service Expansion  Team Expansion  3X Status
• Built on skills, opportunities, and lessons-learned. Excellence, 

always.

The Philosophy
• Marketing Documents. Brand: YOU
• Alignments with background, goals, needs. 
• Focus on achievements & measurables; pattern of excellence.
• Professional documents work together and in conjunction with 

interviews, informational meetings, networking opportunities, and even 
negotiations. 

About me



Overview:
New Age of Resumes & Cover Letters

TECHNOLOGY:
Impact on Professional 

Documents
• Laptops / Smartphones / Tablets 
• ATSs (Applicant Tracking Systems)

OUT: 
Long List of 

Responsibilities 
(HBR)

IN (TO STAY): 
Focus on 

Accomplishments

PERSPECTIVE: 
Strategic Marketing 

Tools



Brand You: 
The Consistency of Excellence Principle

Not Just What You’ve Done but How Well Have You Done It
• Accomplishments, Measureables
• What did you do, how well did you do it, what was the outcome? 
• Track it! 
• Not about perfection!
• Connection Point: Resumes, Cover Letters, LinkedIn, Informational 

Conversations, Interviews, Negotiations, etc. 

Connecting You(r Brand) to Excellence at Every Step
• Applicable to Everyone (Students to CEOs; Employees to 

Entrepreneurs)



Brand You: 
Accomplishments & Measureables 



Powerful Resumes: 
Strategic & Targeted

Formatting Upgrades: 
• Visually Engaging, Conservative with Color,  Shading  & Bolding
• Different Sectors, Different Expectations

Content: What to Include, What to Leave Out
• The Norm: Profile, Core Competencies, Experience (Focus on 

Achievements) & Education
• Additional Points: Professional Development, Volunteer, Additional 

Leadership, Of Note, etc.

Grammar & Spelling: Who Really Cares? 

Job Search Alignment: 95% / 5% Rule

Shading



Powerful Resumes: 
Samples

Branding 
Elements

Core 
Competencies 

(aka Key 
Proficiencies)

Experience
• Focus on Selected 

Achievements
• Last 10-15 years in-
depth / Earlier work is 

abridged

Education Additional Info
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Cover Letters: 
Shifting Needs, Still Targeted

Cover Letters Vs. 
E-Notes
What’s The Difference? 
/ When to Use Which 
One?

Additional Notes: 
Length? How in Depth? 
MORE Achievements? 

The Formula for 
Success…and 
Efficiency

95%
VS 
5%

RULE
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Cover Letters: 
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Final Thoughts: 
Putting it All Together

1

2

3

4

5

6

Identify What you (Realistically) Want, Align Docs 

Strong Format, Tight Content

Consistency of Excellence

Focus on Achievements & Measureables

95% / 5% (Modify as Needed)

Evolving Documents 



LinkedIn Bonus: 
A Powerful Platform

LINKEDIN: 
Love It or Leave It? 

COMPARED TO RESUMES: 
Duplicate or Resonate? 

BEYOND 
THE PROFILE…

How to Maximize 
LinkedIn



Review: 
Quick Summary
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Review & Questions

Overview: 
New Age of Resumes 

& Cover Letters

Brand YOU: 
The Consistency of 

Excellence Principle

Resumes: 
Powerful, Strategic & 

Targeted

Cover Letters: 
Shifting Needs, Still 

Targeted



Where to Find Me 

www.ReFreshYourStep.com

emily@refreshyourstep.com

linkedin.com/in/emilykapit

facebook.com/refreshyourstep

twitter.com/refreshyourstep
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