
2.0
Writing Correspondence

Written correspondence, especially electronic mail (e-mail), saturates the workplace. This correspondence often presents a legal record or contract that is dated and can support a claim in court.  It is documentary.  Correspondence also establishes and maintains relationships with colleagues and clients.  Even your most casual workplace correspondence should represent you well.
In virtually all workplace correspondence, you should focus on being concise and accurate. Because audiences tend to read letters, memos, and email quickly, you should opt for shorter paragraphs than you would use in a formal report or journal article. You should also consider carefully the tone, which can be difficult to manage.  For instance, in a job application letter, how do you talk about your accomplishments without sounding boastful?  Or in a letter complaining about faulty workmanship, how do you motivate the reader to repair the damage without alienating the reader?  The answers are not simple, so some of the early class discussion will include exercises in revising tone of sample correspondence.
The following section goes into more detail about writing effective e-mail; it also includes some exercises.  Following that section, we describe common formats for a cover letter:  some positive and negative student samples have been included.  The “correspondence” section of this packet includes “Writing an effective résumé,” because a letter applying for a job should be accompanied by a résumé, and thus it is a key form of correspondence.  After sending off those initial forms of correspondence that will get you an interview if all goes well, you will want to write a follow-up “thank you” letter, so some directions and a sample for that letter are included.  If you are given a good job offer, you’ll need to write an acceptance letter, and we have provided a few guidelines for that letter. 
2.1
Electronic Mail

E-mail has an enormous impact on workplace productivity. Careful consideration should be given to whether to use email or to call a person; you also must think carefully about who should receive the email. When e-mail is appropriate, compose it thoughtfully. Companies are finding that employees waste a considerable time and effort because they misunderstand messages or they receive messages that they do not need to receive.  Conflict in the workplace can be generated or aggravated by poorly written or misdirected e-mail, and this conflict can sap energy, waste time, and damage (or even destroy) productive relationships.  The following advice can help you avoid writing an e-mail that will be misunderstood.
The most important line in your e-mail may well be your subject line.  Because readers often decide whether to read the e-mail solely on the basis of this subject line, it should be both succinct and specific so that the reader can make the right decision about either reading the message or deleting it.  While some writers try to use humorous subject lines to engage their reader’s attention, remember that humor can be risky in a business setting, especially if your meaning can be read more than one way.  It is always more prudent to use a serious subject line that flags the most critical point of your message.
In fact, the exercise of thinking about a good subject line can help you plan or revise the organization of your e-mail:  be sure any “necessary action items” appear in the first paragraph (some call this “frontloading” the document).  If you save requests or questions for the end of your e-mail, your reader may lose interest and delete the message before getting to your point.

 One disadvantage of electronic mail is the crudeness of the format. Some electronic mail systems do not allow such things as tabs or italics. For that reason, the look of the message is not as attractive as a memo or letter that has been printed on letterhead paper. Because the message does not look formal, many people mistakenly adopt a style that lacks the appropriate formality for their particular audience. Studies show that students in college now use text messaging for at least 80% of their communication with friends; unfortunately, those students may see e-mail as just another informal method for communicating.  In the business world, that informality should not be taken for granted.  While many professionals use e-mail informally once they have established a good rapport with their colleagues, we do not recommend such informality as the norm.  When communicating with colleagues, supervisors, clients, or anyone who might forward your message to others, aim for a more formal style unless that person indicates that you can be less formal.  Avoid the shortcuts that are common in text messaging.  While shorthand symbols and acronyms can save you time, they might confuse or even aggravate your audience.  

Electronic mail can vary in terms of level of formality and expectations of the audience. The principal advantages of electronic mail are its speed and convenience.  In minutes, you can send out information to many recipients around the world. But that convenience and speed can also work against you.  Studies show that swift, informal, one-way communication is a frequent source of workplace conflict. With letters and memos, you should consider printing out the correspondence before you send it.  Printing allows you to view the writing on paper—a step that makes it easier for you to proof for mechanical mistakes in spelling, usage, and punctuation.  Many of us skip this step with e-mail, so our messages often are not as well proofed as regular correspondence. Remember: Because most networks archive electronic mail, you should take the same care with electronic mail as you do with printed correspondence. That means using the appropriate formality in style and carefully proofing your message before you hit the “send” button.
Tone Problems in E-mail Correspondence
Although the use of electronic mail has revolutionized business communication, it comes with its own set of problems, primarily because it cannot convey nonverbal indicators like tone.  “Emoticons” – the symbols that have developed to supposedly convey tone, like “,”  are not always considered sufficient or advisable for professional communication with a diverse audience.  Though they may work well for quick personal communications with friends or close colleagues, you run the risk in a professional message of confusing or even offending your recipient if they do not understand your symbols.  Instead of using these symbols, the language of the message itself should be well crafted to convey your best intentions.   
Though people generally try to keep e-mail messages brief and efficient, it is worth our time to use more words to convey a constructive tone, especially if the message we are sending contains news about something the recipient must do, a disagreement with the recipient, or an implied criticism.   Because we all must send messages like these sometimes, and because we are all very busy people, we may send out hastily written messages that sound curt and negative.   E-mail correspondence, unlike almost every other form of communication, encourages the curt response, but we need to fight it.  Even people with good intentions sometimes send out e-mails with a negative tone because they have been interrupted or because they are busy.  
What are the consequences of poorly controlled tone in a message?  Unfortunately, after such messages are gone they may be kept by our recipient indefinitely, and can easily be forwarded to other recipients.  If we respond to someone in a moment of frustration or anger, our message may significantly damage our work relationships and our credibility.  Furthermore, the recipient then has a copy (proof!) of our poorly worded message, with which they may well discredit us by forwarding it to others.   Though this behavior may sound unprofessional, it has happened to people.
The stakes are raised even higher if you are a person with a certain expertise communicating with a person that you do not know very well who has a very different kind of expertise.  Egos get bruised easily in electronic mail.  Both of you may be expecting a certain level of respect, but often e-mail is written too quickly and too informally to convey that.  In a face-to-face communication, we would likely show our respect in a nonverbal way, by nodding, shaking hands, listening, smiling, and making eye contact.  Since we can’t do those things in e-mail, we have to compensate with our language, and that means controlling tone and making the extra effort to sound supportive.   If the recipient reads a negative or even superior tone in your letter – and sometimes just one sentence or phrase can give that impression – your working relationship may suffer.
Because the consequences of poor tone in e-mail can be dire, keep a few rules of thumb in mind:  
· Send nothing through e-mail that you wouldn't want to see published in a newspaper or used against you in a court of law.  Your e-mail archives can be searched for evidence in a lawsuit.
· Though it takes time, provide a polite greeting and a polite and upbeat closer.  Indicate in your closer that you respect the recipient of the message, even if you have written to air a grievance.  Consider closing with an offer to help resolve the situation with some future action.  (If you leave out a greeting and a closing line entirely, that behavior can imply disrespect or carelessness.)
· Check your e-mail when you know you'll have time to respond fairly carefully to your messages.  In a time crunch, we sometimes make the mistake of quickly reading messages and then failing to get back to people.  Some readers will interpret this as a deliberate act -- like they are being ignored.
· Use a conversational but courteous tone.  Offer criticism or disagreement kindly:  sometimes a disagreement or criticism is more positively received if you admit your own perspective is partial in some way.  Such a concession or qualifier does NOT weaken your credibility; in fact, most rhetoricians argue that it strengthens your case because you will come across as even-handed and self-aware.
· If you don’t know your recipient well, assume that he or she will be sensitive to a superior or critical tone.   (If you make this assumption, you are more likely to produce a humble and respectful tone.  Indicate your respect for the recipient’s efforts even if you must be critical.)  
· Avoid use of uppercase letters; ALL CAPS WILL LOOK LIKE YOU”RE SHOUTING.  The same goes for double or triple punctuation!!!  If our language is effective, we really do not need more than one punctuation mark.
· Avoid using the imperative mood (commands) throughout a whole e-mail message.   (In providing instructions for doing something, certainly you will need to use commands – but your opening and closing paragraphs should contextualize the instructions, and should be used to foster a good working atmosphere.  Commands straight through will convey a superior tone.)  
· Use e-mail to foster connections, not to avoid face-to-face encounters.  Pick up the phone and call the person or go to their office if you sense that the subject matter really is too sensitive to be discussed in email.  If you find that during the course of an email exchange, the e-mail communications are becoming counter-productive, this is also a good sign that you need to see the person and talk out the issue face to face.
Tone Exercise
Please read this series of messages, starting at the message at the bottom of the page first.  Identify the elements in each message that might escalate conflict between the correspondents, and suggest changes that each writer might make.
From:  Bill Stenser
Sent:  Thursday, March 9, 2000 8:30 AM
To:  Kathy Reed
Subject:  gee -- out of the loop?
On Thursday, March 8, 2000 at 6:22 PM you wrote:
And I wish you had thought to mention this on the phone.
Okay as usual with you this is someone else’s fault even though I mentioned a delay with the 2-13-00 SI log at the last meeting.  You could try to arrive on time next time.
---------------------------------------------------
From:  Kathy Reed
Sent:  Thursday, March 8, 2000 6:22 PM
To:  Bill Stenser
Subject:  Re:  Your 02-13-00 SI log
I checked my records and you are right -- I’ve been using the numbers from the 2-02-00 SI log.  That appeared to be the most recent SI log available.  I need you to constantly update the SI logs and be sure to copy to me as soon as possible after completion.  And I wish you had thought to mention this on the phone. Kathy
---------------------------------------------------
From: Bill Stenser
Sent: Thursday, March 8, 2000 4:07 PM
To: Kathy Reed
Subject: Re: TV SI numbers
You would be correct EXCEPT for the fact that YOU don't yet have my 02-13-00 SI log.  SI-34 is EIN's and SI-36 is KLN's.  The other old numbers are now just AV. 
Bill 
Kathy Reed wrote: 
 Hi Bill--when we spoke on the phone the other day, you gave me some SI numbers for the television SI packages.  I've noticed a discrepancy from the numbers that are indicated on the SI Log.  Please confirm: EIN:  SI-33 (phone conversation) or SI-34 (SI Log) KLN:  SI-35 (phone conversation) or SI-36 (SI Log)Please confirm correct SI numbers.Thanks.Kathy
---------------------------------------------------------------------------------------------------
Before you send an e-mail, ask yourself the following questions:
Content
Is your subject line accurate and compelling?
Have you included a congenial opening and closing?
Is all the content needed by the recipient?
Should you include the message string or judiciously quote parts of a recipient’s previous message?
Have you said anything potentially embarrassing or even actionable?
Organization
Have you followed the following sequence?  
1. State your purpose  2. Elaborate  3. Summarize (or call for action)
Have you put the most important information where the recipient will have difficulty missing it?
Have you arranged your text to highlight relationships between the information and ideas therein?
Should your lists be sorted into sub-lists?
Grammar and efficiency
Have you chosen active voice and avoided overusing forms of the verb “to be”?
Are you using “it,” “this,” and “there” ambiguously?
Do you avoid overuse of nominalizations and wordy phrases?
Have you edited and spell-checked?
Tone
Have you adopted the right level of formality?
Have you SHOUTED???
Could anything in this message be easily misread?
If this message were forwarded, would it represent you well?
2.2
Formal Letters
Typically, you write e-mail to people within your place of work; you’re more likely to write formal letters to people outside of your organization or much higher up the chain of command within your organization.  These formal letters tend to differ in some key ways from e-mail and even formal memos:  we don’t see subject lines in more formal letters, and we may not see front-loaded information in a formal letter, where writers can have more latitude to be circumspect.  A formal letter might be used to deliver bad news, for example, and in that case you might want to cushion the blow by first establishing the right tone or describing the circumstances that have brought about the bad news.  
Formats for formal letters vary from company to company. For instance, some formats call for paragraph indents; others don’t. Included in this section are a couple of sample professional formats for letters. Also included in this section are sample letters. In the sample vocational letters included here, notice how the writer gets to the point in the first sentence of the first paragraph:  if you’re applying for a job or thanking someone for an interview, it is pretty important to make that point early so that you don’t waste your reader’s time. In other words, this is not an occasion in which you would choose to be circumspect.  Notice also the simple and straightforward salutation (“Sincerely”). People who are mentioned or directly affected by the letter should receive a copy, and anyone receiving a copy is usually noted in the “cc” line at the bottom of the letter (see the sample formats provided in this section of the packet).
Assignment:  Writing a Job Application Letter and Résumé
Find a job ad for a real job or internship that you are qualified for now or will be qualified for in the near future.  Make a print copy of this ad and turn it in with this assignment. Please talk to me if you cannot meet this request.
Write a letter applying for the job, emphasizing the match between your skills and the job needs (see specifications below).
Finally, attach an updated résumé tailored to the ad (résumé specifications are also described below).
Specifications for the Job Letter

Length:  About 2/3 to 3/4 of a page.

Format:  Business letter – indented or block style (see following samples).

Content:  Job letters conventionally have the following sections:
Opening
Introduce yourself and your purpose for writing.  Identify the position you are seeking and your source for the job ad.  Establish that you have at least the minimum requirements for the job ( tell us the specific degree you have, from where, and any immediately relevant experience).  Show interest in the company (this can also come in paragraph 2).
Middle

Take two or three of the most interesting, relevant, or impressive items on your résumé and expand upon them.  Don’t simply repeat the résumé in this letter!  See this document as your chance to fill in the pertinent details.  If you have unique experiences in design courses or on other jobs that specifically answer needs listed in the job ad, describe them:  such details make your letter memorable.  Emphasize that your skills are a good match for the needs of the job for which you are applying.
Closing
Refer the reader to the résumé – yes, it seems obvious, but this is a convention whenever there is an enclosure or an attachment.  Express your willingness to provide more information.  State that you are available for an interview and you appreciate their taking time to review your application.
Strategy for the Letter
· Be specific so that the letter is memorable.
· Be confident but not arrogant.
· Find out as much as you can about the company and the job beforehand, and tailor your letter to suit that audience–in tone, content, and emphasis. For example, if the company has a reputation for being stuffy and conservative, don't try to sound too informal.  
· In an application, you’re encouraged to use first person, and you may refer to the person or persons you are addressing as “you” or “your company.”  
· Sources for information about the companies include company literature, Internet info, newspapers and trade journals, info from friends, Standard and Poor  (Wendt Library), Chamber of Commerce, and the Engineering Career Services Office.
· Use active voice when describing your qualifications – you will sound more energetic and more direct.
· Use the proper format for a business letter; use the same typeface and paper quality for both letter and résumé.
· Be clear and concise; cover letters are reviewed quickly.
Specifications for the Résumé
Length:   Try to keep it on one page.  (See “strategies” below if this is impossible.)
Content:  Your resume should cover the following categories:
· Personal data  (name, address, phone, email)
· Career objective (professional interests, goals)  -- OPTIONAL
· Education  (colleges and universities attended, dates, degrees, major; GPA if it'll help you, courses if relevant in some way)
· Work experience  (job title, employer and address, dates, description of duties)
· Skills (if relevant, transferable)
· Honors, awards, publications, grants  (choose most relevant)
· Activities  (keep them to a reasonable number - leave time for actual work!)
· References available upon request (If you can take the time to provide these on a separate sheet, you can save reviewers time.  Remember to provide the people on your references list with your résumé, and let them know they might be contacted.)
Strategies for the Résumé
· Be concise and specific.
· Highlight (through formatting or spacing) the things you want to stand out.
· Emphasize technical skills in past jobs that are related to what you are looking for now.
· Emphasize transferable skills from unrelated jobs.
· Use action words and parallel structure.
· Consider using “Relevant Work Experience” as a category following “Education” if you have two pages of material or a good deal of experience in jobs that are not relevant.  (In other words, sort your job experience so that you highlight the relevant information.)
· Don’t leave major gaps in time.  Employers don’t necessarily expect to see a lot of continuous work experience during your college years, but if you have returned to college after a number of years away, you need to account in some way for that time. 
· If you are a senior seeking your first fulltime job as an engineer, consider omitting any high school work, awards, and activities unless they are directly relevant to your engineering background.
· Edit your resume carefully.
The next pages show some sample formats for letters followed by positive and negative sample student letters.  Note that the flawed letters are distinguished from the positive models by notes at the top of each page:  any time this workbook includes flawed work, it is intended for class discussion, and will be clearly noted as such.  After the flawed cover letters you will find further discussion of résumé writing and more samples.
Letter Format







Your company’s name







Your company’s address







Date
>
Recipient’s name
Recipient’s title
Recipient’s company
Recipient’s company address
>
Recipient's Name:
>

People read business letters quickly. Therefore, get to the point in the first paragraph—the first sentence, if possible. State what you want up front. 
>

Single-space your letters. Skip a line between paragraphs and indent each paragraph.  (Some formats for letters do not use indented paragraphs – they use the “block” style, which has all paragraphs flush with the left margin). Because people read business letters quickly, use shorter paragraphs than you would in a longer document. Typically, paragraphs are less than ten lines in a letter.
>

Space your letter on the page so that it does not crowd the top. However, if possible, keep your letter to one page. Second pages often are not read. If you are attaching a document to your letter, mention that document in the letter so that the recipient knows to look for it.  Send copies to anyone whose name you mention in the letter or who would be directly affected by the letter.  Notice the conventions at the bottom of this sample format that indicate both the attachment and the copies to be sent to others.
>

Final paragraphs should tell readers what you want them to do or what you will do for them.  Don’t be wordy here.  And notice that in this indent style, the salutation materials below are directly in line your company’s name and address above.
>
Salutation,
Your signature
Your name
Your title
>
Attachment
>
cc:
Name to receive copy

Name to receive copy

 Sample Student Letter













2308 University Ave.








Madison, WI 53726








September 9, 2004
Bill Edmundson
Hudson Global Resources
Bill.Edmundson@hudson.com
Dear Mr. Edmundson 

 I would like to apply for the entry- level civil engineering job position.  I will graduate from the University of Wisconsin – Madison this May with degrees in Geological Engineering (GLE) and Geology.  My degree in GLE is applicable to Hudson’s landfill and land development projects.    

This past summer I had the opportunity to intern with OMI Inc, a geo-engineering firm in Huntsville, Alabama.  While there, I worked both in the field and in the lab.  I spent a large portion of my time working with one of the senior technicians.  The tasks we tackled included surveying, troubleshooting design problems, consulting with the structural engineer and architect, planning site work, testing concrete, laying lines for footings, and supervising work done by many of the contractors.   

While attending school I have become a member, and an officer, of the student chapter for Associated Engineering Geologists (AEG).  As a group we won third place at Engineering Expo in 2003 for our display.  Two highlights of this event were our model landfill and a groundwater flow model.  We also were honored as the top student chapter last year at the annual conference.

I have been a member of the Naval Reserve Officers Training Corps for over four years.  During this time I have held many leadership positions and have been involved in many levels of planning and participating in the training.  I believe that this experience will be a valuable asset to your company.

Thank you for considering my application.  If you have any questions please see my attached resume or contact me.  I look forward to hearing from you.







Sincerely,







Mary F. Anderson
xderson@students.wisc.edu
Enclosure:  Résumé
Flawed Cover Letter for Class Discussion:  NOT a Model
7979 Hope Lane South
Minneapolis, MN 55016
September 12, 2002
TKDA and Associates, Inc.
1500 Piper Jaffray Plaza
444 Cedar Street
Saint Paul, Minnesota 55101-2140
Dear Mr. Powell:

In our phone conversation on September 12, 2002, you mentioned an opening for a Graduate Engineer.  I further researched this position on the TKDA web site and became especially interested.  I would like to apply for the position as a Graduate Engineer in the municipal department.

I expect to receive my BS in Civil Engineering from UW this December.  I am registered to take the FE on October 26, 2002.  Interning with TKDA for the past three summers has given me the experience necessary to succeed as a Graduate Engineer.  This past summer in the municipal department I worked directly on utility, drainage, grading, and paving design and construction.  I currently follow the ethics and practices instilled at TKDA, and already know the structure of this company.  I believe my ambition and desire to grow as an engineer is ideal for this position.  Along with my degree from one of the top engineering schools in the nation, my field experience compares to or exceeds that of any Graduate Engineer. 

I believe I will meet and exceed your expectations for this position.  I look forward to talking with you in an interview.  If I do not hear from you in two weeks, I will put in a call to your human resources department to track the progress of my application.  For more information, please refer to my enclosed resume.







Sincerely,







Jorge Lamborgi







Jorge Lamborgi
Cc:  Greg Banfalk, Linda Wisefront
Enclosure:  Resume 
Flawed Cover Letter for Class Discussion:  NOT a Model
September 19, 2000
Ayres Associates
3433 Oakwood Hills Pkwy.
Eau Claire, WI 54701
Dear Sir or Madam:
I was delighted to learn that you have a need for a Water Resources Project Engineer at your Boulder, Colorado office. As a graduating senior in Biological Systems Engineering at the University of Wisconsin-Madison, I am seeking a permanent position in the area of water resources engineering.
My academic work has given me a solid engineering foundation in which a company like Ayres can build. In Open Channel Hydraulics I took a leading role in the modeling of an urban stream. This project entailed taking cross-sections and creating a computer model using HEC-RAS. In Hydrologic Design I led a design of a watershed re-routing project. The feature of the proposal was a sedimentation pond. I presented our findings in front of private interest groups who complimented me on my explanation of complicated engineering principles. The conglomeration of these experiences give me a rich undergraduate background of field work and design that will allow me to contribute mightily to the challenging dilemmas Ayres faces.    
My occupational experience with the Wisconsin Department of Natural Resources taught me a great deal about the real world of water resources engineering when I designed hydrologic systems, networked with other engineers in writing dam removals specifications, and performed dam inspections. I could provide immediate assistance in these areas for your company.
These along with a wide variety of extracurricular activities make me a solid candidate for a position in your firm. My resume is enclosed for your review.  I am looking forward to meeting with you or your associates at your earliest convenience to discuss the ways I can help Ayres Associates achieve its goals.  
Thank you for your time and consideration.
Sincerely,
Joseph B.Donner
Joseph B. Donner
Enclosure
Flawed Cover Letter for Class Discussion:  NOT a Model
7654  Falling Rock Lane







Cedarburg, WI 53402







January 13, 2002
Flad and Associates, Inc.
2323 Research Drive
Madison, WI 53542
Dear Ms. Hennessy,
I am pleased to respond to your job posting for an entry-level mechanical engineer.  I just might be exactly the person your company needs to move forward in these difficult times.  I have a Bachelor's degree in Mechanical Engineering from the University of Wisconsin-Madison, and I'm very interested in your job.  Here are the reasons why you should interview me:
· I have proven, valuable skills in the use of the latest cutting-edge software used by mechanical engineers.  Ask me about my proficiency with AUTOCAD, Pro E, and a host of other critical software programs.
· I have the vision, empathy, and consensus-building skills to bring a breadth and depth of understanding to a cross-functional team as a project manager.  Ask me about the effectiveness of my proven communication skills.
· I am an experienced leader who knows how to get decisions made and work done.  Ask me about my past leadership success.
I am available to begin work immediately, and I look forward to your call for an interview.  Please see my attached resume for further information, and thanks for your time.
Sincerely,
Kevin Christenson
Kevin Christenson
ibejammin@hotmail.com
2.3
Writing an effective résumé

A résumé is a summary of your education, work experience, and accomplishments.  As you know, employers use résumés to decide whether to interview you for a job, and proposal reviewers use résumés to decide whether you are qualified to do the proposed work. Therefore, you should highlight your best attributes. 

Résumés are often read in less than a minute; therefore, you should format your résumé in such a way that your outstanding characteristics are quickly seen.  Examples appear in the following pages of this course packet.  If possible, keep your résumé to one page. If, however, you have several publications or much work experience, you may have to use two pages. Because of the speed with which people read résumés, vertical lists with bullet points are preferable to paragraphs. Remember to keep those lists grammatically parallel so that they can be scanned and understood quickly.  Use action verbs to begin descriptor lines when possible.  Active past tense verbs, such as “designed,” “analyzed,” “measured,” and “managed,” put emphasis on your ability to do work, and they help convey your versatility, especially if you use a good variety of active verbs. Finally, proof your document:  readers will make negative judgments about your attention to detail if they see glaring errors.

About the ethics of your résumé: be as accurate, forthright, and truthful as you can be.  We have seen high-profile cases in the media in recent years indicating that very powerful people have used false information on a résumé, and that kind of serious infraction can be a career-ender. Remember that a lot of resources are now available online for employers to verify your information.   In short, don’t ruin your chances with an employer by offering misinformation.
Advice about specific sections of the résumé:
These tips may help you avoid the common problems sometimes seen in critical sections of a résumé, especially in the objectives, education, and employment sections.
I.  Objectives.  
Decide first whether you need an Objectives line or not:  are you sending a letter that introduces yourself and identifies which job you are applying for?  If so, then you don’t really need the Objectives line, and getting rid of it will save you some space. If you are not sending any kind of introductory letter with your resume (ahem – that is a mistake!) – but in such a situation, you need an Objectives line.  Create a brief, succinct , specific "Objectives" line indicating what field of engineering work you are seeking.  Avoid clichés, wordiness, jargon, and inflated prose.  
Negative example:  
"Objective:  to use the mechanical engineering skills I have been honing and developing in numerous undergraduate design courses to improve the performance and quality of throughput and shave the bottom line at Mercury Marine.  To bring my proven team-building skills to bear in a competitive environment that will reward my leadership and vision."
Better example:
Objective:  “To work as a mechanical engineer specializing in 2- and 4-stroke engine designs.”

Example to suit one particular job ad:
Objective:  "To work as a mechanical engineer on Mercury Marine's Outboard Motor Design Team."
II.  Educational history.
Most recent graduates place their educational history BEFORE their employment history, especially since an engineering degree from the University of Wisconsin carries weight with employers.  
Relate your educational history section in reverse chronological order, with most recent educational experience FIRST.  If you've attended four or more different colleges, consider putting just the ones from which you have earned relevant degrees.  Most students who are at the junior level or above in college omit high school information.  
Since all of you are still in school but approaching graduation, provide your "Expected Graduation Date: ___."  If you graduated from another college before attending UW-Madison, put the graduation date and degree there as well.
Consider whether you need or want to state your GPA; also consider using "GPA in major ___/GPA overall___."  You do not need to state your GPA, but if a job advertisement asks for it, you should do so.  Omitting it in that instance will raise a red flag.
If you have very little relevant work experience, try to add substance to the résumé in your educational history section.  Consider listing relevant courses.  (Here you might include “Technical Communication” for job ads that specifically mention a need for good communication skills.  Remember that not all applicants for the job will come from accredited universities, so not all have been required to take upper-division technical communications courses.)  You might also provide details about specific design teams you have worked with at UW.
III.  Employment history.
Use consistent date formats that are easy to notice and read quickly.   Do not put dates in small, italicized font, and do not place them in parenthesis at the end of a big chunk of text.  Surround dates with white space and use a prominent typestyle. Résumé readers often look for dates first to get a sense of the applicant’s overall history.
Put employment information in reverse chronological order (with most recent job first).  Use consistent and specific date formats.  Note the following examples:
· Sept. 97  through Jan. 99  (good)
· 5/92 – 9/94  (good)
· 1988 – 89  (good)
· Summers 1999, 2000, 2001 (good)
· 1999 – Feb. 4, 2001  (raises questions)
· January 1997 – 2/02  (inconsistent)
Place all dates in the same vertical line down the page so that a reader can glance down and easily spot the different time periods and the corresponding jobs.
Place information you want to emphasize nearer to the left margin.  We read from left to right, so we are more likely to notice things nearer to the left margin.  Dates can be out near the left margin or directly above the job title and information, which still places them near the left margin.  If a template forces you to place dates in the right margin, you need to bold those dates and keep the font big enough to read easily. Use consistent font styles.  Achieve balance on the page by creatively formatting the job information.

Highlight your job title and provide ample and relevant information.
Use typography to highlight your job title, which should appear near enough to the dates to be associated with them.  When you list the place employed, be precise about the company title or institution.  Follow that with the city and state in which it is located, then your supervisor’s name (if possible and prudent). 
Example:
Sept. 1990 – May 1996 
Teaching Assistant for Undergraduate Fluid Dynamics course.
Mechanical Engineering Department, University of Texas.  Austin, Texas.  
(Supervisor:  Kenneth Diller, Ph.D.) 
(A number of different formats are acceptable, and consistency is the main goal.)  
List Job Duties.
Follow job information with a bulleted list of duties you performed at that job.  It is a convention of résumés that you use active past tense verbs at the beginning of each item in the list.  (For current jobs, use active present tense.)   Use a variety of active past tense verbs so that you sound versatile.  Check the Engineering Career Services website for lists of possible verbs to use.
FLAWED:  Note the parallelism problems in the bulleted list of job duties below.
· Graded quizzes
· Conducted small group study sessions
· Helped prepare final exam
· Trouble-shot technology problems
· Presented one lecture
· Final exam grader
· Webmaster solely responsible for creating and maintaining the course website
CORRECTED:  Here is a revision of the above job duties.
· Graded quizzes
· Conducted small group study sessions
· Helped prepare and grade final exam
· Solved technology problems
· Presented one lecture
· Created and maintained the course website
Account for critical time gaps (especially if you have returned to school after working elsewhere for quite a while).  Some hiring committees have rejected applicants who seemed to have unexplained time gaps and vague dates.  
Organize employment history into two different categories if you have numerous jobs that make your résumé longer than one page:  "Relevant Employment" and "Other Employment"  can work to emphasize the most relevant jobs by placing them on the first page.   Keep in mind, of course, that too much detail on the résumé can inflate the length of the document.  Employers do not always take the time to read second pages of résumés, so make the first page really count.
There are of course other sections of a résumé, but those described above are often the most critical.  See the sample on the following page to get an idea of standard format and details, and see the Engineering Career Services packet for many more details and samples of résumés.
Kendra Wymeth
Current Address






   
Permanent Address
1122 Regent St #506A                             Kwymeth@wisc.edu               
   
705 N. Manchack Rd
Madison, WI 53711                                                                       

   
Austin, TX 78509
512/799-5129                                                                                                  
512/759-5021

Objective     
 A summer 2009 co-op position designing or testing biomedical engineering devices 
Education    
University of Wisconsin-Madison
                     
B.S. Biomedical Engineering, expected Fall 2009
· Overall GPA 3.873/4.0  Major GPA 3.9/4.0
                      
      Academic Projects/Awards
· Fine Needle Aspiration: Worked with student design team to maximize tissue sample size in biopsies in a single, timely procedure.
· Handwashing Device: Worked with student design team on automated system to improve hand hygiene in the medical field.
· Monitoring Device for Sleep Lab: Currently working on device to monitor pediatric patients in Sleep Lab more efficiently.
                     
      Significant Courses:  Computer Science, Dynamics, Mechanics of Materials
                                  Physics, Physiology, Statistics, Technical Communication
Experience  
    St. Jude Medical, St. Paul, MN


    AF Design Solutions Intern, May 2008 - August 2008
· Designed sheaths and catheters for atrial fibrillation
· Tested sheaths and catheters as well as analyzed test data
· Used process development when designing products
· Worked with other engineers and suppliers to improve current designs
     Cardinal Health, Inc., Waukegan, IL


     R&D Co-Op student, Interventional Specialties, January, 2007 - August 2007
· Worked with  R&D engineers to improve viscosity and performance of Cardinal’s bone cement
· Performed tests and analyzed and interpreted data from those tests
· Researched and talked with supplier to find improved cement formulation
· Tested devices on cadaver vertebrae
Midwest Juniors Softball Club, Madison, WI


     Girl’s Coach-November 2006 - Present
· Planning practice itineraries with effective drills
· Aiding freshman girls in improving their pitching skills/fundamentals
· Coaching girls during tournaments
Computer     
     MS Office, Maple, Matlab
Skills
Languages              French, proficient
                                 Spanish, 1 college semester
Activities                Biomedical Engineering Society
                                Wisconsin Club Volleyball

Critique for Job Application Letter and Résumé
Consider the following questions as you revise your letter and résumé:
For the Job Letter:
Does the letter show an acceptable format, structure, typography, and spacing?  
Does the writer show interest in the company and consideration of audience needs? 
Does the writer mention specific qualifications for the position that clearly match one or more requirements in the job ad?
Does the letter show good writing skills and attention to detail – including correct grammar, usage, punctuation, and style?
Does the letter carry the appropriate tone? (identify areas that seem inappropriate, arrogant, submissive, or apologetic.)
For the résumé:
Do the format, structure, and style seem acceptable and effective, even if they deviate from the models we’ve seen?   What advice might you give?
In a quick glance, what information jumps off the page here?  What is a recruiter most likely to remember? 


