
Polishing your Cover Letter

¤ Share resumes for highlights

¤ Focus cover letter on desired qualifications

¤ Keep it clean

¤ Don’t just restate your resume 

¤ Customize it (mission, goals, community)

¤ Format of cover letter (1-2 pages)
1. Intro
2. Qualification 1
3. Qualification 2
4. Qualification 3
5. Closing

Activity:  2-4 highlights from resume
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Polishing your Resume

¤ Headers are first perception (same one on cover letter)

¤ The order of sections (education or district leadership 
experience first)

¤ Review examples

¤ Dates and data

¤ Community involvement noted

¤ Share best practices
¤ Length
¤ How long back
¤ Job details
¤ What not to include?



Header Samples







Sample resume that improved!









Activity: Resume reshine

¤ Look for opportunities to add data

¤ Share positive growth info

¤ Check for Community Involvement



Picking References

¤ Current evaluators

¤ Can speak directly to your skills and abilities

¤ Consider picking a reference to call/email on your 
behalf

¤ More is not better

¤ Reference surveys vs. phone calls

Activity: What would your references highlight?



Confidential GLS Reference







Back to Cover Letter…

¤ What you want to highlight upfront

¤ Highlights from resume

¤ Reference highlights

¤ Focus cover letter on desired qualifications from job


