
Resume Basics
ACC 216 –ONLINE 



STEPS:

1. Prepare three documents: resume, cover letter, and references.

a. Use attached sample resume, cover letter, and references  to develop your documents

2. Upload your documents to Marshall JobTrax for review and approval ( login instructions on the next 

page).

3. IMPORTANT!

Above documents must be uploaded to Marshall JobTrax by March 11, 2016

Please  label the document in Marshall JobTrax ACC 216 ONLINE

a. If the documents meet the general requirements, they will be approved, and you and  your professor will be 

notified.

b. If any of the documents need some improvements, you will receive an e-mail message with specific 

instructions on what needs to be corrected.

c. Once you make the necessary changes, you will re-submit  the document(s) for approval.

3. Extra points

a. You get extra points  only when all three documents are approved. 

b. Please refer to your syllabus for completion deadlines.

NOTE: If you have any questions about this assignment, please feel free to contact the Career Services office:

career-servicesmarshall.edu / 304.696.2370

Assignment Requirements



• Resumes and cover letters are business documents that employers require to determine if you are a 
qualified candidate and whether to invite you to an interview.

• Length
Keep your resume to one or two pages. The length depends on the amount of relevant information you 
have to present. 

• If you need a second page, make sure there is enough content to fill at least a quarter of the second page

• Format
The document must be attractive and organized. Keep it simple and consistent. For instance, if one 
heading is bold, every heading should be bold.

• Graphics
NO graphics; they may cause problems when resume is faxed, e-mailed, or  uploaded.

• Fonts
Good fonts include Times New Roman, Arial,  Tahoma, Trebuchet, and Verdana.

• The type size on a resume will usually be anywhere from 10 to 12 point.

• Margins
Leave adequate “white space” on all four sides to create a clean, not congested look.

• In general, margins should be no less than a half inch and no more than 1¼ inches.

Why develop a resume and a cover letter?



1. Log in to myMU and in the upper left, click on the Marshall JobTrax logo –

2. Click on “Documents” tab

3. Click on “ Add  New”

4. Enter document label : ACC 216 ONLINE

5. Browse for your document 

6. Select the document ( if multiple documents, 
repeat the step for each document and label each one)

7. Click “Submit”

8. You are done! Now the submitted document(s) will appear under the “Pending 
Documents” tab until approved.

JobTrax Login Instructions



Resume needs to be relevant – focused based on the position 
responsibilities.

In your “Skills” section, list relevant (to the position you are applying 
for) skills, abilities, and experiences. 

(For this exercise, a general resume is okay.)

Focused vs. Generic



Find the right headings for your resume 

Typical  headings:

 Objective

 Skills

 Education

 Work Experience

 Honors

 References

You can find this worksheet and other resume 
writing resources at this page:

http://muwww-new.marshall.edu/career-
services/students/Career%20Resources/resumes.html

Organizing the sections

http://muwww-new.marshall.edu/career-services/students/Career Resources/resumes.html


Consider creating your own headings to match your specific needs

 honors and awards 

 publications 

 languages

 presentations 

 skills

 licenses and certifications 

 internships 

 military experience 

 qualifications 

Sample Headings



Final Product



Cover Letter 
Worksheet



Final Product



Please include the following items:

1. Name

2. Relationship

3. Title, company name

4. At least one form of contact,

i.e. phone, cell phone, e-mail*

For this exercise, it is okay to use 
fictitious information.  You can update it 
when needed.

References



Upcoming Dates:

Wednesday, March 2nd – Spring Etiquette Dinner

4:30 Pm and 6:00 PM

Wednesday, March 16th – Job-A-Palooza

11:00 AM – 2:00 PM / Student Center Lobby

Tuesday, April 5th – Career Expo

1:00 PM – 4:00 PM / Don Morris Room



Thank You!

Career Services Office

Hours:

Monday – Friday 8:00 – 5:00

Phone: 

304-696-2370


