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Resume:
Do’s & Don’ts
Do’s

Build from scratch (Word or Google
Docs).
Tailor to each job or internship.
Keep formatting clean and simple.
Use keywords from job descriptions.
Add a Summary/Profile (not
Objective).
Education: BBA, major/minors, GPA
(3.0+), coursework, scholarships.
Work Experience: reverse order,
bullet points, action verbs.
Professional contact info at top.

Don’ts
Don’t use a template.
Don’t list high school.
Don’t include a photo (U.S. resumes).
Don’t use an Objective.
Don’t clutter with colors/graphics.
Don’t skip proofreading.











Writing Your Cover Letter
Writing Your Cover Letter – A Review
Use this review when creating your cover letter for your Portfolio
meeting and when preparing future internship or job applications.

Key Guidelines
Match your resume header: If attaching through an application
system, use the same header style as your resume for a consistent
look.
Tailor to the position: Every cover letter must be written for a
specific job or internship.
Follow proper formatting: Use professional letter format (see
examples in this Portfolio Guide).
Use keywords: Incorporate words and phrases from the job
description to show alignment.
Include the date and employer information: Add the current date,
recipient’s name (if known), company name, and address in block
format on the left side.
Address the letter correctly: Use Dear Mr./Ms. [Last Name]. If you
don’t know the name, use Dear Hiring Manager. Do not use first
names.
Paragraph 1 – Introduction: State the job you’re applying for,
express enthusiasm, and briefly explain why you are a strong fit.
Identify yourself as a Loyola University New Orleans student and
include your major.
Paragraph 2 – Evidence: Highlight specific examples from your
resume that demonstrate your skills and experiences relevant to the
position.
Paragraph 3 – Closing: Reaffirm your interest and confidence in
being a good fit. Express that you look forward to hearing from
them. End on a positive note (do not say you will call them).
Closing: Sign off with Sincerely, followed by your name.



[Date]

Mr./Ms./Dr. First & Last Name
[Title]
[Company Name]
[Mailing Address]

Dear Mr./Ms./Dr. [Last Name]: (Hiring Manager if you don’t know the name)

In the first paragraph, state the position you are applying for and where you found the posting. If
you were referred, include the person’s name and relationship to you. Capture in one or two
sentences why you are interested in this role and this company. Demonstrate awareness of the
company’s needs and briefly explain how you could contribute.

In the second paragraph, connect the skills and experiences the employer is seeking with your
own qualifications. Do not simply repeat your résumé—highlight specific examples that
demonstrate your abilities. For example, if the position emphasizes teamwork, communication,
and adaptability, you could write: “My educational background, leadership roles in student
organizations, and retail experience have provided me with the communication and organizational
skills to succeed in a fast-paced environment.”

In the third paragraph, reaffirm your enthusiasm for the role and the company. Request the
opportunity for an interview and thank the employer for their time and consideration. Example: “I
welcome the opportunity to speak with you about this position and to answer any questions you
may have about my qualifications. Please feel free to contact me by email or phone. Thank you
for your consideration.”

Sincerely,

 [Handwritten signature if submitting in print]
 [Your Typed Name]

Your Full Name 
City, St. 00000 504-000-0000 yourname@loyno.edu



Ana Gomez 

September 4, 2022 

Mr. Scott Jacobs

JP Morgan

201 Saint Charles Avenue

28th Floor

New Orleans, LA 70170 

Dear Mr. Jacobs:

I am excited to apply for the Investment Analyst position at J.P. Morgan, given the firm’s strong

commitment to diversity, equity, and inclusion. I was first introduced to J.P. Morgan while pursuing my

economics degree, when I had the opportunity to meet Loyola alumni Elvis Parsley and Johnny Lenin. Their

insights prompted me to research the firm further, and I was drawn to the company’s culture and values.

Most recently, I completed a private equity internship with Johnson Capital, where I gained experience with

leveraged and illiquid investments. As part of a project team, I helped develop a dashboard to track the

finances of publicly traded competitors and potential buyers. Working alongside investment professionals

not only deepened my technical knowledge but also confirmed my long-term career goal of becoming an

investment analyst.

I am eager to bring my skills, experiences, and passion for investment analysis to J.P. Morgan. I would

welcome the opportunity to discuss how my background aligns with this role, and I look forward to hearing

from you.

Sincerely,

Ana Gomez 

Ana Gomez

City, St. 00000 504-000-0000 agz@loyno.edu


