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Introduction 
 

Dear Students: 
 
Welcome to the interview and resume class. Remember we will be learning 
different ways for you to complete a resume, cover letter, request 
references, and complete a job interview in English. This booklet can be 
used as a guide and a reminder of what you need to do to complete this 
class, and an interview successfully.  
 
 
Reminder: I am here to help you, so if you have any questions just let me 
know. Every week we will work on building your confidence by speaking, 
and answering questions. Come prepared to speak :)  
 

Professor Qiana 
msqoverseas@gmail.com 

010-3619-1032 

 
 
 

 

mailto:msqoverseas@gmail.com
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Using Google 
 

You must create a Google account for this class. Your Gmail account 
should have a professional name: 

samsmith@gmail.com 
sam_2015@gmail.com 

 
Unprofessional: 

Handsomesam@gmail.com 
Yth000099933vvv@gmail.com 

 
*If you have a Gmail account, but it is not professional you NEED to create 

a new account. 
  

After you create your Gmail account you NEED to do 2 things: 
 

1.​ Send me an email from your Gmail account (Ex. Hi, Qiana here is my 
email) 

●​ Include your name, student # 
 

****After you send me an email I will send you the files you need for this 
class. If your email is not Gmail or not professional I will not send you the 

files you need for this class. 
 

2. Go to www.cvmker.com and create an account using your Google 
account.  

 
 
 
 
 

 

mailto:samsmith@gmail.com
mailto:sam_2015@gmail.com
mailto:Handsomesam@gmail.com
mailto:Yth000099933vvv@gmail.com
https://cvmkr.com/
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Creating a Resume 
What is a Resume? 

A resume provides a summary of your skills, abilities, and accomplishments. A resume is 
different from a CV because it does not include as many details. Remember a resume is very 
simple, but very important to get a job. 

 
Resume Example 
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Steps to Create a Resume 
 
What to include on your resume: 

●​ Name, Address, Phone Number, Email Address 
●​ Brief summary of accomplishments or an objective (at the top of your resume) 
●​ Highlight of your skills and abilities (e.g., MS Word, Excel) 
●​ Work Experience (e.g., jobs, volunteer experiences, school activities) 
●​ Education (e.g., Degree (do not include your high school) 
●​ Optional: Hobbies if they are important to the job you want 

What NOT to include on your resume: 
●​ Age, Relationship, Race, Gender (girl/boy) 
●​ Picture 
●​ DO NOT explain your appearance or personality 

 
Bad Resume Example 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



7 

Resume Preparation 
Job Skills- Outline   

1.  Personality – Please use 6 positive adjectives to describe your personality  

    

    

    
  
 
 

Profession Adjectives to Explain Your Personality w/Example Sentences: 

Adventurous:  I take risks. Ambitious:  I am driven to succeed.Approachable:  I 
work well with others. Articulate:  I can express myself well in front of 
groups.Autonomous:  I use initiative.Calm:  I stay level headed in a 
crisis.Charismatic:  I can be a leader when need be.Cheerful:  I develop a positive 
work environment.Clever:  I can juggle multiple tasks.Competitive:   I thrive under 
pressure.Confident:  I am not afraid to ask questions.Cooperative:  I get along well 
in a team setting. 
Courteous:  I care about workplace atmosphere.Creative:  I think outside the 
box.Curiosity:  I am eager to learn. Determined:   I am self-motivated.Devoted:  I am 
committed to the company’s success. Diligent:   I always work my hardest.Easy 
Going:  I easily adapt to new situations. Educated:  I possess formal 
training.Efficient:  I have very quick turnover time.Eloquent:  I have strong 
communication skills.Energetic: I am able to work long and hard hours.Enthusiastic:  
I put my all into every project.Flexible:  I am able to adapt my priorities.Focused:  I 
am goal-oriented.Friendly:   I am easy to work with.Honest:  I value 
integrity.Imaginative:  I am inventive in my work process.Independent:  I need little 
direction.Inexperienced:  I am a blank pallet.Inquisitive:  I am excellent at gathering 
information.Insightful:  I can read between the lines.Intuitive:  I can sense when 
there is a problem.Meticulous:  I pay attention to the small details.Neurotic:  I am a 
perfectionist.Open-minded:  I take constructive criticism well.Opinionated:  I am 
comfortable voicing opinions.Organized:  I am a meticulous planner.Patient:  I am not 
easily ruffled.Perceptive:  I can read people effortlessly.Persuasive:  I am a natural 
salesperson.Procedural:  I work best with structure.Punctual:  I have great time 
management skills.Quiet:  I am a great listener.  
Relaxed:  I do not stress easily.Resourceful:  I use every tool at hand.Responsible:  
I always finish a task on time.Talkative:  I am comfortable initiating a 
dialogue.Technological:  I am industrially savvy.                         *Note: Taken from Career.com 

 

http://career-advice.monster.ca/job-hunt-strategy/company-industry-research/a-career-in-fashion-canada/article.aspx
http://career-advice.monster.ca/career-development/getting-promoted/how-to-become-a-star-at-work-canada/article.aspx
http://career-advice.monster.ca/job-interview/interview-preparation/interview-tips-for-landing-a-creative-job/article.aspx
http://career-advice.monster.ca/job-hunt-strategy/getting-started/job-search-tips-for-generation-y/article.aspx
http://career-advice.monster.ca/career-development/changing-careers/transferring-your-skills-to-a-new-job-in-the-same-company/article.aspx
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2.   Please list 2 people who can give a positive comment about your personality. This is called 
a“reference.” 

 Include: 

●​ Name 

●​ Telephone Number 

●​  Address 

●​ Where they work 

●​ How you know them 

●​ How Long You’ve Known Them 

Do NOT list friends or family. Do list professors, previous or current employer. 

Name: 

 

 

Telephone Number: 

Address: 

 

 

Employment: 

Relationship: 

 

 

How Long: 

   
Name: 

 

 

Telephone Number: 

Address: 

 

 

Employment: 

Relationship: 

 

 

How Long: 
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3.   Work experience – Please write down any work experience, volunteer 
experience, or school leadership experience.  

Include: 

●​ Name of company or school 

●​ Address 

●​ Telephone Number 

●​ Supervisor or Manager 

●​ Explain – What did you do  
  

Name of Company or School: 

 

Address: 

 

Telephone Number: 

 

Duties (what did you do): 

 

 

 

 

 

  

Name of Company or School: 

 

Address: 

 

Telephone Number: 

 

Duties (what did you do): 
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Name of Company or School: 

 

Address: 

 

Telephone Number: 

 

Duties (what did you do): 

 

 

 

 

 

  

Name of Company or School: 

 

Address: 

 

Telephone Number: 

 

Duties (what did you do): 
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Professional Words 
Reminder: Do not overuse these words to sound smart. Use the words relevant to your experience. 

Assist Examine Negotiate Represent 

Ability Facilitate Observe Restructure 

Action Formulate Obtain Revise 

Analyze Fulfill Operate Safeguard 

Analysis Forecast Organize Select 

Achievement Generate Originate Spearhead 

Accomplish Gain Overhaul Standardize 

Advance Gather Oversee Strengthen 

Conduct Give Participate Structure 

Consult Head Perform Suggest 

Commit Host Pioneer Supersede 

Conduct Identify Plan Supervise 

Coordinate Implement Prepare Target 

Delegate Improve Present Test 

Develop Improvise Promote Train 

Deliver Influence Provide Transcend 

Design Launch Publish Unify 

Define Lobby Pursue Upgrade 

Diverse Maintain Quantify Utilize 

Devote Maintain Rank Validate 

Distinguish Managed Receive Value 

Encourage Market Recommend Write 

Earn Maximize Redesign   
Enhance Meditate Reengineer 

Evaluate Modernize Reorganize 
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*Activity One 
  

Use your phone, a notebook, and a pen 

Look up the words you do not understand, find the definition, and 
Korean translation 

Place all of the words into the past tense 
Remember:  
Past Tense = verb+ed 
walk = walked talk=talked (regular verbs) 
eat = ate   write = wrote (irregular verbs) 

***Reminder: Correct tense is very important on a resume. 
o   A description of a previous position should be - past tense verbs 

o   A description of a current (now) position should be present tense verbs 

  
Resume Check-List 
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Basic: Grammar 
 

Using correct grammar is very important when writing your cover letter and resume. You want 
to make sure that if you are writing about: 
 

❖​ The Present: use Present Tense Verbs 
❖​ The Past: use Past Tense Verbs 

❖​  The Future: use Future Tense Verbs 
 

Present Tense Current, What You Do Now 
 

Verbs: 
Serve 
Clean 
Wash 

Deliver 
 

Ex: 
I serve coffee at Starbucks. 
I clean tables at OK Beef. 

I wash cars at Sam’s Car Wash. 
I deliver pizzas for Pizza Hut. 

Past Tense 
 

Regular Verbs add -ed 
Watched 

Talked Listened 
 

Irregular Verbs List 
Verb List 

 

What you did in the past 
 

Verbs: 
Served 
Cleaned 
Washed 

Delivered 
 

Ex. 
I served coffee at Starbucks. 
I cleaned tables at OK Beef. 

I washed cars at Sam’s Car Wash. 
I delivered pizzas for Pizza Hut. 

Future Tense  
 
 

Something ‘will’ or is ‘going to’ happen in 
the future 

 
Rule: going to + verb 

will + verb 
 

https://docs.google.com/document/d/1_tfskdgDXvcRt9BM9jW3XFx1aqb9tnC5LWdurMYGDBU/edit
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Use this tense to speak about 
accomplishments that will occur, but 

have not happened yet. 

Verbs: 
Drink 
Swim 
Watch 
Run 

 
Ex: 

I will drink coffee every morning. 
I am going to swim in the ocean. 

I will watch TV. 
I am going to run at the gym. 

 
 

Basic Punctuation 

Punctuation A sentence needs proper punctuation. It needs  
A Period (.) 
Comma (,) 

 

Period Use a period at the end of a sentence. 
Ex. I was very tired. 

Comma 
 

Note:  
Remember period (.) means stop. 

Comma (,) means pause or breathe. 

1. Use a comma when you want the person 
reading to pause. 

Ex. 
I worked hard on my English homework 
yesterday, but I haven't finished it yet. 

 
2. Use a comma to separate a series of words. 

Ex.  
I like pizza, hamburgers, and steak. 

 
3. Use a comma when beginning a sentence 

with: 
However, she was sad. 
Moreover, he was angry. 

 
4. Use a comma when you want to connect 

two sentences together using: 
and, but, so,or 

 
I saw a movie, and went to Bomun. 
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I went to the movies by myself, but I wanted 
to go with friends. 

I went to the movies, so I wouldn’t be bored. 
I had to choose between popcorn, or a hotdog.  
 
5. Use a comma with dates that include 
month, day, and year 
 

March 3, 1999 
June 16, 2013 

 
 

Capitalization 1. All sentences should begin with a capital 
letter. 
 
She was laughing very hard.  
 
2. The letter I should always be a capital letter 
unless it is part of a word. 
 
I want chicken. She is not sure if I want to go. 
 
3. Names should begin with a capital letter. 
 
Qiana Gray 
Won Su Kim 
 
4. Names of states, countries, cities, and 
brands. 
 
Busan 
South Korea 
California 
Pepsi 
Samsung 

 

Do NOT start a 
sentence with  
★​ Because 
★​ And 
★​ But 

X Korea is a beautiful country. Because it has tall mountains, good 
weather, and good food. 

➔​ Korea is a beautiful country because it has tall mountains, 
good weather, and good food.  

X    I went to the store. And I bought chicken. 
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➔​ I went to the store, and I bought chicken. 
X    I went to the store to buy chicken. But they didn’t have any. 
➔​ I went to the store to buy chicken, but they didn’t have any. 

 
 

 
Correct the errors that you find. (Punctuation & Capitalization) 
 
lisa grew up in a huge family because she had six older sisters. all of them 

were very Beautiful. This made Lisa feel very bad. because She knew she 

looked nothing like them. Lisa had even heard People say she was the ugly 

sister. 

 

As teens the girls spent every weekend out on dates but Lisa always 

stayed home alone. Her Sisters spent their days combing their hair and 

putting on makeup. lisa spent her days reading and studying so Her sisters 

laughed at her a lot 
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Cover Letter Formatting  
 

*Note: Cover Letter taken from Careerperfect.com 
 

What is a cover letter? 

A cover  a letter introduces you, explains your purpose for writing, highlights a few of 
your experiences or skills, and requests an opportunity to meet personally with the 
potential employer. 
 
It is important that your cover letter is formatted correctly, has correct grammar, and 
list information about yourself that is true. For example, do not say you speak five 
languages if you only speak two.  
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*Activity One 
Use Google Docs and choose the professional words (from the list) that are 
relevant to your job/volunteer experience 

Write your job/volunteer history using professional words 
(2-3 Paragraphs) 

Paragraph 1: Introduce yourself, the position you are interested in, where you 
‘heard’ about the position (e.g., Google, Naver). End the paragraph saying “I 
believe my skills and qualifications will prove that I am a good candidate for this 
position” 
Paragraph 2: Explain your work/volunteer experience, and explain how you used 
your skills in these positions. 
 
Paragraph 3:Restate the positives about your personality, your experience, why 
you would be a good employee, and that you will wait to hear from him/her. 

  
**Activity Two  
Practice saying/using the words relevant to your experience 

Be prepared to use the words (speaking) next class 

  
 

Homework Every Week 
 

Begin putting the information from your job skills outline on cvmkr.com. 
Finish your Cover Letter paragraphs, and make sure your formatting is 
correct.  
 
Reminder: The first draft of your resume and cover letter will be due Week 
8. 
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Researching Jobs Online 
 

Online Search Engines 

Searching for jobs online is the easiest way to understand what an employer is 
looking for in a new employee (e.g., qualifications, age), history of a company, 
location. There are many ways to search for and apply to jobs online, remember 
preparation is important. 

 
Steps to Searching Online 

 
Step 1: Type the job you are looking for, you can be specific 
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Step 3: 

 
Step 4: After you choose a website to visit you will be taken to a page where you can 
see the job you are interested in or you may need to type it in again and then 
information about the job will be shown.  
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Step 5:  
 

 
 
Step 6: Pay attention to the location, requirements, history of company, and wage (pay) 
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Remember: You want to be successful. This means that if you do not meet the 
requirements of a position you should not apply. You want to match your skills, 
experience and personality to the job of interest. 
 
 

 
 
 
 

Homework 
 
Research jobs online that you are interested in. They need to be non-Korean 
companies. Print and bring to class 3 jobs that you are interested in: 
Two = Jobs that you can apply for now (your qualifications and experience match) 
One = Job you want in the future (your qualifications and experience do not match, but 
you want it) 
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Preparing for Your Interview 
 

You will need to become confident and comfortable with answering some of the 
following questions: 
 

Most Common Interview Questions 
1.    What are your strengths? 
2.    What are your weaknesses? 
3.    Why are you interested in working for [insert company name here]? 
4.    Where do you see yourself in 5 years? 10 years? 
5.    Why do you want to leave your current company? 
6.    Why was there a gap in your employment between [insert date] and [insert date]? 
7.    What can you offer us that someone else cannot? 
8.    What are three things your former manager would like you to improve on? 
9.    Are you willing to relocate? 
10.  Are you willing to travel? 
11.  Tell me about an accomplishment you are most proud of. 
12.  Tell me about a time you made a mistake. 
13.  What is your dream job? 
14.  How did you hear about this position? 
15.  What would you look to accomplish in the first 30 days/60 days/90 days on the job? 
16.  Discuss your resume. 
17.  Discuss your educational background. 
18.  Describe yourself. 
19.  Tell me how you handled a difficult situation. 
20.  Why should we hire you? 
21.  Why are you looking for a new job? 
22.  Would you work holidays/weekends? 
23.  How would you deal with an angry or irate customer? 
24.  What are your salary requirements? (Hint: if you’re not sure what’s a fair salary range and 
compensation package, research the job title and/or company on Glassdoor.) 
25.  Give a time when you went above and beyond the requirements for a project. 
26.  Who are our competitors? 
27.  What was your biggest failure? 
28.   What motivates you? 
29.   What’s your availability? 

http://www.glassdoor.com/Salaries/index.htm
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30.  Who’s your mentor? 
31.  Tell me about a time when you disagreed with your boss. 
32.  How do you handle pressure? 
33.  What is the name of our CEO? 
34.  What are your career goals? 
35.  What gets you up in the morning? 
36.  What would your direct reports say about you? 
37.  What were your boss’s strengths/weaknesses? 
38.  If I called your boss right now and asked him what is an area that you could improve on, 
what would he say? 
39.  Are you a leader or a follower? 
40.  What was the last book you’ve read for fun? 
41.  What are your co-worker pet peeves? 
42.  What are your hobbies? 
43.  What is your favorite website? 
44.  What makes you uncomfortable? 
45.  What are some of your leadership experiences? 
46.  How would you fire someone? 
47.  What do you like the most and least about working in this industry? 
48.  Would you work 40+ hours a week? 
49.  What questions haven’t I asked you? 
50.  What questions do you have for me? 

 
 

Write Down the Top 5 Questions (Your Teacher will Tell You) 
1.​  ___________________________________________________ 
2.​ ____________________________________________________ 
3.​ ____________________________________________________ 
4.​ ____________________________________________________ 
5.​ ____________________________________________________ 
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Dressing for Your Interview 
Dress for Success 

  
Women DO: 

  
Shoes: 
§  Clean, well-polished dress shoes 
§  Closed toe pumps 
§  Shoes should stay on your feet and be comfortable to walk in 
§  A little heel is better than flat shoes (flat shoes may appear too casual) 
Skirts and Dresses: 
§  Hemlines should be right above your ankles or right above your knee 
§  Well-fitting, not too tight nor too loose 
§  Tailored skirts (pencil skirts are perfect) 
§  Well-made skirt suits 
Tops: 
§  Properly fitted (button ups are perfect) 
§  Tops should not reveal your body when you move or gesture 
Pants: 
§  Solid color dress pants 
§  Pants with stretch 
§  Straight leg or bootcut 
§  Pant Suits are Perfect! 

  
Reminder: 

1.  Black, Blue (navy), Grey, Crème 
2.  Freshly ironed 

3.  Well-groomed hands, nails, hair 
4.  Not too much jewelry 
5.  Little to no perfume 
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Men DO: 
  

Shoes: 
§  Clean, well-polished dress shoes 
§  Dark socks 
§  Black, Dark Brown 
§  Belt should match your shoes and socks 
Suit: 
§  Conservative two-piece suit 
§  Black, Navy, dark Gray 
§  Tie (solid color/stripes/small pattern) 
§  Clean, tailored (not too big, not too small) 
§  Nothing in pants pockets (avoid unnecessary bulges) 
Accessories: 
§  Watch 
§  Ring 
§  Little to no Cologne 

  
  

Reminder: 
1.  Clean & shaven face 

2.  Clean hands and fingernails 
3.  Fresh or nicely cut hair 

4. Little to no cologne 
5. Not too much jewelry 
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Notes Page 


