
Applying:

• Basic 
information/Application

• Cover Letter

• Resume

1st Round Interview:

• “Phone Screening”

• Largest pool of 
applicants

• Least amount of 
detail/most general

2nd Round 
Interviews:

• Interviews are with 
higher ups/management

• More detail about 
job/skill set

• May ask about salary 
expectation and other 
compensation

Final Stages

• References

• Background 
Checks/Certifications

• Job Offer: Accept or Pass

Timeline of a Job Application Process



Writing a cover letter

• Check and make sure the job requires a cover letter. Some just require 
resumes. 

• Write a first draft using the example below. 

• Remember: Show, don’t tell. Describe, quantify, and provide 
examples of your work experience. 



• Have a friend or family member read it over and proof-read it for 
spelling and grammar. 

• Choose a professional, appropriate font. 

• Arial, Helvetica, and Verdana are good. Avoid Comic Sans and hand-written 
type fonts. 

• Save cover letter as a .PDF file type 

• Attach and send cover letter in email when asked. 


