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Written and Oral Communication Skills 2026-2027

TD3. Written presentation:

the resume and the cover letter

Presenting yourself in writing to a recruiter or a selection committee



Written and Oral Communication Skills 2026-2027 TD3. Resume and Cover Letter

Learning objectives

By the end of this tutorial, you should be able to:

Describe the purpose of a resume and its essential sections.

the resume format that fits your profile and the offer.

your resume to an offer: keywords, ATS-friendly layout, CEFR
language levels.

a structured cover letter with appropriate English phrases.
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Part 1. The resume

What it is, what it contains, how to write each section



Written and Oral Communication Skills 2026-2027 TD3. Resume and Cover Letter

What is a resume?

A resume is a short document, usually one or two pages, that
presents your education, experience and skills to a recruiter or a
selection committee.

your path: studies, you with an offer: a an interview or a
experience and skills job, an internship or a place: it is the first
Master's program step of the selection

Resume or CV? In this course we use resume (American
English). CV (curriculum vitae, Latin for “course of life”) is
the British term; 1in the US and in research, a CV 1s a longer

academic document.
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What makes a good resume?

Recruiters skim a resume quickly before deciding to
read 1t 1n detail. At first glance, 1t must answer one
question: “What can you do for us?”

Easy to read: clear headings, Only the information that 1s

white space, one simple font. useful for this offer.
Never invent a diploma, an No spelling, grammar or date
experience, a skill or a level. mistakes. Ask someone to

proofread it.
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Typical structure of a resume

. name, phone, e-mail, city; a photo
only if it 1s the custom

I 2=] 1 Contact details

_‘ 2-3 lines: who you are and what you
are looking for

I R 2 Profile/objective

@ 3 Education _. degrees and diplomas, the most
recent first
— . internships, projects, summer jobs,
4 Experience 1 .
volunteering
[ technical, digital, languages (CEFR
I @ S Skills . levels), soft skills
@ 6 Additional sections _‘ certificates, awards, interests,
references

Order: students and recent graduates put Education before
Experience; experienced candidates usually put Experience first. °



Written and Oral Communication Skills 2026-2027 TD3. Resume and Cover Letter

Contact details 2=
Optional Usually not needed
 full name, at the * full postal address  date of birth,
top, in large type e LinkedIn or other marital status, ID
* phone number professional number (unless
with country code profile the offer asks)
* professional e- * photo (see next * pickne}mes or
mail address slide) jokes in the e-

* city and country mail address

Fictitious example

Amina Bensalem
Constantine, Algeria - +213 5XX XX XX XX - amina.bensalem@email.com

Online presence: recruiters may search your name online.
Check that your public profiles and photos are professional.


mailto:amina.bensalem@email.com

Written and Oral Communication Skills 2026-2027 TD3. Resume and Cover Letter

@
Photo: follow the custom and the offer n

A photo 1s not required. Practice varies: photos are usually left out of US and UK resumes
but are common 1in other countries. Follow the instructions of the offer. If you add one:

* recent photo

* neutral background

* professional clothes

* light smile, face clearly visible

* selfies, holiday or group
photos

* sunglasses, caps, filters

* poor quality or cropped photos

11
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L Q
Profile or objective s

What it is: 2-3 lines at the top of the resume that summarize
who you are, your main strengths and what you are looking for.

* Name your target: the position, internship or program.

* Give 2-3 assets that the rest of the resume proves: training,
skills, qualities.
* Rewrite it for each application.

Fictitious examples

Objective: I am a motivated student looking for a job.

First-year Food Sciences student at INATAA, interested
in food quality and safety, with laboratory practice in
microbiology and chemistry. Seeking a one-month
summer internship in a quality-control laboratory.

Better
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n Education

TD3. Resume and Cover Letter

S,

* Most recent first (reverse
chronological order), back to
the baccalaureate.

* For each entry: degree,
institution, city, dates.

* Add relevant courses or
projects for the offer.

* Mention your rank or
average only if 1t is good.

Fictitious example

EDUCATION

2025 - Bachelor's degree in Food

present Sciences
INATAA, Université
Constantine 1 Freres Mentouri
(first year)

2025 Baccalaureate in

Experimental Sciences
[High school], [city]. Grade:

[if good]

Note: in English, write the name of your degree in English and
keep the official name of the institution. ;
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Experience -"

* Include internships, practical projects, summer jobs, volunteering,
student clubs.

* For each: role, organization, city, dates (month and year), type
(internship, part-time, seasonal).

* Describe 2-3 tasks with action verbs and, 1f possible, a result.

(measure@ @repare@ Qecordecb Q)rganizecb Q)resente@ (assiste@

Fictitious examples

Summer job in a dairy. I did many things.

Jul-Aug 2025 - Production assistant (summer job), dairy plant,
Constantine

* Recorded pH and temperature during yogurt production.

* Applied hygiene rules (good manufacturing practices).

Better
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a SKkills @
Technical skills Digital skills

laboratory techniques (pH  word processing,
measurement, microbial  spreadsheets (tables, charts,
culture, titration), equipment  formulas), presentation
you can use software, Al tools

Soft skills

one level per language, on  teamwork, communication,

the CEFR scale organization: prove them
with examples from your
experience

Be specific: “Excel (tables, charts, basic formulas)” says more
than “computer skills”. "
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a Languages: use the CEFR levels

Common European Framework of Reference for Languages (Council of Europe)

A Basic user B Independent user C Proficient user
Al A2 B1 B2 C1 C2

Beginner Elementary  Intermediate Upper Advanced Mastery

understands communicate  understands Intermediate 4. 00ds  understands
and uses s in simple, the main understands long, virtually

familiar routine tasks points on complex demanding everything;
everyday on familiar familiar texts in own texts; uses expresses
expressions topics matters; field; the language  ideas very

and very writes simple interacts flexibly for ~ fluently and
basic phrases connected with some study and precisely

text fluency work

Tip: assess yourself with the official CEFR self-assessment
grid, or give the level of a recognized certificate. 16
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n How to write your language levels

Short form (enough for a one-page resume)

Languages: Arabic (native) - French (C1) - English (B2, self-assessed)

Detailed grid (Europass format: one level per skill)

L

French

English B2 B2 Bl Bl Bl

Fictitious applicant

Certificate? If a recognized language test confirms your level, include the test
name, your CEFR level or score, and the test date, e.g. French: DALF ClI
(2025), TCF (C1, 2025). English: IELTS Academic (Band 6.5, 2025), TOEFL
iBT (score and date), Cambridge B2 First (2024).

Honesty: the interview may be partly in English or French (or
any another language): claim only the level you really have. 17
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T
Additional sections @,
Volunteering and clubs Certificates
title, dates, your associations, student first aid, online
role and the result clubs, events you courses, language
(report, poster, helped organize tests (name and
product) date)
prizes, specific and, 1f 1-2 people who can
competitions, possible, linked to the recommend you
scholarships field: “member of the (name, position,
faculty science club”, contact). Ask them

not just “reading” first.

18
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Part 2. Resume formats

and examples

Choose the organization that shows your strengths
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TD3. Resume and Cover Letter

Three main formats: the order of the sections changes

Contact details

Profile

Experience (most
recent first)

Education
Skills and languages

Interests

shows your
progression

Contact details

Profile

Key sKkills (grouped
by theme)

Education

Experience (short
list)

Interests

shows what you can do

Contact details

Profile

Key skills (by theme)

Experience (most
recent first)

Education

Projects,
achievements

shows both: the most
common choice

20



Written and Oral Communication Skills 2026-2027 TD3. Resume and Cover Letter
Six resume formats compared

Format How it is organized Best for Watch out

education and experience a steady path; an s and short exberience
Chronological from the most recent to the application in the same &ap [LexP
are visible
oldest field
Functional skills grouped by theme; little experience, a career Sci)ar;ees gfrileifesrzlfsifcllei;t
(skills-based) experience as a short list change, gaps
harder to check
. L. key skills first, then : :
Combination Y. j most applicants, keep it short and
) experience (most recent : )
(hybrid) first) including students focused
Targeted any format, lo‘ewrltten for one every 1plp9ﬁant takes time for each offer
specific offer application
education first, then :
Student . . > students and recent  do not fill space with
/beginner RISHIRTES pro] ects, graduates unrelated details
volunteering
. education, research, research, teaching, longer (several pages);
Academic CV publications, talks, funding doctoral applications not for most jobs

Other formats exist (creative or video resumes), use them only when the offer invites them. 21
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Examples: student resumes

Fictitious applicants. Notice: one page, profile at the top, education first, action verbs, CEFR levels.

Yacine Boulahbal Ines Rahmani

FOOD SCIENCE STUDENT FOOD SCIENCE STUDENT
Seeking a Research Internship Seeking a Nutrition Internship
Algiers, Algeria | yacine.boulahbal@gmail.com | +213 770 123 456 Email: ines.rahmani@email.com \ Phone: +216 55 123 456 Location: Tunis, Tunisia
PROFILE
9 = i = 7 3 z " x . PROFILE
First-year Food Science student with a strong interest in food microbiology, fermentation and sustainable
food systems. Motivated, curious and eager to apply my academic knowledge in a research environment. Motivated and curious Food Science student with a strong interest in human nutrition and the role of food in health
I'am seeking a research internship to develop my practical skills, contribute to meaningful projects and and well-being. Eager to apply academic knowledge in a practical environment and contribute to nutrition-related projects.
learn from experienced professionals. Reliable, organized and a good communicator, with a genuine interest in learning and working in a multidisciplinary team.
EDUCATION EDUCATION
Bachelor’s Degree in Food Science Sep 2024 - Present BSc in Food Science 2022 - Present

University of Algiers, Algiers, Algeria

First year — Ongoing

Relevant coursework: Food microbiology. general chemistry, biochemistry, food analysis, food processing
principles, nutrition.

University of Tunis El Manar, Tunis, Tunisia

« Relevant coursework: Human Nutrition, Food Chemistry, Food Microbiology, Food Technology, Public Health Nutrition
« Current year: 3rd year

RELEVANT EXPERIENCE RELEVANT EXPERIENCE
Microbiology Laboratory Practical Work Mar 2025 - May 2025 Laboratory Practical Work - Food Science Department Present
University of Algiers - Practical Sessions University of Tunis El Manar, Tunis, Tunisia
* Performed aseptic technique for the preparation of culture media and microbial inoculation o Carried out practical work on food composition and basic nutritional analysis (e.g. moisture, fat, protein).
« Observed and monitored bacterial growth on agar plates and in liquid media. o Followed laboratory protocols, ensured accurate recording of results and maintained a clean and safe workspace.
*  Applied basic identification methods (Gram staining, colony morphology observation). o Developed skills in teamwork, attention to detail and data recording.
« Recorded and organized experimental results in laboratory reports. o5 4
Nutrition Awareness Campaign - Volunteer Apr 2023 - Jun 2023
Science Club Volunteer Oct 2024 - Present Local Community Association, Tunis, Tunisia
University of Algiers — Food Science Club o Helped organize an awareness campaign on healthy eating for adolescents and families.
* Helped organize awareness activities on food safety, nutrition and sustainable food systems. o Supported the preparation of educational materials and interactive activities.
* Supported the preparation of scientific events and student workshops. * Communicated nutrition messages in simple and clear language and interacted with a diverse audience.
* Collaborated with peers to create educational content for fellow students.
PROJEGTSI — = —
PROJECTS
Nutrition Survey Project Mar 2024 - May 2024
Yogurt Fermentation Mini Research Project Apr 2025 - May 2025

o Designed and conducted a survey on eating habits among university students.
o Collected and recorded survey data, organized results in Excel and summarized key findings.
o Identified common dietary patterns and areas for improvement, and wrote a short report with recommendations.

s Investigated the effect of fermentation time and temperature on yogurt texture and pH.
 Prepared yogurt samples using different conditions and monitored microbial growth.
* Analyzed and organized data, and wrote a short report on the results and conclusions.
PRI e SN May 2025 Balanced Diet Educational Poster Nov 2023
* Designed and presented a scientific poster on the role of fermented foods in human health. ® “Grestedun e catl PORER O the prinsiples “r‘,' Delanesd dist®
& aealcbnd S atmindnoe feber Gntif et o Presented key messages on food groups, portion sizes and healthy
* Presented the poster to students and faculty members during a university event, and answered questions Comparison of Food Labels

discussing the key findings.

ra university awareness event
estyle habits in a clear and visually appealing way.

Jan 2024
o Compared the nutritional information of several food products from local brands.

SKILLS o Analyzed differences in energy, sugar, fat, salt and ingredients lsts.

o Prepared a short written summary discussing the results and making prz

ical recommendations for consumers.

Microbiology laboratory techniques (aseptic technique, culture media preparation, bacterial observation)
Basic data analysis and organization (Excel) SKILLS
Laboratory report writing

Oral presentation skills

Teamwork and communication

Curiosity, adaptability and willingness to learn

LANGUAGES

*  Arabic — C2 (Native) * French — B2 (Independent user) LANGUAGES — INTERESTS —————
* English — B1 (Independent user)

Nutrition basics and dietary guidelines

Data collection, recording and basic analysis (Excel)

Laboratory techniques in food analysis (e.g. proximate composition)
Scientific writing and report preparation

c i teamwork and

I

s e oo

o Arabic - C2 (Native)
INTERESTS o French - CI (Advanced)
o English - B2 (Upper Intermediate)

Healthy cooking and discovering different cuisines
Reading about nutrition and public health

Hiking and outdoor activities

Volunteering and community initiatives

Fermented foods, food safety, sustainable food systems, scientific communication, reading, hiking.

First-year student seeking a research internship Bachelor's student seeking a nutrition internship

22
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Examples: student resumes

TD3. Resume and Cover Letter

Fictitious applicants. Notice: one page, profile at the top, education first, action verbs, CEFR levels.

Lina Saadi

FOOD SCIENCE STUDENT
Seeking a Master’s Program in Food Science

Tunis, Tunisia | lina.saadi@email.com | +216 55 123 456

PROFILE

Final-year Food Science student with a strong interest in food quality, safety and sustainable food systems. Motivated to
pursue a Master's degree to deepen my knowledge and contribute to research and innovation in the agri-food sector.
Curious, organized and rigorous, with a solid academic and hands-on experience in food ing, literature
review and scientific communication.

EDUCATION

Bachelor’s Degree in Food Science Sep 2021 — Present
University of Tunis El Manar, Tunis, Tunisia
Relevant coursework: Food Chemistry, Food Microbapiology, Food Processing and Preservation, Sensory Analysis,
Nutrition, Food Safety and Quality Management, Research Methods.

RELEVANT EXPERIENCE - — — —

i —Food Pj ing Unit Jul 2024 - Aug 2024
Dairy Products Company, Tunis, Tunisia
Assisted in milk and dairy product processing and quality control (physico-chemical and microbiological analyses).
Supported monitoring of hygiene practices and application of HACCP principles
Collected and organized experimental data and contributed to a short technical report.

Developed practical skills in an industrial food processing environment

PROJECTS

Literature Review Project — Sustainable Food Packaging (Group Project) Mar 2024 - Jun 2024
« Conducted a comprehensive literature search on biodegradable packaging for food applications.
« Analyzed and synthesized recent scientific articles.
® Prepared a written report and an oral presentation with recommendations for future research.

Undergraduate Research Poster — Antimicrobial Properties of Plant Extracts in Food Preservation Apr 2024
Faculty of Science, University of Tunis El Manar — Undergraduate Research Day

« Contributed to experimental work, data analysis and poster preparation.

* Presented the results and discussed them with faculty members and visitors.

Seminar Participation Nov 2023
National Seminar on Food Safety and Innovation, Tunis

« Attended conferences on food safety, novel food technologies and sustainable food systems.

o Participated in discussions and networking sessions with academic and industry professionals.

SKILLS

« Literature search and critical analysis of scientific articles

« Data collection, analysis and presentation (Excel, basic statistics)
« Scientific writing and report preparation

+ Time management and organization

« Teamwork and communication

.

Familiarity with food safety, quality control and laboratory practices

LANGUAGES

C2 (Native)
ch: C1 (Advanced)
« English: B2 (Upper Intermediate)

INTERESTS — — —

« Sustainable food systems, food innovation, nutrition, reading scientific articles, cooking, hiking,

Final-year student applying for a Master's program

Mohamii Cherif

Food Science Student

Seeking a Food Production Internship

Phone: +21650 123456 |  Email: mohamed.cherif@example.com Location: Tunis, Tunisia LinkedIn: linkedin.com/in/mohamed-cherif
PROFILE

Motivated Food Science student with a strong interest in food production and a solid foundation in food safety,

quality and processing. Practical experience gained through university laboratories, pilot plant sessions and team projects.
Eager to contribute to a food production team, learn from industry professionals and further develop my technical

and problem-solving skils.

EDUCATION
2022 - Present Bachelor’s Degree in Food Science
Higher Institute of Food Industries, Tunis, Tunisia
Relevant coursework: d Microbiology, Food Chemistry, Food Quality and Safety,

Food ing, Foo
Unit Operations, Packaging, HACCP, GMP, Product Development
RELEVANT EXPERIENCE

Mar 2024 - Present Pilot Plant Practical Work
Higher Institute of Food Industri

o Participated in pilot plant sessions for various food products (dairy, fruit and vegetable processing).
Supported equipment setup, operation and basic troubleshooting under instructor supervision.
Followed hygiene and safety procedures and applied GMP principles in a practical environment.
Observed and documented key processing parameters and product quality results.
Nov 2023 Packaging Workshop

Higher Institute of Food Industries, Tunis, Tunisia

o Took part in a hands-on workshop on food packaging materials and technologies.
o Learned about different packaging solutions, labelling requirements and their impact on shelf life and quality.
Completed a group activity to design a suitable packaging concept for a food product.
May 2023 Volunteer — University Open Day
Higher Institute of Food Industries, T

* Supported the organisation of a food science open day for high school students,
«  Welcomed visitors, presented laboratory a ed with practical demonstrations.
*  Worked in a team to ensure smooth event logistics and clear communication.

PROJECTS
Apr 2024 Yogurt Production — Practical Project
«  Produced yogurt ina pilot plant as part of a practical session
«  Followed standard including milk i i ion and quality control.
+  Analysed key quality parameters such as pH, texture and sensory attributes and prepared a short report.
Jan 2024 ‘Tomato Paste Process Flow — Group Project
«  Developed a process flow diagram for tomato paste production from raw material reception to final packaging.
o Identified main unit operations, control points and quality considerations.
o Presented the project to faculty members and discussed opportunities for process improvement.
SKILLS
«  Food processing: basic knowledge of unit operations (heating, cooling, mixing,
»  Food safety: GMP awareness, HACCP basics
«  Quality control: observation, documentations and basic analytical measurements (pH, “Brix, titratable acidity)
.

Technical skills: reading process flow diagrams, working with pilot plant equipment, data recording and reporting
e Soft skills: teamwork, communication, problem-solving, attention to detail

LANGUAGES
o Arabic: C2 (Native) «  French: B2 (Independent User) English: BI (Independent User)
INTERESTS

o Food innovation, sustainable food systems, cooking, reading, sports (football), volunteering

Student seeking a food production internship

23
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Examples in French

From the 2025-2026 course

Jérémie MARSOUIN, 25 ans

36 rue Jean Rostand, 91300 Massy
06 88 99 00 00
Marsouin.jeremie@hotmail.fr

Objectif : Technicien en écologie
Stage de Master 1 de 4 mois

Formation

En cours Master Biodiversité, écologie, évolution - Université Paris-Saclay

2014 Licence de Biodiversité des organismes et écologie, Université Paris-Sud
Options choisies : éthologie, parasitisme, physique

2010 Bac scientifique option maths

Expériences professionnelles

Avril-juin 2013 Technicien a I'Institut de Génétique et Microbiologie (stage)
Au sein de I'équipe Structure et évolution des chromosomes fongiques
Mission : Etude de deux pathogénes émergents chez Candida glabrata
Comparaison génomiques

Juin 2011 Manutentionnaire a Carrefour, les Ulis (job d'été)

Depuis 2006 Travaux agricoles (élevage, cultures, moisson) un mois par an chez un
agriculteur indépendant en Lozére

Compétences

En biologie Techniques de laboratoire
Préparation de milieux de culture, mise en culture, électrophorése...

En informatique Systémes Microsoft et Ubuntu, Outils Excel, Word, Powerpoint

Centres d’intérét

Sport : arts martiaux, natation, roller, escalade
Lecture scientifique : évolution, éthologie, biologie des étres vivants
Voyages culturels

Daphné Ezekiax

32 avenue des Landes

92340 Bourg-la-Reine
01484983840u0632181723

Daphne.ezekiax@free.fr
22 ans
Permis B, véhiculée

Recherche stage de découverte
Disponible immédiatement

Formation :

Depuis 2015 Deuxiéme année de pharmacie, Faculté de Chatenay-Malabry
v Cours de virologie, hématologie

2012-2014 Premiére année commune aux études de santé, Faculté Pierre et Marie Curie
2012 Baccalauréat mention trés bien et félicitations du jury, série S
Expérience :
Janv.-fév. 2015 : Stage d'initiation officinale, Grande Pharmacie du centre Bourg-la-Reine
v Intégration dans une équipe de 14 personnes

v Réception de commande, suivi stock, comptoir

Informatique :

« Bonne connaissance de Word, Excel
« Utilisation du logiciel LGPI

Langues:

* Anglais courant (plusieurs séjours au Roy Unis)
e Allemand niveau bac

Centres d'intérét :

e Sport karaté, depuis quatre ans
e Musique piano, six ans de pratique

solfége, cinq ans de formation musicale
e Culture option Histoire des Arts

quatre années d'apprentissage du grec ancien et du latin
Divers :

« Diplome en secourisme de prévention et premiers secours

Compare: these French resumes give the age and a driving license; English-language resumes usually

leave out the age.

24
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Part 3. Applicant Tracking

Systems and recommendations

Make your resume readable by software and by people

25



Written and Oral Communication Skills 2026-2027 TD3. Resume and Cover Letter

What is an ATS?

An Applicant Tracking System (ATY) 1s software that
many employers, and some institutions, use to collect, store
and search applications.

What it does What it means for you

* reads the text of your file * use a layout that software can
e sorts it 1nto  fields read
(education, experience, * use the keywords of the offer,
skills) truthfully
* lets recruiters search with » write for people too: a person

keywords and filters makes the decision

26



Written and Oral Communication Skills 2026-2027 TD3. Resume and Cover Letter

How an ATS works

you send the file the software it sorts the text into  recruiters use  a person reads
in the requested reads the text  fields: contact, keywords or filters the selected
format (PDF, of the education, set by the resumes and
DOCX) document  experience, skills employer decides

Important: an ATS is not one universal “automatic rejection”
test. Features vary by system and employer, and parsing,
keyword search, screening rules and the recruiter's decision are
\ different stages. P

Practical aim: a clear structure and text that software
can extract reliably, not an elaborate visual design.

27
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Making your resume ATS-friendly

Common recommendations: parsing varies from one system to another

Usually safe May cause parsing problems

* a simple, single-column layout * text inside 1images, icons or

» standard headings: Education, skill bars
Experience, Skills * complex tables, text boxes,
* dates, job titles and several columns
organizations clearly aligned * contact details only 1n the
- relevant keywords from the header or footer
offer, used truthfully * scanned PDFs (no selectable
» a text-based PDF or DOCX, as text)
the offer requests * unusual fonts or decorative

headings

28



Written and Oral Communication Skills 2026-2027 TD3. Resume and Cover Letter

Worked example: from the offer to your resume

Fictitious advertisement (extract) Resume lines (true for this applicant)

* Microbiological analysis: plate
counts, Gram staining (practical
sessions, 2025)

* Hazard Analysis and Critical
Control Points (HACCP): online
course, 2025

* Teamwork: group project on
yogurt production (4 students)

* English: B2
1 Underline the keywords of the offer
technical skills, soft skills, qualities, languages

0 Use them in your resume only when they are true
write each acronym in full once

We are looking for a quality-
control intern with knowledge
of HACCP and
microbiological analysis, good
teamwork skills and English
(B2).

»

29
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Example: hard to parse vs. ATS-friendly

Bad ATS Resume Good ATS Resume

FORMALEDUCTION John Smith
New York, NY Area
your-name@gmail.com # 555.555.5555  linkedin.com/in/your-name
2004-2007 DEGREE NAME
UNIVERSITY NAME

Proven Director: Diam vulputate ut pharetra sit amet aliquam id diam maecenas ultricies mi eget mauris pharetra et ultrices ne
Lorem ipsum dolor sit amet, consectetur adipiseing elit. Mauris ferm

Energetic and driven ional tellus integer feugi isque varius morbi enim nunc fauciby sit amet porttitor
eget dolor morbi i i i id diam vel pulvinar i
faucibus interdum posuere Iol=m ipsum dolor sit amet consectetur adipiscing elit duis tristique sollicitudin nibh sit amet commodo
nulla facilisi nullam vehicula ipsum a arcu cursus vitae congue mauris rhoncus aenean vel elit scelerisque mauris pellentesque vel elit
pulvinar habitant morbi tristiq et netus et ipsum a arcu cursus vitae congue m: oncus aenean vel elit
i pulvinar tristique senectus et netus et
1 is rh vel elit i i pulvinar habj;

e
involutpat aliquet.

2088-2008 DEGREE NAME
JOHN DOE UNIVERSITY NAME
lorem ipsum

Lorem ipsum dolor sit amet, consectetur
ullamcorper euismod, Donec elemeng Skil
volutpat aliquet.

Financial Operations, Reports » Accounting * Treasury * Cash Management »
Internal Controls, Policies » Data Analysis, Models » Contracts + Payroll + Audit o T:
ABOUT ME Recondiliation « Revenue Recognition, Accruals » GAAP, IRS, SOX, Regulatio
sl ol Automation  NetSuite, Oracle, QuickBooks, Sage, SAP, Microsoft Dynamics S

PROFESSIONAL EXP!

Company Name, New York, NY
Job Title, 03/2015-Pre:

* enim diam vulpu ra sit amet aliquam id diam m:

CONTACT

Www. yourwebsite.com
www, yourwebsite.com

ittis nisl rhoncus mattis thoncus urna

your address, street #

les mi eget mauris pharetra et ultrices neque
location, abe, country.

ultricies mi eget mauris pharetra et ultrices neque
\as ultricies mi eget mauris pharetra et ultrices neque:
ornare aenean euismod el ipiscing vitae proin sagittis nisl rhoncus mattis rhoncus urna

phone +00 0123 456 78.
phone +00 0123 456 78

youremail @ gmail.com

nvolutpat ai
youremail@ gmail.com i volutpat aliques

Company Name, New York, NY
Job Title

05/2005-12/2011

JOB TITLES
PROFESSION, KILLS COMPANY NAME

* enim diam vulputate ut pharetra sit amet id diam maecenas ultricies mi eget mauris pharetra et ultrices neque
nisi quis eleifend vitae proin sagittis nisl rhy ttis rhoncus urna
« enim diam vulputate ut pharetra it amet aliquam id diam maecenas ultricies mi eget mauris pharetra et ultrices neque

Sorem i dolo s arae osmcie el ot Mo o . nisi quis eleifend vitae proin sagittis nis| rhoncus mattis rhoncus uma
e R e  enim diam vulputate ut pharetra sit amet aliquam id diam maecenas ultricies mi eget mauris pharetra et ultrices neque
skills 04
skills 05
EDUCATION
Master of Science MS, Information Te:hnology, University of Cahforma, 2005

LANGUAGE HOBBIES Masterof Business

Bachelor of Arts BA, Information Technﬂlazv, Penn State University, 2001

ENGLISH
SPANISH

e » +

y? On the left, icons, skill bars, a side column and text in
raphics may be read incorrectly by some systems. On the
right: one column, standard headings, plain text. 30



Written and Oral Communication Skills 2026-2027 TD3. Resume and Cover Letter

Recommendations for an effective resume

Content and relevance Clarity and conciseness

* adapt 1t to each offer * one page is usually enough for a

« show the hard and soft skills student
the offer asks for * short  bullet points, not

) T q paragraphs
use the offers keywords,  terms of your field, but no
truthfully unexplained abbreviations

* one classic font, e.g., Arial or * ask someone to proofread

Times New Roman spelling, grammar, dates

* clear headings and white space e never lie

* bold for key words only; one * save as PDF (or Word if
date format

requested)
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Written and Oral Communication Skills 2026-2027

Exercise: spot the mistakes

A fictitious resume extract written by a first-year student
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Written and Oral Communication Skills 2026-2027 TD3. Resume and Cover Letter

Exercise - Spot the mistakes

Fictitious resume extract (first-year student)

AMINA BENSALEM e

lovely.mimi2007@email.com - 05XX XX XX XX .

Objective: I am looking for any job or any Master. Find at least seven

2025 Baccalaureate in Experimental Sciences resume extract.

2025 - present  Bachelor in Food Sciences, INATAA,

Constantine

EXPERIENCE .
Hint: check each section

Summer 2025 [ worked in my uncle's bakery. I did many things. with the rules of Part 1:

SKILLS contact, profile, education,

experience, skills, interests.
English: good - French: very good

Comunication, team work, Microsoft Word

INTERESTS

Sleeping, Netflix, social media
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Written and Oral Communication Skills 2026-2027

Exercise - Spot the mistakes

Fictitious resume extract (first-year student)

AMINA BENSALEM

lovely.mimi2007@email.com - 05XX XX XX XX
Objective: I am looking for any job or any Master.

EDUCATION

2025 Baccalaureate in Experimental Sciences e

2025 - present  Bachelor in Food Sciences, INATAA,
Constantine

EXPERIENCE

Summer 2025 [ worked in my uncle's bakery. I did many things. o
SKILLS

English: good - French: very good 8

Comunication, team work, Microsoft Word

INTERESTS

Sleeping, Netflix, social media 0

TD3. Resume and Cover Letter

Problems identified

1 unprofessional e-mail
address

2 vague objective: no target,
no assets

3 education in the wrong
order (oldest first)

4 no role, no tasks, no action
verbs

5 language levels not on the
CEFR scale

6 spelling: Communication,
teamwork

7 interests that say nothing
useful
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Written and Oral Communication Skills 2026-2027 TD3. Resume and Cover Letter

Exercise - Spot the mistakes

Corrected version (changes in green; fictitious data)

Amina Bensalem

Constantine, Algeria - +213 5XX XX XX XX - amina.bensalem@email.com

Profile: First-year Food Sciences student interested in food quality. Seeking a summer internship in a
quality-control laboratory.

EDUCATION

2025 - present Bachelor's degree in Food Sciences, INATAA, Université Fréres Mentouri Constantine 1
2025 Baccalaureate in Experimental Sciences, [high school]

EXPERIENCE

Jul-Aug 2025 Sales and production assistant (summer job), family bakery, Constantine: weighed

ingredients, applied hygiene rules, served customers

SKILLS

Languages: Arabic (native), French (B2), English (B1, self-assessed)

Communication, teamwork; digital: Microsoft Word, Excel (basic)

INTERESTS

Traditional baking; reading popular science on nutrition

35



Written and Oral Communication Skills 2026-2027

Part 4. The cover letter

Explain why you apply and why you are the right candidate
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Written and Oral Communication Skills 2026-2027 TD3. Resume and Cover Letter

What is a cover letter?

A cover letter accompanies your resume. It explains how your
qualifications match the position or program, to convince the
reader to invite you to an interview or to select you.

The resume The cover letter
lists the facts explains the why

» what you studied and did * why this program or position
e where interests you
e when  why you are the right candidate

* what motivates you

Rule: your letter must not be a summary of your resume.

37



Written and Oral Communication Skills 2026-2027 TD3. Resume and Cover Letter

Solicited or unsolicited?

Solicited letter Unsolicited letter

 answers an advertisement (job, * spontaneous application: no
internship, Master's program) position 1s advertised

* names the offer and where you * explains what you can bring
saw 1t to this organization

* follows the instructions of the * asks about possible
offer opportunities

Names: in English, cover letter 1s used for jobs and
internships. For a Master's program or a scholarship you
may see motivation letter, statement of purpose or
personal statement: read what the program asks for.
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Written and Oral Communication Skills 2026-2027

Structure of a cover letter

TD3. Resume and Cover Letter

A. Bensalem

0000000000

Your contact details: name, address or city,
phone, e-mail

Date: e.g., October 20, 2026

Recipient: name, title, institution, address
Subject line: e.g., Application for the Master's in ...
Greeting: Dear Dr. Benali,/Dear Admissions Committee,
Introduction: the program or position, and where you saw it
BOdy: Me-You-Us: your profile, their program, shared goals
Conclusion: ask for an interview, thank the reader
Closing: Sincerely,

Signature: handwritten (paper) and typed full name

Attachments: Enclosure: resume
39



Written and Oral Communication Skills 2026-2027 TD3. Resume and Cover Letter

The three content paragraphs

State the program or position you are applying for
and where you saw the offer. One or two sentences.

Introduction

Two or three paragraphs that follow the “Me-You-Us” logic:

how your profile, what you know what you will
skills and about the institution achieve together:
experience match or program: give shared goals, your
their needs specific details contribution

Ask for an interview, thank the reader, mention the
attached documents.

Conclusion

Whole letter: one page, formal tone, short paragraphs.
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Written and Oral Communication Skills 2026-2027 TD3. Resume and Cover Letter

Greeting, closing, signature and attachments

Cloing (U | Closig U

the recipient's name Dear Dr. Benali, Sincerely, Yours sincerely,
ly th i Dear Admissi : :
only the c011.1m1ttee & dm1ss10ns Sincerely, Yours faithfully,
or service Commuttee,

no name at all Dear Sir or Madam, Sincerely, Yours faithfully,

Avoid: Hello, Hi, Bye, Cheers, Kisses; a title without a name (“Dear Dr.”).

Attachments

Paper letter: sign by hand above Mention them  under
your typed full name. E-mail: signature: “Enclosure: resume”
your typed full name 1s enough. (paper) or “Attachment:

resume” (e-mail).
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Written and Oral Communication Skills 2026-2027 TD3. Resume and Cover Letter

Annotated example (fictitious applicant)

Mohamed Ben Mohamed October 6, 2025
123 Rue des Sciences

Bejaia, Algeria

+213 55 555 555

mohamed.ben.mohamed@email.com — Header: sender. date recipient
M 9 9

To the Admission Committee

Institute of Nutrition, Food and Agro-Food Technologies (INATAA)

University of Constantine 1 Fréres Mentouri

7th km, Route de Sétif, 25000 Constantine, Algeria —

Subject: Application for the Master’s Program in Food Technologies

— Subject line and greeting

Dear Committee,

I am writing to apply for the Master’s program in Food Technologies (TECHAL) offered by the
Institute of Nutrition, Food and Agro-Food Technologies (INATAA), as announced in your call for
applications. I hold a Bachelor’s degree in Food Science from the University of Bejaia and wish to
continue my academic and professional development in this field. —

— Introduction

During my studies, I have developed solid skills in physicochemical and microbiological food
analysis, strengthened by a six-month internship at AgroFood Industries. This experience allowed me — B()dy - Me: skills and expe rience
to apply my knowledge and confirmed my strong interest in research and development, especially in
the formulation and creation of new food products. -

I am particularly interested in the Master’s program in Food Technologies (TECHAL) at INATAA,
known for its high-quality, multidisciplinary training. I am especially drawn to its focus on processing — B()dy - You : th e p]‘()g]‘am
technologies and sensory analysis, which perfectly align with the current needs of the food industry
and my professional goals. -

I look forward to contributing actively to your research and innovation activities, applying my skills
to support your academic and scientific projects. Joining INATAA would be a decisive step in my — B()dy - US: Shared g() als
career, allowing me, under your guidance, to participate in the improvement and development of
high-quality food products.

Please find attached my résumé for more details about my background. Thank you for considering — C()nclusion and attachment
my application, and I look forward to hearing from you soon. -

Yours faithfully, _ .

e hamed Closing and typed name
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Written and Oral Communication Skills 2026-2027 TD3. Resume and Cover Letter

Useful phrases for your cover letter

Useful phrases

I am writing to apply for the Master's program in ..., announced on ...
/ 1 am writing to express my interest in ...

Introduction

Me

You

Us

Conclusion

Attachments

During my Bachelor's degree in Food Sciences, I developed ... / My
internship at ... taught me how to ...

I am particularly interested in your program because ... / Your focus
on ... matches my goal of ...

I am confident that I could contribute to ... / This program would
allow me to ...

I would welcome the opportunity to discuss my application in an
interview. / Thank you for considering my application.

Please find attached my resume and my transcripts.

Tip: use these phrases as a frame, then add your own facts:

course names, projects, dates, results. £



Written and Oral Communication Skills 2026-2027 TD3. Resume and Cover Letter

Tips for a convincing cover letter

T T

- adapt each letter to the specific e repeating your resume

offer *a template or an Al-
* show your enthusiasm with generated text that does not
facts reflect your own experience

* keep it to one page e flattery  (“your  world-

* check the name and title of the famous institute”)

s |
R * informal  language and

* proofread 1t, and ask someone .
abbreviations

to read 1t . .
* spelling mistakes

Remember: the resume gives the facts; the letter explains the why.
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Exercise - Cover letter

Student draft (fictitious)

Hello,
My name is Amina and I want to do your Master

because I like food. I am serious and motivated.
Bye, Amina

e Why would this letter not convince a selection committee?
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Exercise - Cover letter

Student draft (fictitious)

Hello,
My name is Amina and I want to do your Master

because I like food. I am serious and motivated.
Bye, Amina

e Why would this letter not convince a selection committee?

4 . . : R
Problem identified: informal greeting and closing; no program

named; qualities without evidence; no link with the program; no
request for an interview. y
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TD3. Resume and Cover Letter

Exercise - Cover letter

Draft: Hello, My name is Amina and I want to do your Master because I like food.
am serious and motivated. Bye, Amina

r

r

Problem identified: informal greeting and closing; no program named; qualities without
evidence; no link with the program; no request for an interview.

~N

.

&

Corrected version
Dear Admissions Committee,

I am writing to apply for the Master's program in Human Nutrition at
INATAA, announced on the Institute's website. During my Bachelor's degree in
Food Sciences, I carried out a group project on the nutritional labeling of dairy
products, which confirmed my interest in nutrition. Your program would allow me
to deepen this knowledge and to prepare for a career in public health nutrition.

I would welcome the opportunity to discuss my application in an interview.
Thank you for considering my application.

Sincerely,
Amina Bensalem
Enclosure: resume




Written and Oral Communication Skills 2026-2027 TD3. Resume and Cover Letter

Before you send: a quick self-check

one page, adapted to the offer addressed to a named person if possible
professional contact details introduction: program and source

a 2-3 line targeted profile body: Me - You - Us, with evidence
education, experience: newest first conclusion: request for an interview
action verbs, dates, places formal greeting and closing

languages with CEFR levels one page, no repetition of the resume
keywords of the offer, used truthfully attachments mentioned

simple layout, standard headings proofread

proofread; saved as PDF or Word
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TD3 activity

Write your resume, then apply for a Master's program
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TD3 assignment: apply for a Master's program

You have just earned your Bachelor's degree in Food Sciences. Answer this advertisement:

The Institute of Nutrition, Food and Agri-Food Technologies (INATAA) of
Université Constantine 1 Freres Mentouri is opening registrations for its
Master's programes.

Interested candidates are invited to send a resume and a cover letter to eeo-
inataa@umc.edu.dz before November 10, 2026.

Join us to deepen your knowledge and skills in food science!

Choose one Master's program
from the list on the next slide.

Write your resume (10 pts) and a cover letter (10 pts)
in English or French, with a word processor (Word, OpenOffice, LaTeX, Canva...)
and a template of your choice (or the one supplied for this tutorial).

Send both files (Word or PDF)
to eeo-1nataa(@umc.edu.dz before 10/11/2026.
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INATAA Master's programs (choose one)

Food Biotechnology https://fac.umc.edu.dz/inataa/formation-master-biotechnologie.php

Innovation and

Management in the Agri- https://fac.umc.edu.dz/inataa/formation-master-IMAA.php
Food Industry
Food Quality Control https://fac.umc.edu.dz/inataa/formation-master-gesqual.php
Human Nutrition https://fac.umc.edu.dz/inataa/formation-master-nutrition.php
Food Technology https://fac.umc.edu.dz/inataa/formation-master-technologie-alimentaire.php

Before writing: read the page of the program you choose and use

specific details from it in the “You” paragraph of your letter.
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