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TD3. Written presentation:
the resume and the cover letter

Presenting yourself in writing to a recruiter or a selection committee
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Learning objectives

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

Describe the purpose of a resume and its essential sections.

Choose the resume format that fits your profile and the offer.

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

Write 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
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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.

Present
your path: studies, 

experience and skills

Connect
you with an offer: a 

job, an internship or a 
Master's program

Obtain
an interview or a 

place: it is the first 
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; in the US and in research, a CV is a longer 

academic document.
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What makes a good resume?

Recruiters skim a resume quickly before deciding to 
read it in detail. At first glance, it must answer one 

question: “What can you do for us?”

Clear
Easy to read: clear headings, 
white space, one simple font.

Relevant
Only the information that is 

useful for this offer.

Honest
Never invent a diploma, an 

experience, a skill or a level.

Error-free
No spelling, grammar or date 

mistakes. Ask someone to 
proofread it.



1  Contact details name, phone, e-mail, city; a photo 
only if it is the custom

2  Profile/objective 2-3 lines: who you are and what you 
are looking for

3  Education degrees and diplomas, the most 
recent first

4  Experience internships, projects, summer jobs, 
volunteering

5  Skills technical, digital, languages (CEFR 
levels), soft skills

6  Additional sections certificates, awards, interests, 
references
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Typical structure of a resume

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

Include
• full name, at the 

top, in large type
• phone number 

with country code
• professional e-

mail address
• city and country

Optional
• full postal address
• LinkedIn or other 

professional 
profile

• photo (see next 
slide)

Usually not needed
• date of birth, 

marital status, ID 
number (unless 
the offer asks)

• nicknames or 
jokes in the e-
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
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2 Photo: follow the custom and the offer

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

Preferred
• recent photo
• neutral background
• professional clothes
• light smile, face clearly visible

Avoid
• selfies, holiday or group 

photos
• sunglasses, caps, filters
• poor quality or cropped photos
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3 Profile or objective

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

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

Better

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.
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4 Education

• 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 it is good.

Fictitious example

EDUCATION

2025 -
present

Bachelor's degree in Food 
Sciences
INATAA, Université 
Constantine 1 Frères 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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5 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, if possible, a result.

analyzed measured prepared recorded organized presented assisted

Fictitious examples

Weak Summer job in a dairy. I did many things.

Better

Jul-Aug 2025 · Production assistant (summer job), dairy plant, 
Constantine
• Recorded pH and temperature during yogurt production.
• Applied hygiene rules (good manufacturing practices).



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

15

6 Skills

Technical skills
laboratory techniques (pH
measurement, microbial
culture, titration), equipment
you can use

Digital skills
word processing,
spreadsheets (tables, charts,
formulas), presentation
software, AI tools

Languages
one level per language, on
the CEFR scale

Soft skills
teamwork, communication,
organization: prove them
with examples from your
experience

Be specific: “Excel (tables, charts, basic formulas)” says more 
than “computer skills”.
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6 Languages: use the CEFR levels
Common European Framework of Reference for Languages (Council of Europe)

A  Basic user

A1
Beginner

understands 
and uses 
familiar 

everyday 
expressions 

and very 
basic phrases

A2
Elementary
communicate
s in simple, 
routine tasks 
on familiar 

topics

C  Proficient user

C1
Advanced

understands 
long, 

demanding 
texts; uses 

the language 
flexibly for 
study and 

work

C2
Mastery

understands 
virtually 

everything; 
expresses 
ideas very 

fluently and 
precisely

Tip: assess yourself with the official CEFR self-assessment 
grid, or give the level of a recognized certificate.

B1
Intermediate
understands 

the main 
points on 
familiar 
matters; 

writes simple 
connected 

text

B2
Upper 

intermediate
understands 

complex 
texts in own 

field; 
interacts 

with some 
fluency

B  Independent user
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6 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)

Language Listening Reading Spoken 
interaction

Spoken 
production Writing

French C1 C1 B2 B2 B2

English B2 B2 B1 B1 B1
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 C1
(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.
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7 Additional sections

Projects
title, dates, your 

role and the result 
(report, poster, 

product)

Volunteering and clubs

associations, student 
clubs, events you 
helped organize

Certificates
first aid, online 

courses, language 
tests (name and 

date)

Awards
prizes, 

competitions, 
scholarships

Interests
specific and, if 

possible, linked to the 
field: “member of the 
faculty science club”, 

not just “reading”

References
1-2 people who can 

recommend you 
(name, position, 

contact). Ask them 
first.
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Part 2. Resume formats
and examples

Choose the organization that shows your strengths
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Three main formats: the order of the sections changes

Chronological
Contact details

Profile

Experience (most 
recent first)

Education

Skills and languages

Interests

shows your 
progression

Functional
Contact details

Profile

Key skills (grouped 
by theme)

Education

Experience (short 
list)

Interests

shows what you can do

Combination
Contact details

Profile

Key skills (by theme)

Experience (most 
recent first)

Education

Projects, 
achievements

shows both: the most 
common choice
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Six resume formats compared

Format How it is organized Best for Watch out

Chronological
education and experience 

from the most recent to the 
oldest

a steady path; an 
application in the same 

field

gaps and short experience 
are visible

Functional 
(skills-based)

skills grouped by theme; 
experience as a short list

little experience, a career 
change, gaps

dates are less visible; 
some recruiters find it 

harder to check

Combination 
(hybrid)

key skills first, then 
experience (most recent 

first)

most applicants, 
including students

keep it short and 
focused

Targeted any format, rewritten for one 
specific offer

every important 
application takes time for each offer

Student
/beginner

education first, then 
internships, projects, 

volunteering

students and recent 
graduates

do not fill space with 
unrelated details

Academic CV education, research, 
publications, talks, funding

research, teaching, 
doctoral applications

longer (several pages); 
not for most jobs

Other formats exist (creative or video resumes); use them only when the offer invites them.
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Examples: student resumes
Fictitious applicants. Notice: one page, profile at the top, education first, action verbs, CEFR levels.

First-year student seeking a research internship Bachelor's student seeking a nutrition internship
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Examples: student resumes
Fictitious applicants. Notice: one page, profile at the top, education first, action verbs, CEFR levels.

Final-year student applying for a Master's program Student seeking a food production internship
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Examples in French
From the 2025-2026 course

Compare: these French resumes give the age and a driving license; English-language resumes usually 
leave out the age.
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Part 3. Applicant Tracking
Systems and recommendations

Make your resume readable by software and by people
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What is an ATS?

An Applicant Tracking System (ATS) is software that 
many employers, and some institutions, use to collect, store 

and search applications.

What it does
• reads the text of your file
• sorts it into fields

(education, experience,
skills)

• lets recruiters search with
keywords and filters

What it means for you
• use a layout that software can

read
• use the keywords of the offer,

truthfully
• write for people too: a person

makes the decision
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How an ATS works

you send the file 
in the requested 

format (PDF, 
DOCX)

the software 
reads the text 

of the 
document

it sorts the text into 
fields: contact, 

education, 
experience, skills

recruiters use 
keywords or filters 

set by the 
employer

Upload Extract Parse Search Review

a person reads 
the selected 
resumes and 

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.

Practical aim: a clear structure and text that software 
can extract reliably, not an elaborate visual design.
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Making your resume ATS-friendly
Common recommendations: parsing varies from one system to another

Usually safe
• a simple, single-column layout
• standard headings: Education, 

Experience, Skills
• dates, job titles and 

organizations clearly aligned
• relevant keywords from the 

offer, used truthfully
• a text-based PDF or DOCX, as 

the offer requests

May cause parsing problems
• text inside images, icons or 

skill bars
• complex tables, text boxes, 

several columns
• contact details only in the 

header or footer
• scanned PDFs (no selectable 

text)
• unusual fonts or decorative 

headings
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Worked example: from the offer to your resume

Fictitious advertisement (extract)

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

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

2 Use them in your resume only when they are true
write each acronym in full once
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Example: hard to parse vs. ATS-friendly

Why? On the left, icons, skill bars, a side column and text in 
graphics may be read incorrectly by some systems. On the 

right: one column, standard headings, plain text.
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Recommendations for an effective resume

Content and relevance
• adapt it to each offer
• show the hard and soft skills

the offer asks for
• use the offer's keywords,

truthfully

Clarity and conciseness
• one page is usually enough for a

student
• short bullet points, not

paragraphs
• terms of your field, but no

unexplained abbreviations

Layout
• one classic font, e.g., Arial or

Times New Roman
• clear headings and white space
• bold for key words only; one

date format

Checking and honesty
• ask someone to proofread

spelling, grammar, dates
• never lie
• save as PDF (or Word if

requested)
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Exercise: spot the mistakes

A fictitious resume extract written by a first-year student
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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
2025 - present Bachelor in Food Sciences, INATAA, 

Constantine

EXPERIENCE

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

SKILLS

English: good  ·  French: very good
Comunication, team work, Microsoft Word

INTERESTS

Sleeping, Netflix, social media

?

Find at least seven 
mistakes in this 
resume extract.

Hint: check each section 
with the rules of Part 1: 
contact, profile, education, 
experience, skills, interests.
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Exercise · Spot the mistakes

Fictitious resume extract (first-year student)

AMINA BENSALEM
lovely.mimi2007@email.com  ·  05XX XX XX XX 1
Objective: I am looking for any job or any Master. 2

EDUCATION

2025 Baccalaureate in Experimental Sciences 3
2025 - present Bachelor in Food Sciences, INATAA, 

Constantine

EXPERIENCE

Summer 2025 I worked in my uncle's bakery. I did many things. 4

SKILLS

English: good  ·  French: very good 5
Comunication, team work, Microsoft Word 6

INTERESTS

Sleeping, Netflix, social media 7

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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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 Frères 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
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Part 4. The cover letter

Explain why you apply and why you are the right candidate
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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
lists the facts

• what you studied and did
• where
• when

The cover letter
explains the why

• why this program or position 
interests you

• why you are the right candidate
• what motivates you

Rule: your letter must not be a summary of your resume.
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Solicited or unsolicited?

Solicited letter
• answers an advertisement (job,

internship, Master's program)
• names the offer and where you

saw it
• follows the instructions of the

offer

Unsolicited letter
• spontaneous application: no

position is advertised
• explains what you can bring

to this organization
• asks about possible

opportunities

Names: in English, cover letter is 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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Structure of a cover letter

A. Bensalem

1

2

3

4

5

6

7

8

9

10

11

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

2 Date: e.g., October 20, 2026

3 Recipient: name, title, institution, address

4 Subject line: e.g., Application for the Master's in ...

5 Greeting: Dear Dr. Benali,/Dear Admissions Committee,

6 Introduction: the program or position, and where you saw it

7 Body: Me-You-Us: your profile, their program, shared goals

8 Conclusion: ask for an interview, thank the reader

9 Closing: Sincerely,

10 Signature: handwritten (paper) and typed full name

11 Attachments: Enclosure: resume
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The three content paragraphs

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

Body

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

Me
how your profile, 

skills and 
experience match 

their needs

You
what you know 

about the institution 
or program: give 
specific details

Us
what you will 

achieve together: 
shared goals, your 

contribution

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

Whole letter: one page, formal tone, short paragraphs.
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Greeting, closing, signature and attachments

You know... Greeting Closing (US) Closing (UK)

the recipient's name Dear Dr. Benali, Sincerely, Yours sincerely,
only the committee 

or service
Dear Admissions 

Committee, Sincerely, Yours faithfully,

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

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

Signature
Paper letter: sign by hand above
your typed full name. E-mail:
your typed full name is enough.

Attachments
Mention them under the
signature: “Enclosure: resume”
(paper) or “Attachment:
resume” (e-mail).
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Annotated example (fictitious applicant)

Header: sender, date, recipient

Subject line and greeting

Introduction

Body - Me: skills and experience

Body - You: the program

Body - Us: shared goals

Conclusion and attachment

Closing and typed name
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Useful phrases for your cover letter

Part Useful phrases

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

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

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

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

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

Attachments 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

44

Tips for a convincing cover letter

Do
• adapt each letter to the specific

offer
• show your enthusiasm with

facts
• keep it to one page
• check the name and title of the

recipient
• proofread it, and ask someone

to read it

Avoid
• repeating your resume
• a template or an AI-

generated text that does not
reflect your own experience

• flattery (“your world-
famous institute”)

• informal language and
abbreviations

• 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

? 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

? Why would this letter not convince a selection committee?

Problem identified: informal greeting and closing; no program 
named; qualities without evidence; no link with the program; no 

request for an interview.
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Exercise · Cover letter

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

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

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
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Before you send: a quick self-check

Resume

one page, adapted to the offer

professional contact details

a 2-3 line targeted profile

education, experience: newest first

action verbs, dates, places

languages with CEFR levels

keywords of the offer, used truthfully

simple layout, standard headings

proofread; saved as PDF or Word

Cover letter

addressed to a named person if possible

introduction: program and source

body: Me - You - Us, with evidence

conclusion: request for an interview

formal greeting and closing

one page, no repetition of the resume

attachments mentioned

proofread
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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 Frères Mentouri is opening registrations for its 

Master's programs.
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!

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

2
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).

3 Send both files (Word or PDF)
to eeo-inataa@umc.edu.dz before 10/11/2026.

mailto:eeo-inataa@umc.edu.dz
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INATAA Master's programs (choose one)

Program Web page

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

Innovation and 
Management in the Agri-

Food Industry
https://fac.umc.edu.dz/inataa/formation-master-IMAA.php

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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