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The Resume &
®
Interview
o
Kit
A plain-English toolkit forjob seekers: a one-page resume
layout, achievement bullet formulas, a cover letter template,

and answers to the interview questions you'llalmost certainly
be asked.
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PART 1 - YOUR RESUME

A clear one-page resume layout

Recruitersoftenscanaresumeinseconds. A clean, simple layout withthe most relevant
information at the top makestheirjob easy and getsyouto theinterview.

Your Name

City, Country - phone -email - LinkedIn or portfolio link

SUMMARY 2-3lines: whoyouare, yourkey skills,and the role you want.

SKILLS 6-10 skillsthat match the job ad, such astools, software, andlanguages.

EXPERIENCE Mostrecentfirst. Jobtitle,company, dates,then 3-5 achievement bullets.

EDUCATION Degree orqualification, school, andyear. Addrelevant courses.

EXTRAS Certificates, volunteering, or projects, if relevant to the job.
Do Don't
(] Tailorittoeachjobad () Addtables,columns, or graphics that job

(] Use one simple, readable font SIS tEae

(] SaveandsenditasaPDF

(] Use aprofessional email address

() Listevery duty fromeveryjob
() Include spelling mistakes

() Exaggerate orinvent anything

Beat the robots: many companies use software toscanresumes. Use standard headings (like "Experience”

and "Skills") and include key words from the job ad, soyourresume is read correctly.
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PART 1 - YOUR RESUME

Write bullets that show results

Employerswant to know what you achieved, notjust what youwere responsible for. Turn
every duty into anachievement using asimple formula.

The achievement bullet formula

1. Action verb + whatyou did + the result (withanumberwhenyou can)

Weak (a duty) Strong (an achievement)
y

Responsible for customeremails Answered 60+ customer emails a day, keeping a 95%
satisfactionrating

Did social mediaforthe shop Grew the shop'sInstagram from 300 t0 2,000
followersin 6 months

Helpedwith stock Reorganized stock tracking, cutting weekly counting
time by half
Trained new staff Trained 8 new team members, who all passed probation

25 strong action verbs

Achieved - Built- Created - Delivered - Designed - Improved - Increased - Launched - Led - Managed -
Organized - Planned - Reduced - Resolved - Saved - Simplified - Solved - Supported - Taught - Trained -
Updated - Wrote - Coordinated - Analyzed - Negotiated

Rewrite one of my duties as an achievement

No exact numbers? Try... Fresh graduate or career gap?

() Counts: customers, orders, people trained () Use projects, volunteering, and coursework
(] Time: "in3months," "eachweek" () Putskillsand education higherup

(1] Comparisons: "faster," "fewererrors" () Explainagapinone honestline

() Recognition: awards, thanks, promotions (1) Showwhat youlearned duringit
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PART 2 - COVER LETTER

A short cover letter template

Keepittoabout200-250 words. Itsjobisto showyou'veread thejob ad,you
understand what they need, andyou'reagoodfit.

Dear [Hiring Manager's name],

[Opening] I'mwriting to apply for the [job title] role at[Company]. I've admired [something specific
aboutthe company], andl'dlove to bring my experiencein [your key skill] to your team.

[Why you fit] In myrole at [previous employer], |[achievement with a result]. lalso [secondrelevant
achievement]. These match whatyou'relooking forin [requirement fromthejob adl].

[What you'llbring] I'm [two qualities, likereliable and quick to learn], and I'm comfortable with
[relevanttools].

[Close] Thankyou for considering my application. I'd welcome the chance to discuss how Icanhelp
[Company]with [agoal or need].

Kindregards,
[Your name] - [phone] - [email]

Make it personal Before you send

(] Use the hiringmanager's name if you can findit () Checkthe company nameiscorrect
() Mention one specific thing about the company () Readitaloudformistakes

() Echo2-3keywordsfromthe job ad () SaveitasaPDFwithyourname

After the interview: a thank-you email

Subject: Thankyou, [job title] interview

Hi[name], thank you fortaking the time to speak with me today. | enjoyedlearning about [something
discussed],and|I'mevenmore excited about the role. Please let me know if you need anything else fromme.
Bestregards, [yourname]
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PART 3 - INTERVIEWS

Answer any question with STAR

For"Tellme about atime when..." questions, use the STARmethod. It keepsyouranswer
clear, short, and focused onwhat youactually did.

S T

Situation Task

A R

Action Result

What happened, with a
number if possible, and
what you learned

The specific steps you
took (thelongest part)

What you neededto do
where, when, what was orsolve
happening

Set the scene briefly:

Example: "Tell me about a time you handled an upset customer"

S: At the shop, a customer's order arrived damaged right before a birthday. T: Ineeded to fixit quickly and keep
the customer. A: lapologized, arranged a same-day replacement, and calledback to confirmit arrived. R: The
customerleft a5-starreview andbecame aregular. I learned that fast, personal follow-up turns problemsinto
loyalty.

Prepare 5 STAR stories

(] Aproblemyousolved

(] Atimeyouworkedinateam

(] Amistake andwhatyoulearned

(] Atime youwent above andbeyond

() Atime youmet atight deadline

Video interview checklist
(] Testthe app, camera, and microphone
(] Useaplain, tidy background

() Face awindow orlampforlight

MylInfoLabs

On the day

() Arrive (orlogin) 10 minutes early
() Bringcopiesof yourresume

() Listenfully before answering

() Keepanswerstoabout1-2 minutes

() Sendathank-youemail the same day

() Look atthe camera, not the screen
() Silence yourphone andnotifications

() Keepnotesandwaternearby
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PART 3 - INTERVIEWS

10 questions you'll likely be asked

Prepare short notesforeach,notamemorized script. Practice out loud, ideally witha
friend.

Question What a good answerincludes

Tell me about yourself. Present role, 1-2 key strengths, and why you want this job. About
60 seconds.

Why do you want this job? Something specific about the company, plus how the role fits
your skills.

What are your strengths? Two strengths that match the job, each with a quick example.

What's a weakness? Areal, minorweakness and what you're doing toimprove it.

Tell me about a challenge. ASTAR story with a positive result.

Why are you leaving your job? Positive and forward-looking. Never criticize past employers.

Where do you see yourself in 3 years?  Growinginthistype of role and taking on more responsibility.

How do you handle pressure? Yourmethod (lists, priorities, calm communication) and an
example.

What salary are you expecting? Aresearchedrange, orask what range they have budgeted.

Do you have any questions? Alwaysyes. See the ideasbelow.

Good questions to ask them
() What doesatypical day look like? (1) Howisthe team organized?

() Whatwouldsuccesslooklike in 3 months? () What are the next stepsin the process?
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KEEP GOING

Your job-search toolkit, free

Thiskit givesyouastrong resume and confident interview answers. Pair it withour other
free guidesto find theright openings and build skillsemployers want.

MORE FREE GUIDES

Explore the MyInfoLabs.com library

Find Real Remote Jobs Safely Start Freelancing in 30 Days

Where to search,how to apply,and 12 job-scam Pick a service, set prices, and land your first
warning signs. clients.

Online business guides Language guides

Email lists, SEO, video, and creating your first Learn useful phrases and a new language step by
online course. step.

See the job guides -

Also: online business guides - - language guides -
Allguides are free to download, with no sign-up needed.

Tip: save a "masterresume"” with everythingyou've done, thencopy and trim it foreachjob youapply to.

Goodluckwithyourapplications,

Uday Chandra

MylinfolLabs.com
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