The first chance that an employer gets to know a candidate is through a resume and cover letter. Earlier, it was enough to mention your educational qualifications, work experience and contact details in a resume and expect an interview call. But in today’s age of competition, it will be beneficial if one implement certain tips while making a resume and also follows that up with a cover letter to the company.

While making a resume, these points should be kept in mind:

· You should keep it brief and compact

· Make sure there are no grammatical or spelling errors

· All the points must be organised and should be systematic

· Do not clutter it with unnecessary information

A cover letter is a way of grabbing attention of the employer and helps to personalise the resume. It should informally provide information which would highlight your accomplishments, skills, and experiences in relation to a job target.

Thus an effective resume along with an impressive cover letter will surely give you an edge over the other candidates.

