Resumes and
Cover Letters

| have made this letter longer than
usual because | lack the time to
make it shorter.

Blaise Pascal

You should begin the writing process by
analyzing your constraints

what do they know? what expectations do they have?
why are they reading? how will they read?

audience

occasion

purpose |

format
to inform
formality
to persuade
deadline

process




Format is the arrangement of type on the page
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typography

Not all rules of format are constant

Reports Textbooks Journals
Sandia Laboratories Prentice-Hall ASME
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Serif

Times New Roman
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Garamond
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Courier
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Each typestyle has its own personality and power

Sans Serif

Arial
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UE N
abcdefghijkimnopgr
stuwxyz1234567890

Tahoma
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Avoid large blocks of capital letters

Type is to read

ET IN ALL CAP.
MORE SPA XT SET IN
SE.

Words set in all caps use more
space than words set in lowercase.




Choose a type size that is easy to read
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In your layouts, use white space for
association, emphasis, and hierarchy

space for
headings

space
for
margins
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