
February 16th

Resume Building and 

Cover Letters



Resumes

• Presents your skills, experience, and accomplishments

• Should only be one page, unless they ask for a CV

• Should be tailored to each application



Two Ways to Apply

• Through an online portal

• Larger organizations

• Through email

• Smaller centers (usually non-profits)



Applicant Tracking Systems (ATS)

• Tool recruiters use to collect and sort resumes

• Set parameters by the company

• ATS rejects roughly 75% of  applications

• Recruiters only glimpse at resumes that pass



How to 

Pass ATS

1. Tailor your resume for each application

2. Use keywords and phrases from description

3. Use long form and acronyms of  keywords

• Ex: Bachelor’s of  Science > B.S. 

4. Use chronological order resume

5. Avoid tables and columns

6. Traditional fonts

7. Don’t use headers or footers

8. Use standard section headlines (Work 

Experience, Education)

9. Use correct file type



Tailor Your Resume

• Include relevant experiences

• Highlight keywords, skills, and phrases from description

• Action verbs, required skills, 

• Incorporate into your resume

• Include the skills that you may think are “too general”

• Communication

• Writing



• Perform groundwater, soil, and vapor sampling at project sites.

• Compile and evaluate data, perform geological and hydrogeological analyses, 

and assist in report preparation.

• Communicate with colleagues, subcontractors, regulatory agents, property 

representatives, and clients during office and field activities.

• Assist in ensuring compliance with applicable federal, state, and local 

environmental regulations.



• Perform groundwater, soil, and vapor sampling at project sites.

• Do you have field work experience?

• Compile and evaluate data, perform geological and hydrogeological analyses, 

and assist in report preparation.

• Communicate with colleagues, subcontractors, regulatory agents, property 

representatives, and clients during office and field activities.

• Work with different audiences and part of a team

• Assist in ensuring compliance with applicable federal, state, and local 

environmental regulations.



Words to Use

• Increased

• Managed 

• Implemented

• Strategized

• Created

• Spearheaded

• Action verbs from posting

• Lead

• Worked

• Had

• Helped 

• Responsible for



Hard Skills

• Teachable and measurable

• GIS and other software

• Microsoft Office

• Typing speed

• Languages

• Personal attributes

• Teamwork

• Communication

• Critical thinking

• Time management



Skills Important to Environmental Field

• Writing

• Written and oral communication/teamwork

• Analytical/critical thinking

• Hard skills/software experience

• GIS

• Field Work/Assessments

• Certifications



• Upload description and resume

• See how well it matches

• Receive feedback from a computer



Chronological Format

• Demonstrates progression

• Great for entry level positions

• Standard resume



Format Appropriately

• ATS friendly templates

• ATS fonts (Times New Roman, 
Arial, Garamond, etc…)

• 9-11 font sizes

• No columns/tables/headers

• Use metrics when appropriate

• ONE PAGE!





When Applying Through Email

• Still tailor your application

• Format does not have to be ATS

• Make it stand out

• Attach pdf

• File: Name_Resume_JobTitle

• Write an email with attachments

• FOLLOW INSTRUCTIONS ON DESCRIPTION



When Applying Through Email

Good Morning __,

I am emailing to apply for the __ position. I have attached my resume and 
cover letter to this email.

Please let me know if you need any other information from me. I look forward
to hearing from you.

Thank you,

Name

Contact info



How to phrase this Program on your Resume

• What section?

• Certifications

• Extra Curriculars

• Schuylkill Environmental Career Online Training – February 2022

• Participated in a 6-week online training program to learn about the environmental 
career field, environmental issues, and how to enter any career field

• Networked with other students and young professionals interested in the environmental 
career field

• Engaged in virtual discussions and activities about environmental issues



Questions?



Cover Letters



What is a Cover Letter?

A one-page 
document that is 

part of  most 
applications

250 - 400 words

Used to summarize 
your personal 
professional 
experience



Before Writing a Cover Letter

• Research the company

• Understand the goals and culture of  organization

• Read over the description

• Understand expectations

• Relate them back to your accomplishments



• Why do you want this 
job at this 
organization

• Less than 1 page

• 11 font

• Smaller margins if  
needed

• Highlight1-2 key 
achievements

• “I am uniquely 
qualified for this role 
because…”



Header

• Include your name (largest font)

• Address | Phone Number | Email

• Address of the company

• “Dear Hiring Manager,”

• Try to use a name



Introduction Paragraph

• The purpose of  your letter (what position you’re applying for) 

• How you heard about the position, especially if  it’s through a personal 

connection 

• Your education or any exceptional work experiences relevant to the position

• “I am uniquely qualified for this position because I have experience in __

• “With 3+ years of  __ experience, I believe I am qualified for this position”

• Personal mission statement and how this statement relates to the 

job/internship



Introduction Paragraph

“With the utmost enthusiasm, I would like to express my interest in the 

Environmental Scientist position at The Nature Conservancy. My internship 

experience with Audubon, as well as my Bachelor’s Degree in Environmental 

Science, have prepared me well to make a significant contribution to your 

organization. I believe that my passion for climate resilience, strong 

commitment to conservation, and interest in biodiversity make me an ideal 

candidate to join the science department staff.”



Body Paragraphs

• Highlight specific jobs/projects that relate to the responsibilities

• Discuss your education, internships, volunteer experience 

• Include your accomplishments

• 1-2 paragraphs



Body Paragraphs

“In order to complete my term of service as an AmeriCorps Watershed

Ambassador, I was required to lead 50 educational presentations. During our

extensive training week, I was certified as a ProjectWet Educator and provided 

with a book full of  lesson plans. I was able to create the materials for three new

interactive lessons and complete over 80 presentations for schools in my 

watershed management area. With this experience, I am confident I can help 

expand the educational reach of  this education program.”



Conclusion

“I understand you will receive a large number of  applicants for this role. I do 

however believe that my professional experience, organization skills, and 

passion for the environment would allow me to immediately start supporting

the needs of your program. I would appreciate the opportunity to discuss my 

application further. Thank you in advance for your time and consideration.

Sincerely,



Make Your Cover Letter Stronger

• Include the Hiring Manager’s name

• Write a unique letter for each application

• Demonstrate you have researched the company

• Match the tone of  the company

• Use “I” statements

• Format cover letter and resume similarly

• Proofread!!



Match the Tone

• Mention why you want to work for this organization

• “Working for a company whose values so closely align with my own is an exciting 

prospect. I hope to continue learning more about this company and share more of  my 

experience through an interview.”

• Read over their mission statement

• Write about a project you admire

• Why would you be a good fit in the company culture



When 

Applying

• Title documents with your name, position title 

you are applying for, and what the document is

• Name_Position_Resume.pdf

• If  it does not say attach a cover letter, attach one 

anyway

• Follow up with a polite email if  you have not 

heard back within a week or two



Open Opportunities

• Various intern and seasonal positions, Natural Lands

• Horticulture and Education 

• Marketing and Events Coordinator, Clean Ocean Action

• Communications and media

• Entry Level Environmental Scientist, PennJersey Environmental Consulting

• Sampling and site remediation

• Environmental Scientist and Geologist, Arcadis

• Site remediation



Questions?



Eco-Anxiety



What is Eco-Anxiety?

• “The chronic fear of  environmental cataclysm that comes from 

observing the seemingly irrevocable impact of  climate change” (APA)

• 90% of  people said that thinking about the climate crisis makes them feel 

uncomfortable about their future (global trends company WGSN)



Discussion

• Who does eco-anxiety affect?

• How should we approach the issue of  eco-anxiety?

• What advice would you give someone suffering from eco-anxiety?

• Do you think eco-anxiety is a good thing?

• Do you think it is a public motivator or inhibitor?



Next Week: February 23rd

Assignment 3: Select a job description that interests you, 

highlight keywords, and write a section you could include on 

your resume


