
How to Create a Personal Resume & Cover Letter for an IT Support Job 

 

With all the competition in today’s job market, one of the best tools you can use to find either 

an entry level position or the perfect career, is your carefully constructed, and professionally 

formatted cover letter and resume.  

Prospective employers sometimes need to sift through hundreds of resumes to narrow down 

their search for the right candidate they are looking to hire and add as an asset to the company. 

This explains why both your cover letter and resume are so important! It is your chance to show 

what skills and value you can offer and you may only have one chance to get your name, 

qualifications, and experience out there to the right person. 

 

 

Creating the Perfect Cover Letter 

 

Your cover letter is the first thing the prospective employer is going to see. Keep in mind that 

the cover letter will separate you from the multitude of other candidates and you want it to 

draw attention to you and what experience or education you have to offer. 

 

 Make it a good one! 

 

 

 Use the following tips to pique the interest of the person who sees it, to ensure that they will 

be motivated to look at your resume as well: 

 

• Inspire interest by showing enthusiasm in the position you are applying for 

• State briefly who you are and what it is you are looking to achieve 

• Use bullets to accentuate your strengths and assets 

• Finish with a statement of action to let them know you plan to follow up on the status of 

the position 

 



The following format should be used when creating your cover letter: 

• Date 

• Address 

• Greeting 

• 1st Paragraph- Explain what you are applying for  

• 2nd Paragraph- List qualifications & accomplishments relative to IT Support 

• 3rd Paragraph- Action statement. Offer to call or make an appointment for an interview 

• Sincerely (your name) 

• Enclosed: Resume 

 

 

Creating the Perfect Resume 

 

 

Now that you have gotten attention with your cover letter, the next step is creating your 

resume! 

Keep in mind that this is a very important first impression. It is, in an essence, selling yourself to 

that prospective employer. If it is done well, it can land that perfect job.  

Make it eye appealing, yet clean, simple, and most importantly; PROFESSIONAL. 

 

 

Following are some basic tips to keep in mind: 

• Keep length to no more than 2 pages 

• Make it appealing to the eye- easy to read but not too artsy or whimsical 

• Use most of the space for current job, experience, and achievements 

• Include a link to your LinkedIn profile 

• Highlight your accomplishments  

• Proofread and double check grammar and spelling! 

AND SOME DO NOT’S: 

• Discuss salary 

• Offer personal information- age, gender, marital status 

• Include a picture of yourself 



 

 

The following format should be used when creating your resume: 

 

 

 

• Heading- Include name, address, phone number & email address 

• Career Objective or Summary of Qualifications 

• Education-Include most recent on the top. Add type of degree, name of school, 

location, and year graduated. 

• Experience- List current job on top, followed up with past jobs.  

• Accomplishments- Focus on those that are relevant to IT Support. This is a good 

place to list any Certificates that you have received. 

 

 

 

 

 

 

Keep in mind that there are many different formats and templates for creating your 

resume. Experiment with different types until you find one that works best for your 

distinct style and personality. 

 

 

If you are just starting your education in the IT field, but have on the job experience, 

then list that first. On the other hand, if you have that IT degree already in hand, but no 

experience, focus on your GPA and the Certificates you earned as the main focus of your 

resume. 

 

 

 

                       

                         

 

                           Have some fun, and create a GREAT first impression! 

                                                           

 

                                                            GOOD LUCK 

 

 



 

 

 

 

 

 

 

 

 


