
How to write professional Resume and Cover Letter for IT Computer Support job 

 

 

 

 Writing a resume and cover letter is not a pretty job to do it. It is jeopardy that, you bet 

with your effort to not neglect by a dream company.  When you are writing a resume, the most 

important thing to remember or remind yourself “how can I get their attention” with a piece of 

paper(resume) that I submit to my dream company. You should also put yourself in their shoe to 

think that, what if I am an owner of the company that I am applying for a position, “what would I 

will be looking from the job interviewer or new hirer employees”. Try to thing that, “what I have 

that they are needed”. If don’t have the experience that the company is looking for, you can 

probably make it one your own or persuade them in your resume with what are the skills you 

have. The good news in nowadays that, technologies are keep developing and everyone can take 

advantages of the technology and make a pretty resume with it. Especially, the templates are 

everywhere in the cloud(website) or software(Microsoft). With these templates and listed of your 

skills and experiences, you can create a powerful and fancy resume.  

 You can also make a powerful resume by listing as a professional is important skills and 

experience. The important thing is, just know how to list the educations, skills, experiences, and 

qualifications highlight(optional). Qualification highlight is an optional, I recommend putting it 

on your resume, if there is a space that allows for it. Sometimes, employers love to see that 

because it can designate that you are an open-minded person or not. They don’t like the person 

that is not working as a team with their other members. Also, as a reminder, you need to be able 

to work with a team if you just to step into the career (work). You will or must work a with team 

to accomplish a project at some point. So, you need to list a brief highlight potential that you 

have and willing to work with a team.  



 First of all, start pick out a best templates or formats from Microsoft or website. Be sure 

to choose the format that represent an IT. Which means, don’t pick out the usual one that every 

other people use before. As an IT professional, you need to show that you are actually from the 

IT field. Basically, something fancy that will draw the employer’s attention.  You should start 

your resume with your demograph. 

 Second of all, write a short summary at the top to begin a resume. So, he/she (employer) 

will know who you are. For instance, you can write “with 3+ years of professional experience in 

IT field. Knows the troubleshooting, remote assist, and” so on.  

 Third of all, since, you have started with your skills and experience in summary. It is a 

good idea that you should start listing your skills or highlights to draw as many as you can the 

employer’s attention. The skills are which you are very good at. For Instance, “project 

management, server configuration, knows work with a team”. List the potential highlights that 

you have. 

 Fourth of all, list the experience that you have in job or in real life. I recommend that try 

to list 3-4 major experiences that you have. Even if you don’t have a job experience or not 

relevant to job title then you can list the experience in your life. For Instance, “I give assist to my 

overseas friend with remote assistance, which they have trouble using their computers”. If you 

have past job, then you should list them from the old to current job. Employer should see the 

current job at first. You also think about to give a good example to interviewer, “why are you 

leaving the current job”. You should say something like, “I like to challenge myself and help to 

my dream company with my experience”. It does not have to be same as mine but the best one. 

 Fifth of all, list the education, the education list is should be from high school to current 

or just graduated a school. If you have attended and left a school. You can still list the school as 



you have attended. If you have a school that still in process or going, you can say with “expected 

to graduate the year”.  The school should be in the first line and second should be city, and state. 

At the following that you can say that, you have attended or expected to graduate the year. If you 

are GPA is more than 3.5. you should be listed also.  

 At the following, you can add your honors if you want to. If you think that is relevant to 

the job that your applying, then you should go ahead and do that. You should also state that 

where did you get it from. For instance, “South Division High School, Milwaukee, WI, AES 

scholarship, 2016”. That will bright your resume in a way. 

 Once you finished a resume, you should not forget to write a cover letter that will go 

along. The cover letter format is pretty simple like you are writing to someone as a mail letter. 

The most important about cover letter is you are talking to the interviewer with a paper. If the 

interviewer thinks, he/she not feel like to talk with you after reading the cover letter. That should 

not happen is important. Persuade the company with your cover to get to the interview. Use your 

open-minded and share your powerful skills with he/she(interviewer).  The cover letter should no 

longer or more than 3 paragraphs. Make sure to say, I am looking forward to see you in the end 

of the cover letter. 

 

I hope you can apply a job with these tips “How to write a Professional resume and cover letter 

for IT computer support job” and make it to the interview. 

Good Luck. 

 

By Mohamed Osman Mohamed Khan 

 



 

 


