
John K. Wright II 

0314658 

IT Career Skills 

Project 1 

 

 

 

 

Key Considerations when creating a resume and cover letter for IT support job 

Cover Letter Tips 

Cover letters can serve two purposes. Application letter for the kind of position you're applying to and a 

letter of interest for a position you are looking for. Both show your skills and experience that match the 

skills and experience needed to do the job. Getting right to the point and highlighting the positive 

aspects of your work experience. It also encourages the reader to read your resume. It is your 

opportunity to make a first impression.  

1. Construct the cover letter in a business letter format. Start with a header with your name, 

address and phone number. You should list the name of the employer and their address. Also 

remember to include the date.  

2. Open with a formal salutation using the name listed in the job posting. If no name is listed use 

“To whom it may concern”.   

3. Your first paragraph starts with an introduction of yourself and the position to which you're 

applying.  You want to explain how they will benefit from hiring you. This is your opportunity to 

highlight the skills that the employer is seeking. Show enthusiasm & inform them why they're 

the ideal workplace for you and that you are the best candidate.   

4. Your closing statements should request again to discuss your qualifications in person and thank 

the reader for the opportunity. 

5. Don’t forget a valediction, the complimentary closing and your signature. 

If a job posting request a cover letter it is essential to include it. The cover letter give employers the 

opportunity to learn more about the candidate. When trying to stand out from other applicants it’s 

important to share how you have helped past employers grow and succeed. Don’t be repetitive in 

sharing the exact details on your resume. The cover letter allows you to expand on your details that is 

on the resume, to tell the story behind your success.  

 

Resume Tips  



Your resume provides a summary of your experiences, abilities, skills, as well as accomplishments. 

Whether you have a paper version or an electronic version, your resume is a tool for you to sell yourself 

to your prospective employers. If your resume is done correctly, you should get an interview. 

There are four types of resume.   

• Chronological Resume lists your work history in order of date, starting with your most recent 

position and working backwards. This is the simplest and most preferred by employers. 

• Functional Resume focuses on your skills, experience and education. It is used by job seekers 

who are changing careers, have gaps in their employment history, or whose work history is not 

directly related to the job. 

• Combination Resume is a combination resume using both work history and skills to capture the 

employer's attention. 

• Targeted Resume is written to highlight the skills and experiences relevant to a particular 

position. 

Not only will resume style separate you from other candidates when competing for an Information 

Technology Computer Support Specialist job. Networking with others in the field is defiantly a sure way 

to get inside leads. Studies have been conducted on the number of positions not posted but are filled via 

referrals. Also social media sites such as LinkedIn are used to find qualifying candidates.  Along with 

posting your resume on job sites for potential employers to see will have you employed in no time. 

When writing a resume that will set you apart is not that complicated and with a few steps will get you 

noticed by the right employer. Your resume needs to be professional to generate interest to employers. 

Your resume should be consistent, concise, clear and easy to read. Applying the key points below will 

get you noticed in a crowded field of jobseekers. 

 

• Choosing the right resume type that fits your needs. 

• Easy to follow with bullet points and divided sections. 

• Consistency is necessary for a neat and easy to follow resume. 

• It’s ok to use Resume Examples and Templates.  

• Check grammar, spelling, sentence structure. 

• Your resume is a loving document. Always add new task and skills even if you’re not looking for 

employment.  

 

 

 

 



 
Example IT Support Resume 

 



 
  

Example cover letter 

 

 

 

https://www.resume-now.com/membership/RegisterGuestUser.aspx?doctypecode=LETR

