


Foreword
Welcome to the Golden Key Career Series!

We know you have a bright future ahead of you. You work hard 
and you deserve to see all of your dreams come true. But we know 
that dipping your toe into the professional world can be hard. 

This series is designed to help you navigate three of the biggest 
challenges facing all young people as they launch their careers: 
preparing your resume, getting ready for interviews and 
networking successfully.

With the help of our fantastic partners, we’ve put together this 
collection of tips and advice to help you take your next steps with 
confidence. 

We know you’re amazing–and we can’t wait to see you shine…

Melissa Leitzell
Chief Executive Officer
Golden Key International Honour Society

Melissa Leitzell
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Chapter 1
Resumes



Resumes
Preparing your resume for a job or internship the first time can be hard, but it doesn’t have to be. 
We’ve got some great tips to help you put together a resume that doesn’t just stand out from the 
crowd, it will actually sparkle.

Resume checklist
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How to Write a Resume That Really Stands Out
Here are a few tips and tricks when it comes to writing a resume that can get you noticed 
by employers. Think of your resume like a one-page ad or a marketing document to sell 
yourself to employers and you’ll be well on your way to landing that dream job.

1. No work experience? No 
problem.

3. List some basic 
certifications.

5. Avoid vague terms. 

Read more about these tips > 

2. Have a master resume on 
hand for quick editing.

4. Keep your resume easy on 
the eyes.

6. Above all, be honest. 

Attend a public speaking seminar or 
take a class on learning basic HTML 
code. Technical skills are valued very 
highly by employers.

Earning some basic certifications like 
being Microsoft certified can look 
good on a resume.

A resume should be short and sweet.

In today’s workforce it’s important 
to be versatile and multi-talented, so 
why should you limit your resume to 
just one kind of position?

Use a simpler font like Helvetica or 
Arial. It’s best to keep it simple and 
consistent.

Be truthful and present yourself as 
the best person you can be, both 
socially and professionally.
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Do I really need a cover letter?
The quick answer: yes. Regardless of the position you’re applying for, many applicants likely won’t 
submit a cover letter. 

Basically, it all boils down to two main things:

First, it lets you showcase your skills

You have so much to offer–and you want to make sure your potential future employer knows 
exactly how much. 

Second, it allows you to take control of your application

You are the one applying for this job, so you need to be the one in charge of showing why you’re 
the perfect candidate. 

So, yes. You really do need one. Now to find out how to create a great one, read on...

Tips for writing an amazing cover letter:
1. Always address your cover letter to a 
specific person

This makes the cover letter personal and more 
direct, which helps build your rapport with the 
person reviewing your materials.

2. Understand the role that you’re applying for

Understanding the true ins and outs of the job role 
is the most important factor in learning how to 
write a cover letter that’s effective.

?
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3. Talk about how your skills can benefit the company

Remember that your cover letter is a way to make 
you stand out from the rest of the applicant pool.

4. Give concrete examples of your accomplishments

When referencing your skills and experience, make 
sure to give your potential future employer actual 
case studies from previous roles.

5. Write about why this position and company fit well with 
your career goals

While your cover letter is a chance to introduce and talk 
about yourself, it’s also your chance to provide positive 
ego boosting feedback to a company you like. 

Tips for writing an amazing cover letter (continued)

Read more about these tips > 

Click here to watch a great 
video about cover letters
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8 tips to polish your resume until it sparkles

Writing your resume, especially for the first time, can be a stressful experience. The most 
important part of writing a great resume is making sure it’s clear, concise, and free of mistakes. 

Here are eight proofreading tips that will help you to ensure your resume is perfect and ready to 
submit:

3. Mix it up

1.  Print your resume out on paper so you can review it
Try printing out your resume so you can read it like you would a book. Print it double-spaced 
and use a highlighter and pen to make notes as you go through it, slowly and carefully.

2. Read it out loud
Reading out loud might feel silly but it can sometimes highlight problems that you might not 
have noticed otherwise. 

3. Give it some time
Give your resume some time to mature and come back to it with a clear 
head. You’ll be amazed by how many things you’re ready to change after 
letting it cool off.. 

By seeing your resume presented differently 
you’re more drawn to any errors.
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8 tips to polish your resume until it sparkles (continued)

5. Customize it for the job

6. Make sure it’s properly structured

7. Save and print in standard formats

8. Ask for a second opinion

Every position means different things to different 
companies, and different hiring teams will list 
different requirements as most important. 

Make sure your resume is up to date.

Make sure your resume is plain and 
professional when it’s sent. 

After a while it can be hard to be critical of 
something you created on your own. A 
fresh pair of eyes might detect mistakes 
that you couldn’t.

Read more about these tips > 

Click here for even more 
expert resume tips
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Chapter 2
Interviews



Interviews
Getting ready for a job or internship interview can be nerve-wracking. What if they ask a curve-ball 
question? How much should you be yourself ? See your next interview as an incredible opportunity 
to shine, with these handy tips.

Interview checklist
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How to tackle common interview questions
The art of practicing for an interview is different to anything else entirely. There’s no way of 
knowing what they might ask, but being prepared and practising as much as possible is the best 
thing you can possibly do. 

Here are some common questions and suggestions on how to answer them:

Tell me about yourself ?“ How would you react in this 
[Example] situation?“

What do you consider to be 
your biggest strengths and 
weaknesses?“

Where do you see yourself in 
five years?“

Read more about these tips > 

The employer is asking for your 
elevator pitch, a succinct (usually 
60 seconds or less) description of 
who you are professional. It should 
include where you’re from, stating 
what you’re currently doing either as 
a student or professional and include 
past work experiences and future 
interests.

Prepare and form at least three real-life or 
hypothetical stories and how you would handle 
them in any alarming situation. 

Contrary to popular belief, it’s not an 
interview mistake to mention where 
your weaknesses lie. Focus on what 
your strengths and weaknesses are, 
you may even learn a little more about 
yourself during the process.

If you’re interviewing for a company that you 
hope to turn into a future career, be honest with 
the employer. If you don’t have the skillset yet 
to become a full-time employee, show them that 
you’re passionate and willing to learn about the 
business while you’re an intern.

Click here for 
more handy tips
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7 things you should avoid in a job interview

Next time you pursue a professional opportunity, make sure to avoid these 7 ways to blow 
your chances of getting the job:

You have to believe in yourself and what you have to offer before anyone else will take a chance on 
you. Putting your name out there and practicing the application process can only help your career.

It’s important to be willing to move around an interview time and accept the start date they’re 
suggesting – or at least offer some alternatives.

Self-deprecation may win you popularity contests, but it won’t win you a job. Be confident and 
stand by your work and the time you’ve spent on your accomplishments.

Turn in applications on time. Show up to job interviews 10-15 minutes before they are slated to 
start. Turning up late will easily sour the hiring manager’s opinion of you.  

1. Not applying

2. Underselling yourself

3. Being inflexible

4. Being late
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7 things you should avoid in a job interview (continued)

If you’re caught, you’ll not only blow your chances of getting hired but also ruin any possibility of 
getting hired by that company – or sister organizations – ever again.

Slang, cuss words and derogatory statements are absolutely off-limits. Using foul language shows 
immaturity, disrespect, lack of judgement and will put off your hiring manager.

An error-ridden resume or a wrinkly interview outfit will instantly tarnish your image. A clean, 
crisp appearance and polished resume will make you look more competent and worthy of the job.

Read more about these tips > 

Click here for 2 more 
easy mistakes

5. Being sloppy

6. Lying about your qualifications

7. Using inappropriate language
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How to let your personality shine in a job interview
You’re amazing–and you need to make sure the interviewer knows it. Standing apart 
from the hordes of other job candidates means showing your interviewers how you’re 
different. This is where it pays to express your own personality, rather than exhibiting 
a rigid, polished, robotic side. 

Here are five tips that will help you find that balance:

1. Exhibit calm confidence
The more you show that you’re happy to be 
you, the more the person will be happy to be 
with you, and possibly even hire you.

2. Be engaging
To create a connection with the hiring 
manager, stay animated when you answer 
questions. Be creative in the words you use 
and ideas you express. If you do, 
you’ll come across as a dynamic and well-
rounded individual.

3. Don’t be scripted
You’ll be a refreshing breath of fresh air 
when you take some time to answer, express 
honestly, and talk as if you were sharing 
your ideas and answers totally in the 
moment (even if you have some of your 
responses pre-prepared).

4. Ask specific questions
Asking specific questions creates more 
of a dialogue between you and your 
interviewer, in a way where it will make you 
both feel more relaxed and engaged in the 
conversation you’re having. 

5. Show your sense of humor
Humor is absolutely fine, but never try too 
hard. There’s a delicate line between being 
seen as charming and having a good sense 
of humor, and being seen as not taking 
things seriously. 

Read more about these tips > 

Click to watch a video 
with more top tips
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Chapter 3
Networking



Networking
Networking doesn’t come naturally to everyone. In fact, for many people it can be downright 
terrifying. But it’s an important part of professional development, and can become second nature 
when you follow these helpful suggestions

Networking checklist
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7 Tips for Building a Bigger and Better Network
Standing out in a sea of resumes can seem nearly impossible. So what can you do to set 
yourself apart and land the job of your dreams? Make connections. A candidate with an 
in-house recommendation has a much better chance of getting noticed. 

Here are some tips for effective networking to steer your career in the optimal direction:

1. Start with who you know

If you’re seeking a career in a specific field, talk to your friends. Sometimes, casual 
conversations with people you know lead to great things, which is reason enough to 
prioritize your friendships and relationships.

2. Find common ties

Use common bonds—such as school, activities, athletics, 
or prior employer—to find new networks of people.

3. Check your entitlement

If you work to turn connections into true relationships, you may be 
surprised how much people are willing to help with your job application.

4. Get social

Don’t limit yourself to LinkedIn. Other social media platforms such 
as Instagram, Facebook, and Twitter are useful tools for building 
your own professional brand and for finding new connections.
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5. Be active in the industry

Become active in your chosen industry. Consider taking your participation a step 
further by volunteering at industry events. By volunteering, you will get to know 
those who are running the event and also will interact with attendees.

6. Foster relationships

Be genuine in your interactions and show true interest in learning about the other person’s career, 
hearing their advice, and getting to know them. Check in with contacts with a quick email or phone 
call. And don’t forget to thank those in your network when they do something to help you.

7. Push yourself

New connections are just people, and they were all in your shoes once. Remind yourself how 
valuable strong relationships can be both in exploring your career field and in the job hunt, and 
force yourself out of your comfort zone.

7 tips for building a bigger and better network (continued)

Read more about these tips > 

Click here for more 
networking basics
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The 7 steps to networking your way into 
an amazing internship

Internships can be an incredible stepping stone on the path towards your dream career. But how 
do you score a top internship in the first place? By being thoughtful and strategic about how you 
network, you can grow your contacts, discover new opportunities, develop your people skills, and 
generally expand your horizons. 

Here are seven tips on networking that can help you earn a top internship in your industry:

1. Always be ready to 
actively network

2. Be knowledgeable

3. Get comfortable with 
who you are

4. Know what NOT to do at 
networking events

Be ready to give an elevator pitch in any setting, 
whether it’s a meeting, at an actual networking 
event, or at a party. There are always people 
around you that may present an opportunity, no 
matter where you are at that time.

If you have an interview coming up do some 
prep work for the company, but try to go into 
the meeting as relaxed and calm as possible. 
Showing your nerves or worrying about it 
too much can hinder your chances at landing
the internship.

It’s easy to tell you what you should do if you 
want to land that top internship, but you should 
also keep in mind the things you shouldn’t be 
doing. Inc.com wrote up a list of what not to do 
while you’re at a networking event, and these 
tips are very helpful.

Go into any professional setting with some 
knowledge about the company and hiring 
manager if you know who that person may be. 
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6. Master your social network, 
don’t let it control you

5. Volunteer during your 
down time

7. Stay positive

Clean up your social media presence. Post less, 
pay attention to your likes and favorites and 
scroll through those photos to eliminate any 
unwanted/less than flattering pictures for a 
future professional.

Positivity can go a long way, and whether it’s 
a friend or a prospective employer who sees a 
smile on your face, you’ll be paying it forward to 
everyone who may have a lot on their plate.

If you’re in between internships, do some 
volunteering. It’s always good to pad your 
resume if you have the time to do so, and 
once that future internship interview comes 
you’ll have even more contacts through those 
volunteer opportunities. 

The 7 steps to networking your way into an amazing internship (continued)

Read more about these tips > 

Click for more 
useful tips
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5 ways to develop your personal brand
A personal brand allows you to show the world how you are unique from others 
in your industry. Use your brand to communicate your skills, market yourself, and 
control your career development. 

Here are 5 ways you should be developing your personal brand.

1. Identify your strengths

Think about the top areas in which you 
excel. Consider previous jobs, internships, 
courses or even group projects, and take 
note of your top contributions.

3. Use social media

Utilizing social media is one of the 
easiest, yet most important ways of 
developing your personal brand. This is 
where you’ll reach the widest audience 
when sharing your content, and where 
you’ll grow most quickly.

5. Maintain consistency

Posting daily, and curating your content 
for different platforms is the best way to 
keep your followers and clients interested. 
Sharing useful, interesting content will keep 
them coming back for more.

4. Set the tone

Use a consistent tone and a key 
message. You want visitors and clients 
to know what they can expect from your 
platforms, and of course, you’ll want to 
publish only the highest quality content.

2. Create a strong platform

Whether it’s a website, blog or Facebook 
page, your primary platform is very 
important when developing your personal 
brand. Think about how you describe 
yourself, your skills and your background.

Read more about these tips > 

Click to get more 
great networking tips
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Dream Careers is a tuition based, an all-inclusive internship program, providing motivated college 
students an easy way to spend a summer in exciting cities such as New York City, Los Angeles, 
London, Washington DC, Barcelona and more, while also providing custom internship placement 
at your choice of nearly 5,000 companies. The program tuition ranges from $8,499 - $9,499 
and covers your summer housing with hundreds of other college students, a meal plan, academic 
credit, exciting weekend trips, resume and interview preparation, and career development 
seminars.

See benefits for Golden Key members.

The Intern Group is an award-winning, social enterprise that takes top applicants and significantly 
improves their skills and employability via their international internship programs. Their global 
team understands deeply how important international professional experience is in today´s job 
market. They are a global leader in the international internship area: one of the fastest growing 
segments of the international education industry.

See benefits for Golden Key members.

Vault.com provides in-depth intelligence on what it’s really like to work in an industry, company 
or profession—and how to position yourself to land that job. Search current jobs and internships, 
research a company, school or industry, get the inside scoop on what it’s really like, and find the 
career advice you need to launch your career.

See benefits for Golden Key members.
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About Golden Key
Academics, leadership, and service. Golden Key International 
Honour Society is the world’s largest collegiate honor society 
for graduate and undergraduate students, and has strong 
relationships with over 400 universities around the world. 

Golden Key chapters are committed to implementing service 
projects and leadership development for all students on their 
campus. Members qualify when they are at the top 15% of 
their class, and are given access to a wide range of rewards, 
scholarships, travel and study opportunities, and more. 

Not a member of Golden Key?

Join Now

Follow us on social media and join the 
conversation using #yesGK
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