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Resumes 

• Contact information – name, email, and phone

• Summary and objectives are optional, if used make sure they are unit 
and healthcare specific; these should be no more than two or three 
sentences

• Education – do not include high school, add graduation date or 
anticipated graduation date

• Clinical experience, most recent back – school requirements, not paid 
o Facility name, course, no. of hours, dates, unit
o Define unit, if not inherent – i.e. 5 West, add Neuro IMC

• Work experience, most recent back – include non-healthcare also, but 
recommend 5-10 years, at most

• Volunteer experience

• Professional Organizations

• Awards/Scholarships – not necessary, but may add

• Other – research, certification (CNA, BLS - can go here or at the top 
after education), other language fluency

Preparing for Interviews/Resumes
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Sample Resume
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Cover Letters 
• If providing one, keep them brief, no more than one or two 

paragraphs
• Facility and unit specific

o Change for each unit/healthcare facility you apply to
• Check for spelling and grammatical errors
• Have friend, peer, or faculty review
• Greeting – Dear Recruiter or Nurse Manager
• Do not use emojis 
• Strong ending statement
• Maintain a professional tone

Preparing for Interviews/Cover Letters
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Sample Communication 
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Know the facility  
• Academic institution or community hospital
• Magnet designated, NRP accreditation
• Know the unit you are interviewing for –Med/Surg, IMC, ICU
• Do your research

Recruiter interview
• Phone only
• Be polite and return phone calls and/or emails ASAP

o Check text message
o Activate VM and check VM

• Ask them any questions about salary, differentials, vacation
• They are there to help you and will work for you, but do not be 

disrespectful
• Ask about dress attire for interview/share time – some 

managers are okay with scrubs for interview
• If virtual – have camera on, microphone working, and platform 

ready

Interview Tips
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Manager Interview
• Interview may only last 30 minutes, including your questions
• Share time, if offered

o Make your enthusiasm apparent
o Managers will ask staff for input –
o Ask any questions about patients to staff

• Do not ask questions about salary, days off or benefits, this is for the 
recruiter ( new graduate nurses will have to work some nights, weekends 
and holidays)

• Be aware of your body language
• Ask about their patient population, orientation time and unit support
• Ask about opportunities for process improvement projects etc.
• Managers love to talk about their unit and are proud of them and their 

staff
• Have your questions prepared
• Send thank you emails

Dress Attire
• Business attire or scrubs, check with recruiter
• No open shoes, large earrings or other large jewelry, nose rings, facial 

markings, lewd or inappropriate tattoos
• No unnatural hair color; beards and mustaches must be well-groomed
• No artificial nails, no gel polish, no chipped polish

Interview Tips
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