
Discover your career path by exploring your interests, values, and 
skills. Then, learn how to craft compelling skills-based resumes 
and cover letters highlighting your skills and experiences.

Defining Career 
Objectives and Building 
Your Career Profile



What are StaRs?
• STARs are individuals Skilled Through 

Alternative Routes, not through a 
bachelor's degree.

•  They represent 50% of the U.S. 
workforce, totaling over 70 million 
people.

•  Skills gained via military service, 
community college, training programs, 
partial college completion, or on-the-job 
experience.



Crafting a Robust 
Skills-Based Cover 
Letter + Resume



What is a Career Profile?
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A Career Profile is like a resume 
supercharged. It’s a document that 
shows everything you’re good at and 
what you’ve done. It helps you stand 
out from the other job applicants and 
demonstrates why you would be the 
perfect candidate for the job.



Why is a Career Profile Important?
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A Career Profile is an essential tool for 
job seekers who want to stand out 
from the competition and achieve 
their career aspirations. By investing 
time and effort into creating a 
compelling profile, you can 
significantly improve your chances of 
landing your targeted career! 



Skills-Based Resume Guide
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Outline

Name & Contact Information

Summary
A brief paragraph explaining why you're the right choice for the job

Summary of Qualifications
In this optional section, give a brief overview of your skills and experience in action.
include apprenticeships or volunteer work–it’s about showcasing your skills, not
where they were gained.

Professional Skills
List them by by categories, such as computer or communication skills. These are 
often broken down into two types:

Hard or Technical Skills

✱ Abilities you learn on the job or specifically related to the job function

Soft or Power Skills

✱ Intangibles or interpersonal skills that provide a glimpse into how you 
approach your work or your environment your past experience and 
training to their role and company.

Certifications

✱ Certification #1

✱ Certification #2

✱ Certification #3

Work History

Job Title, Company Name and Dates for roles that relate to the role



Skills-Based Resume Guide
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Example: Skills Example: Experience



General Tips and Guidlines
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Top action words to use when showcasing your skills:

✱ Analyzed, Quantified, or Optimized

✱ Planned or Programmed

✱ Designed or Wrote

✱ Created or Built

✱ Taught or Trained



Skills-Based Resume Resources
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✱ Indeed
✱ MyPerfect Resume

Resume Tools

✱ NovoResume
✱ ResumeGenius
✱ MyPerfect Resume
✱ Resume.com
✱ ResumeNerd
✱ Resume Builder

Free Resume Builders & Templates

https://www.indeed.com/career-advice/resumes-cover-letters/skills-based-resume-template
https://www.myperfectresume.com/resume/formats/functional
https://novoresume.com/
https://resumegenius.com/rg/resume-templates?utm_source=google&utm_medium=cpc&utm_term=resume+templates+more%3Alabel_resume_20templates+more%3Alegalcareers&utm_campaign=719792615&utm_adgroup_id=36844353079&utm_content=286813724368&utm_device=c&gclid=CjwKCAjw-vmkBhBMEiwAlrMeFxHzOJBX4P4UsnnkRWdfGpUOwLAWwRP4eCK_2MNA_vCratrmBfb8iRoCjl8QAvD_BwE
https://www.myperfectresume.com/resume/builder
http://resume.com
https://www.resumenerd.com/
https://www.resumebuilder.com/resume-templates/
https://www.indeed.com/career-advice/resumes-cover-letters/skills-based-resume-template
https://www.myperfectresume.com/resume/formats/functional
https://novoresume.com/
https://resumegenius.com/rg/resume-templates?utm_source=google&utm_medium=cpc&utm_term=resume+templates+more%3Alabel_resume_20templates+more%3Alegalcareers&utm_campaign=719792615&utm_adgroup_id=36844353079&utm_content=286813724368&utm_device=c&gclid=CjwKCAjw-vmkBhBMEiwAlrMeFxHzOJBX4P4UsnnkRWdfGpUOwLAWwRP4eCK_2MNA_vCratrmBfb8iRoCjl8QAvD_BwE
https://www.myperfectresume.com/resume/builder
http://resume.com
https://www.resumenerd.com/
https://www.resumebuilder.com/resume-templates/


Skills-Based Cover Letter Guide
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Outline
Name & Contact Information

Company Name & Address
Salutation

Introductory Paragraph
Why are you interested in applying to this job?

Body
Paragraph 1

✱ First grouping of skills/experience

Paragraph 2
✱ Second grouping of skills/experience

Paragraph 3
✱ Connect your past experience and training to their role and company.

Call to Action
Invite them to review your resume and/or request and interview.

Sign Off
Your Name



Skills-Based Cover Letter Guide
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Example: Credentials Example: Experience



Skills-Based Cover Letter Resources
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✱ Indeed
✱ The Muse
✱ HubSpot

Cover Letter Tools

✱ MyResumeStar
✱ MyPerfectCoverLetter
✱ Indeed
✱ LiveCareer
✱ Canva

Free Cover Letter Templates

https://www.indeed.com/career-advice/resumes-cover-letters/cover-letter-skills
https://www.themuse.com/advice/the-perfect-cover-letter-template-to-show-off-your-skills
https://blog.hubspot.com/marketing/best-cover-letter-examples
https://myresumestar.com/lps/coverletter-templates-v1
https://www.myperfectcoverletter.com/lp/mpcrwzlp07.aspx
https://www.indeed.com/career-advice/resumes-cover-letters/free-cover-letter
https://www.livecareer.com/cover-letter/builder
https://www.canva.com/create/cover-letters/
https://www.indeed.com/career-advice/resumes-cover-letters/cover-letter-skills
https://www.themuse.com/advice/the-perfect-cover-letter-template-to-show-off-your-skills
https://blog.hubspot.com/marketing/best-cover-letter-examples
https://myresumestar.com/lps/coverletter-templates-v1
https://www.myperfectcoverletter.com/lp/mpcrwzlp07.aspx
https://www.indeed.com/career-advice/resumes-cover-letters/free-cover-letter
https://www.livecareer.com/cover-letter/builder
https://www.canva.com/create/cover-letters/


Otta focuses on 
tech startups and 
companies. Users 

have an ability to set 
up profile with 

notifications for jobs 
meeting their salary 
band requirements 

and much more!

Researching Career Opportunities
Make informed decisions and find a  fulfilling path utilizing job search engines!

Comprehensive 
search engine that 

collects (aggregator) 
job listings from 
various sources

Professional 
networking platform 
that also features a 
robust job board. 
Users may also 

acquire certificates 
via LinkedIn learning 
to continue to build 
their career profile.

Designed to support 
applicants in their 
job search while 

offering a variety of 
features to improve 

their career 
prospects. In 

addition to being a 
job board, they also 

offer community 
spaces!

Provides company 
reviews, salary 

information, and job 
listings.

https://www.indeed.com/
https://www.linkedin.com/
https://otta.com/


Skills-Based Cover Letter Guide
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Example: Career Transition



General Tips and Guidelines
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Skills-Based Cover Letter Guide

✱ Cover letters are ideal for showcasing how your skills align with specific job requirements, making them perfect 
for STAR-based job searches

✱ If a resume is a listing of the skills you’ve earned, a cover letter is how you tell the story of your skills and talent 
in action and show their value.

✱ Use your cover letter to highlight how your transferable skills make you a strong candidate, demonstrating your 
understanding of the company and role.

✱ Include any positive feedback or quotes from evaluations to show how others value your work.

✱ How you present your skills and experience, and how you relate past experiences, can also help your personality 
shine through.



General Tips and Guidelines
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Skills-Based Resume Guide

✱ Also known as a "functional resume," this approach puts your skills front and center instead of focusing on a 
more traditional, chronological resume.

✱ Skills-based resumes are ideal for candidates changing industries, those with limited experience, and workers 
Skilled Through Alternative Routes (STARs).

✱ While you can choose from a variety of templates for your skills-based resume, keep in mind the following 
topics to include:

- Resume summary
- Summary of qualifications
- Professional skills, including:

- Hard or technical skills
- Soft of power skills

- Certifications and other validators
- Work history

STARs' skills have value!

Include all skills relevant to the role, including those gained outside of work or education. Some examples include: customer
service or event management through volunteering, IT or project management certifications, or team-building and organization 
skills through military service.



Thank You!


