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The Skills YOU Need  
Accounting 

Recruiting Program 

Superior Scholastic Achievement 

Becoming a successful CPA begins while you’re still in college.  You need to demonstrate 

superior scholastic achievement, possess a good technical accounting, tax and business 

knowledge (which means taking those hard electives), and have a thorough understanding of 

the humanities and other liberal arts subjects. 

In addition, knowledge of key events in history, a sense of issues and contrasting economic, 

political and social values as well as an appreciation and respect for different cultures helps you 

to become a well-rounded individual and a successful professional. 

Problem-Solving, Analytical and Research Skills 

Problem-solving, analytical and research skills are vital.  You should be able to analyze, 

compare, and interpret facts and figures.  The ability to identify and solve unstructured 

problems in an unfamiliar setting and provide insightful consulting advice is a valued quality of 

a CPA.  Also, to be able to effectively and efficiently research, organize and report on technical 

and/or industry-specific issues utilizing print, electronic or human sources is essential. 

Excellent People Skills 

CPAs need to have excellent people skills.  Accounting is a service activity as you will have to 

work well in teams as well as in one-on-one situations.  Also, strong communication skills are 

essential.  You will be called upon to persuasively present, discuss and defend your views both 

formally and informally, in written form and verbally. 

Good Listener 

The ability to be a good listener is also crucial.  Clients and co-workers will present you with 

issues and questions you will need to interpret and respond to quickly.  The ability to show 

empathy and sensitivity to their situation will position you in a favorable light and earn their 

respect and trust.  Quality listening takes practice, discipline and patience. 

High Ethical Standards  

As a CPA you must have the highest of ethical standards.   Given the fiduciary nature of a CPA’s 

responsibility, people will rely on the information you provide.  Honesty and integrity are 

qualities which are highly valued.  
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The Skills YOU Need  
Accounting 

Recruiting Program 

Keen Business Sense and Awareness of Current Events 

A CPA also needs a keen business sense and an awareness of current events, both locally as 

well as globally.  As a key business partner to clients and/or company management, the CPA 

adds value to the organization by making appropriate recommendations based on his or her 

understanding of company operations, policies, practices, and competitive factors.   

Good Time Management Skills 

You also need good time management skills.  Conflicting demands, unexpected requirements, 

coinciding deadlines and family obligations are but a few of the sources of stress and pressures 

facing the CPA professional.  To manage these pressures, the CPA must be able to judge the 

situations, assign priorities, and organize the tasks/obligations to meet respective deadlines.   

Creative Thinking 

Creative thinking is a critical attribute of successful CPAs.   You’ll be faced with issues on a daily 

basis which necessitate innovative solutions.  The clever answers you derive are often the 

difference between being a good CPA and a great one   

Given the rapid pace of change in the business world, you must also feel comfortable creating 

and managing change in your firm or company.   Being flexible in any situation is important. 

Leadership 

Leadership is an important quality of a successful CPA.   Critical to any organization’s success is 

the ability of its leaders to motivate and empower team members in order to attain clear, 

concrete, timely and measurable results.  A true leader creates a positive and productive 

working environment and inspires confidence and respect from others.   
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You and Your Resume 
Accounting 

Recruiting Program 

 
Before you begin a full-time job or internship search, it is highly important to have the 
necessary tools to conduct that search.  One of those tools is a resume.  And before you 
begin to develop YOUR RESUME, it is important to ask yourself a few questions. 

 

RESUME DEVELOPMENT 

1. Why am I writing this resume? What is the purpose? 

2. Where is it going?  (i.e. What position and or industry am I applying to? ) 

3. Am I demonstrating (selling) my skills and abilities on my resume?  Or am I just 
telling about my job(s) and work experience? *see telling vs. selling examples 
  

4. What do I like, or not like about my existing resume?  

POSITION AND INDUSTRY 

5. What do I know about the position I am applying for?  

6. Why am I interested in this particular job(s) or industry?  

7. What criteria is the company looking for in a candidate? And, do I meet those 
criteria?   
 

PERSONAL INVENTORY 

8. What achievements and functions in previous positions have I carried out that are 
related and/or can help me do well in this position?  
 

9. Do I have other experiences that have helped me develop skills and capacities that 
apply to this position or others like it?  
 

10. What have I enjoyed about my previous positions, community or campus 
involvement? What aspects or functions would I rather not perform in my next 
role? 
 

11. Are there periods of inactivity or short term work in my work history? How can I 
explain them positively?  
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Cover Letters 
Accounting 

Recruiting Program 

INTRODUCTION 
 
Cover letters are intended to introduce, summarize and enhance information and achievements that 
are on your resume. You will need to give careful consideration to your cover letter as this can serve 
as the employer’s first impression of you.   
 
An effective cover letter should reveal your interest in the position, the company and highlight why 
you are the best candidate.  It is intended to enhance and summarize you -- and should be 
professional, personal and direct, not generic and unfocused.  You will want to point out what 
education, skills and traits that you will bring to the position and organization.   Another important 
element of the cover letter is to explain how you found out about the position.  Were you referred?  
Find the job online, Facebook, etc.? Did you receive an e-mail from the Career Services Office?   
 
Keep in mind, your job search letters (cover, networking, thank you, etc.) and other correspondence 
are all a direct reflection of you and say something about you as a prospective employee. 
 
   

COVER LETTER CONTENT 

 
 Keep to one page: three to four paragraphs ; Make it concise, easy to read and attractive 

 Explain how you found out about the position 

 Summarize who you are; keeping it personal and professional  

 Highlight one or two of your most significant experiences/relevant skills/leadership abilities 

 Incorporate how this position aligns with your career goals? Your values? Your interests? 

 You must convince the reader that you have EXACTLY what they are looking for! 

 Express appreciation to the reader for her/his time and consideration 

 Suggest an action plan (request an interview, or indicate that you will call at a specific time, etc.)  

 Include where/when you can be contacted and ensure your contact information is CORRECT! 

 Have a signature: Cordially,   Sincerely,   Respectfully 

 

 

AVOID THESE COVER LETTER MISTAKES 
 
 Writing and sending THE SAME cover letter to every job that you apply to 

 Writing about your ENTIRE LIFE 

 Replicating everything on your resume 

 Paragraphs not “flowing” or organized  / Lack of direction / Unfocused  

 Impersonal and cold or too generic  

 Writing about the wrong company or job or addressing it to the wrong person 
 Typos/ Errors  
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Resume and Cover Letter Action Words Accounting 
Recruiting Program 

Abstracted 
Accomplished 
Achieved 
Acquired 
Acted 
Actively 
Adapted 
Adaptive 
Addressed 
Adept 
Administered 
Advanced 
Advertised 
Advised 
Advocated 
Aided 
Allocated 
Amended 
Analyzed 
Answered 
Anticipated 
Applied 
Appraised 
Approved 
Arranged 
Ascertained 
Assembled 
Assessed 
Assigned 
Assisted 
Attained 
Audited 
Augmented 
Authored 
Automated 
 
Balanced 
Bolstered 
Briefed 
Brought 
Budgeted 
Built 

Calculated 
Cared 
Catalogued 
Chaired 
Championed 
Charged 
Chartered 
Checked 
Clarified 
Classified 
Coached 
Collaborated 
Collected 
Comforted 
Committed 
Communicated 
Compared 
Completed 
Complied 
Composed 
Computed 
Conceived 
Conceptualized 
Conducted 
Conserved 
Consolidated 
Consulted 
Contained 
Contracted 
Contributed 
Controlled 
Converted 
Cooperated 
Coordinated 
Copied 
Correlated 
Corresponded 
Counseled 
Created 
Critiqued 
Cultivated 
Cut 

Dealt 
Debated 
Decided 
Decreased 
Dedicated 
Defined 
Delegated 
Delivered 
Demonstrated 
Designed 
Detected 
Determined 
Developed 
Devised 
Diagnosed 
Directed 
Disciplined 
Discovered 
Discriminated 
Dispatched 
Displayed 
Dissected 
Distinguished 
Diversified 
Documented 
Drafted 
Drove 

Edited 
Educated 
Eliminated 
Empathized 
Enabled 
Encouraged 
Enforced 
Engineered 
Enlightened 
Enlisted 
Ensured 
Established 
Estimated 
Evaluated 
Examined 
Exceeded 
Excelled 
Executed 
Expanded 
Expedited 
Experimented 
Explained 
Explored 
Expressed 
Extracted 
 
Facilitated 
Fabricated 
Familiarized 
Fashioned 
Financed 
Fixed 
Focused 
Followed 
Forecasted 
Formulated 
Fostered 
Founded 

Gained 
Gathered 
Gave 
Generated 
Governed 
Guided 
 
Handled 
Headed 
Helped 
 
Identified 
Illustrated 
Imagined 
Implemented 
Improved 
Improvised 
Inaugurated 
Increased 
Indexed 
Indicated 
Indoctrinated 
Influenced 
Informed 
Initiated 
Inspected 
Installed 
Instituted 
Instructed 
Integrated 
Interpreted 
Interviewed 
Introduced 
Invented 
Inventoried 
Investigated 
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Resume and Cover Letter Action Words Accounting 
Recruiting Program 

Judged 
 
Kept 
 
Launched 
Learned 
Lectured 
Led 
Lifted 
Listened 
Located 
Logged 
 
Made 
Maintained 
Managed 
Manipulated 
Mapped 
Marketed 
Mastered 
Maximized 
Mediated 
Memorized 
Mentored 
Met 
Minimized 
Modeled 
Moderated 
Modified 
Monitored 
Motivated 
 
Narrated 
Negotiated 
 
Observed 
Obtained 
Offered 
Operated 
Ordered 
Organized 
Originated 
Outlined 
Overcame 
Overhauled 
Oversaw 

Participated 
Perceived 
Perfected 
Performed 
Persuaded 
Pinpointed 
Planned 
Practiced 
Predicted 
Prepared 
Presented 
Presided 
Prioritized 
Processed 
Produced 
Programmed 
Projected 
Promoted 
Proposed 
Protected 
Proved 
Provided 
Publicized 
Published 
Purchased 
 
Queried 
Questioned 

Raised 
Ran 
Ranked 
Rationalized 
Read 
Reasoned 
Received 
Recommended 
Reconciled 
Recorded 
Recruited 
Reduced 
Referred 
Regulated 
Rehabilitated 
Reinforced 
Related 
Relied 
Remodeled 
Reorganized 
Repaired 
Reported 
Represented 
Researched 
Responded 
Restored 
Restructured 
Revamped 
Reversed 
Reviewed 
Revised 
Revitalized 

Scanned 
Scheduled 
Schemed 
Schooled 
Screened 
Selected 
Set 
Set goals 
Shaped 
Skilled 
Sold 
Solicited 
Solidified 
Solved 
Spearheaded 
Specialized 
Specified 
Spoke 
Standardized 
Stimulated 
Strategized 
Streamlined 
Strengthened 
Stressed 
Structured 
Studied 
Substantiated 
Succeeded 
Summarized 
Supervised 
Supported 
Surveyed 
Sustained 
Symbolized 
Synthesized 
Systemized 

Tabulated 
Talked 
Taught 
Theorized 
Trained 
Translated 
Traveled 
Trimmed 
Tutored 
 
Unified 
Upgraded 
Utilized 
 
Validated 
Verified 
Visualized 
Volunteered 
 
Won 
Worked 
Wrote 
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Resume Power Phrases 
Accounting 
Recruiting 
Program 

TELLING SELLING 

Run trainings. 
Deliver anti-sexual harassment trainings to 500 employees 
per year.  Over 95 percent of attendees rated trainings as 
excellent. 

Gave presentation. 
Delivered presentation on summer research project to 
dozens of graduate students and six professors.   

Arrange travel. 
Arrange international and domestic travel for five senior 
attorneys and director of sales and marketing.  In a typical 
month, arrange 10 trips. 

Serve as Chief Financial Officer 
for No-Name Inc. 

Serve as Chief Financial Officer of No-Name Inc.- a start up 
fiber optics company that doubled its revenues in the last 2 
years to $15 million annually. 

Work as paralegal.  
Serve as sole paralegal for eight senior attorneys in high-
pressure, deadline-driven environment.  

Led trainings.   
Designed and delivered trainings on communication skills 
that were attended by hundreds of senior scientists. 

Create presentations. 
Created “Benefits of Utilizing Twitter” presentation in order 
to demonstrate effective money saving marketing 
techniques.    

Helped plan conferences. 
Served as co-organizer of two conferences that drew more 
than 300 attendees.  

Wrote reports. 
Wrote and submitted 15 quarterly reports which were 
approved with few edits. 

Arranged meetings. Arranged quarterly meetings for retail chain management.  

Pitched stories to the press. 
Successfully pitched stories to dozens of national 
publications, including CNN, MSNBC and Time Magazine..   

 

Resume Power Phrases 
Accounting 

Recruiting Program 
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TELLING SELLING 

Received a graduate fellowship. 
Was one of 50 nationwide students out of 1,500 applicants 
awarded the Homeland Security Graduate Fellowship. 

Manage graphic artists. 
Supervise 10 graphic artists and manage office’s $2 million 
annual budget. 

Solve IT problems. 
Solve hundreds of technical support calls per month about 
problems on network used by 500 staffers.  Specialize in 
troubleshooting and providing outstanding customer service. 

Reorganized files.  
Scanned thousands of paper files in a one month period; 
eliminating clutter and allowing for increased document 
management efficiency.  

Helped with office moves. 
Managed office consolidation involving 200 employees and 
their office equipment that reduced space needs by 20 percent 
and saved $1million in office rent per year. 

Answer the telephone and help 
customers.  

Answered multi-line phone in a concise and timely manner for 
busy office.  Provided outstanding customer and resolved 
matters quickly.  

Directed the transportation of 
equipment during Gulf War. 

Directed transportation of 500,000 pounds of explosive 
weapons, 5,000 troops, and 50,000 pounds of perishable food 
from Kentucky to Kuwait during Gulf War. 

Manage important accounts. 
Manage five bulk corporate accounts that are worth more than 
$25 million per year. 

Serve as time-keeper. 
Manage all payroll and time-keeping records of 200 employees.  
Accurately perform bi-weekly updates.  Answer dozens of time 
and attendance questions from managers monthly.   

Help produce website. 

Research and write content of agency’s internet site, which is 
accessible to all of the agency’s 3,000 employees, and receives 
100,000 hits per week.  Typically write three 800-word articles 
per month under tight deadlines. 

Implemented IT system. 

Managed the purchase and implementation of agency’s $10 
million online hiring system that tripled the number of 
applications to agency jobs, increased the quality of the 
applicant pool, and helped the agency meet its diversity goals.   

 

Resume Power Phrases 
Accounting 

Recruiting Program 
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Resume Headings 
Accounting 

Recruiting Program 

Introductory Summary 
Section 
 
Accomplishments 
Background 
Career Summary 
Highlights 
Key Features 
Keyword Summary 
Professional Profile 
Professional Qualifications 
Qualifications 
Skills Summary 
Strengths 
Summary of Qualifications 
 
Experience Section 
 
Career Experience 
Career Highlights 
Career History 
Contract Assignments 
Employment 
Employment Background 
Employment Experience 
Employment Highlights 
Employment History 
Employment Record 
Experience 
Professional Experience 
Professional Highlights 
Professional History 
Professional Record 
Record of Experience 
Related Experience 
Relevant Experience 
Work Experience 
Work History 

Work Record 
 

Skill Selection 
 
Abilities  
Experience 
Expertise 
Key Qualifications 
Knowledge, Skills and 
Abilities 
Languages 
Proficiency 
Strengths 
Summary of Qualifications 
Summary of Talents 
Technology /Technical 

  
Education Section 
 
Academic Preparation 
Certificates 
Continuing Education 
Credentials 
Degrees 
Education 
Honors/Awards 
Industry Training 
International Education 
Licenses 
Professional Certification 
Professional Training 
Related Coursework 
Study Abroad 

 
 
 
 
 

 
 
Activities 
 
Affiliations 
Associations 
Campus Involvement 
Charitable Commitments 
Civic Involvement 
Community Activities 
Community Involvement 
Community Service 
Industry Affiliations 
Leadership 
Memberships 
Mentorship 
Organizations 
Professional Affiliations 
Professional Associations 
Professional Memberships 
Public Service 
Trade Organizations 
Volunteerism 
 
Other 
 
Awards 
Background  
Characteristics 
Conferences 
Hobbies 
Honors 
Personal Data  
Presentations 
Profile  
Publications 
Scholarship 
 



 

10 
 

Resume Checklist 
Accounting 

Recruiting  Program  

A basic resume communicates information about your education, work, internship, volunteer, 

and leadership experiences.  An advanced resume actually sells your education and experiences 

to employers by targeting employers’ needs, highlighting accomplishments, successes using a 

more quantifiable method.   

 

Formatting: 

  Easy to read? 

  Centered and nicely balanced on the page? 

  Used no more than two fonts in my document? 

  Do I have too many type style options (SMALL CAPS and italics and underline and bold?) 

  Adequate top/bottom and side margins? 

  Adequate white space throughout the rest of my resume? 

  Name/address heading look proportional to the rest of my document? (Not too small, not 

too large) 

  Do all headings line up and have I used consistent spacing between headings? 

  Do the headings immediately catch my eye? 

  Printed on one side and on quality 8 ½ by 11 paper? 

  If graphics (logos, lines) are being used, do they overwhelm the resume? 

  Is it free of errors (spelling, grammar, spacing)? 

Content: 

  If there is an objective, is it clear and direct? 

  Is the information on my resume relevant to this employer/industry? 

  Have I emphasized results produced, significant achievements, interesting problems 

overcome? 

  Is the most important information at the top of the page? 

  Do the headings best represent my skills, qualities, & industry? 

  Do I consistently start each bullet with an action verb? 

  Used #’s or %’s whenever possible to quantify experience? 

  Included accomplishments whenever possible? 

Effectiveness: 

  Creates favorable impression of the “overall you”. 

  Highlights significant achievements related to industry/position. 

  Immediately conveys your suitability for the position.   
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Sample Resume 
Accounting  

Recruiting Program 

1201 EAST TOM AVENUE APARTMENT 510  ANAHEIM, CALIFORNIA 92802 

PHONE 714.111-1111  E-MAIL tsanders@mail.chapman.edu 
 

SAMPLE STUDENT 
EDUCATION 

 Chapman University, Orange, CA      December 2010 
Bachelor of Science in Accounting, Peace Studies minor 

      Overall GPA: 3.934/4.0  Accounting GPA: 3.911/4.0 
 

Relevant Coursework Includes: Cost Accounting I & II, Accounting Information Systems, Financial Management, 

Intermediate Accounting, Taxation of Corporations and Other Entities, and Individual Taxation 
 

University of California, Davis, Davis CA     August 2007 - May 2008 

Pursued a Bachelor of Arts in Communications  

Overall GPA: 3.961/4.0 
 

HONORS/SCHOLARSHIPS 
 

University of California, Davis 

Dean’s List – Fall 2007– Spring 2008 

Trustee Scholarship 

SH Lawrence Scholarship 
 

Chapman University 

Chancellor’s List – Fall 2008– Present 

Trustee’s Scholarship 

Richard L. Hulsizer Award

WORK EXPERIENCE 
 

Orange County Performing Arts Center, Santa Ana, CA   August 2008 - Present  

Finance Intern 

 Reconcile paychecks and ticketing information in Excel spreadsheet on a weekly and quarterly basis 

 Created pie charts using Excel to show all company expenditures and ticket revenues  

 Conducted research to compare and analyze expenditures between local opera companies 

 Enter ticketing revenue into Financial Edge for Managing Director 

 Expanded internship job duties to include preparing general ledger, payroll reconciliation, and payroll 

variance documents for the fiscal year end audit 
 

LEADERSHIP EXPERIENCE 

 

Associated Students, Chapman University, Orange, CA             May 2008- May 2009 

Commissioner of Finance 

 Processed and reconciled check requests amounting up to $25,000 on a weekly basis  

 Developed an Excel spreadsheet to reconcile expenditures ensuring Associated Students’ clubs and 

organizations are not overspending 

 Implemented “Generally Accepted Accounting Principles” when recognizing revenue and expenses 

 Created and managed a $425,000 yearly budget   

 Acted as a liaison between Associated Students and Financial Services  

 

INTERNATIONAL STUDIES 
   

Florence, Italy – Study Abroad              June 2009 – August 2009 

 Acquired an international perspective and knowledge while living in and traveling to                                    

12 European Countries and completion of 6 units 
 

CLUBS/ORGANIZATIONS 
   

 Accounting Society, member, 2008-present 

 Gamma Beta Phi Honor Society, member, 2008- present 

 C.A.R.E.S. (Creating a Rape Free Environment for Students); member, 2008-present 

 

COMPUTER SKILLS 

 Proficient in: Microsoft Office, including Microsoft Excel and Microsoft Access; Financial Edge 
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Sample Resume 
Accounting  

Recruiting Program 

Your Name 
 2798 Sycamore St. Fountain Valley, CA 92882  714-555-4587  YourName@mail.chapman.edu  

Education 

Chapman University, Orange, CA     December 2011 
Argyros School of Business and Economics 

 Bachelor of Science in Accounting  

 Bachelor of Science in Business Administration with Finance Emphasis  

 Cumulative GPA: 3.738 - Accounting GPA: 3.714 

 Chancellor’s List    

 Trustee’s Scholarship     

 

Relevant Coursework 
Taxation of Corporations, Individual Taxation, Auditing, Advanced Accounting, Accounting Information Systems, 
Intermediate Financial Accounting, Cost Accounting, The Financial System, Intermediate Financial Management, 
Investments, International Financial Management 

Relevant Work Experience 

Merrill Lynch & Co., Inc. – Brea, CA     June 2011 – August 2011 
Management Intern 

 Worked directly with the Administrative and Business Managers in the Wealth Management Division. 

 Aided in organizing a new compliance file system to ensure smoother and more efficient audits. 

 Entrusted to work independently early on with assignments given to me upon my arrival and periodic 
reviews of my work throughout the week.  

 Assisted in cost reduction by monitoring fees weekly charged to the branch and prioritizing the largest 
transactions that needed to be handled, resulting in significant cost savings. 

 Acted as a liaison between management and the financial advisors and client associates. 

 Helped management to monitor the new FourPlus program to ensure client retention by reviewing client 
lists and flagging those clients with less than four accounts. 

Additional Work Experience 

Z-Best Lighting and Construction Co. – Fountain Valley, CA  June 2003- August 2009 
Construction Labor/Customer Service 

 Handled customer’s questions and concerns about the project in a timely manner. 

 Ensured the project site was well stocked with supplies and materials needed to complete projects.  

 Worked with City and County building inspectors to ensure projects satisfied local building codes. 

Campus Leadership 

Vice President, Accounting Society      December 2009 to December 2010 
Executive Council Officer, Alpha Gamma Delta Fraternity  September 2009 to August 2010 
Charter Member, Alpha Gamma Delta Fraternity    September 2008 to August 2009 
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First Name Last Name 
One University Drive, Orange, CA 92866 

(714) 997-6942  sresume@mail.chapman.edu 

 
 

OBJECTIVE To obtain an entry level, full-time position with a public accounting firm 

 

EDUCATION Chapman University, Orange, CA 

Bachelor of Science in Accounting  May 2009 

Cumulative GPA 3.67 -- Major GPA 3.75 
 

LEADERSHIP 

EXPERIENCE Vice President of Finance, Alpha Gamma Delta Fraternity 

 January 2008-May 2008 

 Preparation of monthly financial reports for use at executive council meetings, as well as for 

international headquarters 

 Reconciliation of bank statements 

 Approving purchases and co-signing checks to assist the distribution of Fraternity funds 

 Monitoring individual officer budgets as well as general budget of approximately $35,000 
 

Purchasing Coordinator, Alpha Gamma Delta Fraternity   

September 2006-March 2008 

 Served as assistant to Vice President of Finance and acted as liaison between students and 

vendors to ensure smooth and accurate communication 

 Researched to find best prices and best service for group orders 

 

ADDITIONAL  Student Assistant, Chapman University Financial Aid Office, Orange, CA                     

EXPERIENCE  April 2007-Present 

 Handle highly confidential information such as tax forms, admission records and legal 

documents 

 Answer multi-line phone and ensure all messages are taken accurately 
 

Lead Cashier, Gap Kids, Costa Mesa, CA and Orange, CA 

May 2004-November 2006 

 Trained approximately 50 new employees on cash register policies and procedures in 

preparation of flagship store grand opening 

 Entrusted to balance register and count cash deposit of up to $25,000 
 

Sales Associate, Gap and Gap Kids, Costa Mesa, CA and Orange, CA 

   November 2003-May 2004 

 Provided high level of customer service and consistently met or exceeded daily sales goals 

and objectives 

 Organized and maintained stock room on a weekly basis 

 Helped train new employees on customer service, selling and stock room procedures 

 Merchandised and created visuals for sales floor and window displays 
 

HONORS &    Presidential Scholarship from Chapman University, 4 years 

ACTIVITIES Accounting Society Member, 3 years 

 Outstanding Executive Council Officer, Alpha Gamma Delta Fraternity (April 2007) 

 Charter Member of Alpha Gamma Delta Fraternity (September 2006) 

   Admitted to Chapman University with Honors (August 2005) 

 

COMPUTER  Proficient in Microsoft Word, Excel and Powerpoint for both PC and Macintosh 

SKILLS systems, familiar with Quickbooks accounting software 

Sample Resume Accounting 
Recruiting Program 

mailto:sresume@mail.chapman.edu
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Sample Cover Letter  
Accounting 

Recruiting Program 

Johanna Smith 
One University Drive Orange, CA 92868 

714-777-6262 jsmith162@mail.chapman.edu  
 

 
 
August 23, 2011 
 
Ms. Sabrina Johnson 
Any  Company 
1111 Unknown Ave. 
Any Town, CA 90000 
 
 
Dear Ms. Sabrina Johnson,  
 
Thank you for your time on the telephone yesterday.  I appreciated learning more about the 
part-time marketing assistant position you have posted with Chapman University.  As you 
indicated, it appears my background may be the perfect fit for the position and I hope my 
attached resume will help to confirm that.  From it you will note my extensive background in 
marketing and advertising with my sorority on campus. 
 
In addition to my active involvement on campus, I have held a position as an assistant store 
accountant with HomeLife Stores.  While I have assisted with their accounts payable and 
receivables, I have also helped to increase sales over 50% in the last three months due to my 
suggestion at implementing social media and Internet campaigns. 
 
Since I am only taking a few courses this semester, I think this part-time position will be a 
perfect fit for my skills, abilities and school schedule.  I will be graduating in May 2012 from 
Chapman University with a Bachelor of Science in Business Administration and a Bachelor of 
Science in Accounting.   In studying business and more specifically, accounting, I have 
developed a strong sense of management, marketing and ethical issues surrounding the field of 
business today. 
 
Given my background I am confident I would make an excellent addition to your marketing 
department.  I am a team player recognized for providing excellent customer service and 
initiating and implementing creative marketing plans.  
 
In advance, thank you for your consideration.  I look forward to hearing from you. 
 
Sincerely,  
Johanna Smith  

 
 
 
 

mailto:jsmith162@mail.chapman.edu
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Sample Cover Letter 
Accounting 

Recruiting Program 

1201 EAST TOM AVENUE APARTMENT 510  ANAHEIM, CALIFORNIA 92802 

PHONE 714.111-1111  E-MAIL sstudent@mail.chapman.edu  
 

SAMPLE STUDENT 
 

 

September 10, 2010 

 

 

Jane R. Smith, Human Resources Director 

New York Life Insurance Company 

850 San Clemente Drive 

Newport Beach, CA 92660 

 

 

Dear Ms. Smith,  

 

I am writing to express interest in the financial internship you have posted on your website.  I am 

currently a junior at Chapman University double majoring in accounting and business 

administration with an emphasis in finance and management.  I was referred to your company by 

the Office of Career Planning and Placement here in the Argyros School of Business & 

Economics 

 

I know that I would be able to significantly contribute to this position because I have had 

extensive accounting and financial experience through part-time jobs and a previous internship 

with the Franchise Tax Board.  I also have experience in cash management and customer service 

from past employment in the retail industry. 

 

In addition to my work history, I have completed the necessary coursework that would allow me 

to excel and grow in this internship.  This fall I am currently enrolled in the following business 

related courses:  

 

 ACTG-321 - Cost Accounting II 

 ACTG-331 - Intermediate Financial Accounting 

 MGMT-360 - Human Resources Management 

 MGSC-346 - Production & Operations Management 

 

Should you feel my qualifications match that of the internship available, please feel free to 

contact me at 714-111-111 or at sstudent@mail.chapman.edu    

 

Thank you in advance for your time and consideration. 

 

Regards,  

 

Sample Student 
Sample Student 

 

 

mailto:sstudent@mail.chapman.edu
mailto:sstudent@mail.chapman.edu
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Sample Cover Letter 
Accounting 

Recruiting Program 

Tina L. Vaughn 
      Current Address: 123 Main Street, Orange, CA 92868 ♦ Cell: 123-456-7891 

Permanent Address: 147 Chapman Drive, Tustin, CA 92868 ♦ Email: tvaughn@mail.chapman.edu 
 
 
 
September 15, 2010 
 
 
 
Dear Campus Recruiter, 
 
I am a junior accounting and finance major at Chapman University in Orange, California set to graduate in 
May 2012 with 148 credits. 
 
As my resume indicates, I currently work in the office of a local business. I am enjoying a much higher 
level of responsibility than my previous job entailed, and find myself working mostly on my own to keep 
the office running smoothly. This is a departure from my previous job as a Target team member, where it 
was all about working with my fellow partners as a team in order to keep the regular Target costumers 
returning. However, both jobs have required me to connect with a wide variety of people both in person 
and over the phone to best offer them a quality product. 
 
In addition to working part-time, my involvement in several organizations on campus have taught me to 
balance multiple commitments while maintaining a high GPA and my place on the Dean’s List. I am highly 
detail-oriented and use Excel and Outlook on a daily basis in conjunction with database software for my 
current job.  
 
I was recently installed as both the Vice President of Finance for the Chapman University Panhellenic 
Council and the Treasurer for the Accounting Society. I greatly anticipate the experience and perspective 
serving on two executive boards will give me.  
 
I was fortunate enough to have the opportunity to attend a summer leadership program with PwC this 
past summer and get a close-up look at what a career with PricewaterhouseCoopers might be like. It has 
made me excited to go through internship recruiting with PwC, and I sincerely hope I’ll have the chance to 
interview with the firm this fall. 
 
 
Thank you for your time and consideration. 
 
 
 
Sincerely, 
 

Tina L. Vaughn 

 
Tina L. Vaughn 
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Sample Grade Sheet 
Accounting 

Recruiting Program 

On occasion, you will be required to submit a grade sheet along with your resume as part of the 
application process.  

 

Accounting Student 
One University Drive Orange, CA 92868     

714-997-6942 e-mailaddress@mail.chapman.edu 

Grade Sheet 

Course Course Number Term Grade 

 

Introduction to Financial 

Accounting 

 

ACTG 210 

 

Fall 2010 

 

A 

Cost Accounting I ACTG 320 Spring 2011 A 

Intermediate Financial 

Accounting I 

ACTG 330 

 

Spring 2011 A- 

Accounting Information 

Systems 

ACTG 439 Summer 2011 B+ 

Introduction to 

Managerial Accounting 

 

ACTG 211 Fall 2012 TBD 

Auditing  

 

 

ACTG 460 Fall 2012 TBD 

 

 

Individual Taxation ACTG 450 Fall 2012 

 

TBD 

 

**Suggestion:  your grade sheet should have the same “heading” as your resume. 

 

**for classes you have NOT TAKEN  

(i.e. that you are enrolled in for the upcoming semester, please indicate):  

 TBD (To be determined) OR IN PROGRESS. 

mailto:e-mailaddress@mail.chapman.edu

