THE INTERVIEW-READY RESUME PACK
A Clean, ATS-Friendly Resume, Cover Letter, and Follow-Up Template Set
For job seekers who want their resume read by a person, not lost by a filter


Start Here
	A Note on ATS (Applicant Tracking Systems)
Many employers use software to scan resumes before a human ever sees them. This template avoids the things that most commonly break that scan: no tables for layout, no text boxes, no headers/footers holding your contact info, and only standard section names. Keep it that way as you customize — fancy visual layouts often cost you an ATS-readable resume.


What's in this pack
1. Resume Template — a clean, single-column, ATS-friendly resume with a filled-in example
1. Cover Letter Template — a matching template with a filled-in example
1. Reference Sheet Template — a simple, professional format for listing references
1. Thank-You Note Template — a short, same-day follow-up note after an interview
How to use this pack
1. Replace every bracketed placeholder and the example content with your own real information.
1. Keep the simple, single-column structure — don't add tables, columns, or graphics, even if they look nice, since they can confuse ATS parsing.
1. Tailor your Summary and Skills sections to each specific job posting's language, not just once for every application.
1. Use the companion prompt pack (if you have it) to draft first versions of bullet points and cover letter text, then personalize everything before sending.
Color key
Bracketed text like [Your Name] marks a placeholder to replace. The filled-in example throughout this pack uses a fictional composite candidate, “Jordan Ellis,” applying for a Marketing Coordinator role — this is meant to show the format and level of detail expected, not to be copied directly.


Template 1: Resume
The example below is filled in completely so you can see the intended format and level of detail. Replace every section with your own real information.


JORDAN ELLIS
[City, State]  •  [Phone Number]  •  [email@example.com]  •  [linkedin.com/in/yourname]
Summary
Marketing coordinator with 4 years of experience supporting campaign execution, content calendars, and cross-functional launches for consumer brands. Known for turning ambiguous requests into organized, on-time deliverables.
Experience
Marketing Coordinator — Northwind Consumer Goods
June 2023 – Present  •  Remote
1. Coordinated content calendars across 4 product lines, cutting missed publishing deadlines by 30% over two quarters.
1. Partnered with design and copy teams to launch 12 campaigns per year, managing timelines and approvals end to end.
1. Built a simple reporting dashboard tracking campaign performance, adopted by the wider 8-person marketing team.
Marketing Assistant — Fieldstone Retail Group
August 2021 – May 2023  •  Portland, OR
1. Supported email marketing operations, including list segmentation and A/B testing of subject lines.
1. Assisted with 6 seasonal campaign launches, coordinating between marketing, merchandising, and store operations.
1. Maintained the marketing team's asset library, reducing time spent locating approved brand assets.
Education
B.A. in Communications — Oregon State University
Graduated May 2021
Skills
Campaign coordination  •  Content calendar management  •  Email marketing platforms  •  Cross-functional collaboration  •  Basic data reporting  •  [Add your own specific tools and skills here]


Template 2: Cover Letter
A matching cover letter example for the same fictional candidate, applying to a specific posting.


[Your Name]
[Your City, State]  •  [Your Phone]  •  [Your Email]
 
[Date]
 
[Hiring Manager Name, if known]
[Company Name]
 
Dear [Hiring Manager Name / Hiring Team],
 
I'm writing to apply for the Marketing Coordinator role at [Company Name]. In my current role at Northwind Consumer Goods, I've coordinated content calendars across four product lines and helped cut missed publishing deadlines by 30% over two quarters — the kind of organized, cross-functional coordination I understand is central to this role.
 
What draws me specifically to [Company Name] is [one genuine, specific reason — a product, a value, a piece of their recent work you actually looked into]. I'd welcome the chance to bring the same attention to detail I've applied to campaign launches at Northwind and Fieldstone Retail Group to a team doing [something specific about their work].
 
I've attached my resume and would love the opportunity to talk further. Thank you for your consideration.
 
Sincerely,
[Your Name]


Template 3: Reference Sheet
A simple, professional format for listing references, kept separate from your resume so you can send it only when requested.


JORDAN ELLIS — REFERENCES
[Phone Number]  •  [email@example.com]
[Reference Name]
[Job Title], [Company Name]
[Phone Number]  •  [Email Address]
Relationship: [e.g., “Direct manager, 2021–2023”]
 
[Reference Name]
[Job Title], [Company Name]
[Phone Number]  •  [Email Address]
Relationship: [e.g., “Direct manager, 2021–2023”]
 
[Reference Name]
[Job Title], [Company Name]
[Phone Number]  •  [Email Address]
Relationship: [e.g., “Direct manager, 2021–2023”]
 
	Reminder
Always ask each reference for permission before listing them, and give them a heads-up when you're actively interviewing somewhere so they aren't caught off guard by a call.




Template 4: Thank-You Note
A short, same-day note to send after an interview — email is the most common format for this today.


Subject: Thank you — [Job Title] interview
 
Hi [Interviewer Name],
 
Thank you for taking the time to talk with me today about the [Job Title] role. I especially enjoyed hearing about [one specific thing discussed in the interview] — it reinforced how excited I am about the opportunity.
 
[Optional: one brief sentence addressing a specific concern raised in the interview, if relevant.]
 
Please don't hesitate to reach out if you need anything further from me. I look forward to hearing about the next steps.
 
Best,
[Your Name]


