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5.  LETTERS OF REC.
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5 KEYS TO WRITING 
COVER LETTER

1. BE ORIGINAL!
2. BE UNIQUE!

3. BE SPECIFIC!

5. BE PERSONABLE!

4. BE QUICK!



FROM A NCAA D2 HEAD COACH
THINGS I NOTICE:

• Received 76 resumes for our 2 GA openings
• At least 15 inquiries did not reference which opening 

they were applying for
• 10 inquiries included attachments only, with no email 

of interest included
• 10 inquiries did not include a cover letter
• One inquiry the applicant left the name of two 

separate universities in the cover letter (“I feel like I’d 
be a great fit at Adams State”, then later, “I believe I 
can help contribute to the success of Colorado State 
University”), and we are not even in Colorado



FROM A NCAA D2 HEAD COACH
THINGS I NOTICE:

• Following specific directions laid out in the 
job posting (cover letter, resume, referencing 
specific job opening, etc.)

• Personalized cover letter
• Professional correspondence, including 

grammar and proper spelling
• Documents that have been proofread
• Highlighting any connections (personal or 

otherwise) between the candidate and the 
university/football program



FROM A NCAA D2 HEAD COACH
COMMON MISTAKES I SEE

• Form cover letter, obviously used for multiple job 
openings, not personalized

• Not proofreading the cover letter and leaving the 
name of another university in the document

• When sending their email of interest from their cell 
phone, they use the same grammar and punctuation 
(or lack thereof) as they would use in a text message

• Not specifically referencing the position they are 
“applying” for

• Not using an easy format to view a resume or 
correspond with (google docs, google phone, wait 
list email blocker, etc.)
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4 PIECES OF ADVICE FOR 
YOUR RESUME

1. DO YOUR HOMEWORK

2. PROOFREAD YOUR RESUME

3. EASY TO FOLLOW FORMAT

 4. BRAG ABOUT YOURSELF!



RESUME SAMPLES
FILM TIME!!











Wasted Space
Draw 

attention 
to TITLE

Should 
be under 

Not 
needed

Of course you are!

Prove it!



Too far 
down





























The ones that stand out have good vocabulary, are free of any 
grammatical mistakes, and are all symmetrical (ie, no indents or tabs 
that are misaligned).  

I also like to see simple (and easy to understand) transitions from one 
job to the next.  I have run across a few where I am a bit confused as 
to where someone has been...due to jumping around a 2-3 places in 
just one year.  

I like to see someone who has been committed at a place for a little 
bit.  I understand that opportunities arise and that as a younger 
coach, you probably will be moving around quite a bit...but I just 
prefer to see some commitment/loyalty if we were to bring that 
person on board.  
Anonymous
NCAA FBS Director of Football Operations and Player Personnel



6 THINGS AN AD LOOKS 
FOR ON YOUR RESUME



6 THINGS AN AD LOOKS 
FOR ON YOUR RESUME

1. EXPERIENCE



6 THINGS AN AD LOOKS 
FOR ON YOUR RESUME

1. EXPERIENCE

2. QUALITY OF PROGRAM



6 THINGS AN AD LOOKS 
FOR ON YOUR RESUME

1. EXPERIENCE

2. QUALITY OF PROGRAM

3.  DID YOU MAKE 
IMPROVEMENTS?



6 THINGS AN AD LOOKS 
FOR ON YOUR RESUME

4.  DID YOU INNOVATE?



6 THINGS AN AD LOOKS 
FOR ON YOUR RESUME

4.  DID YOU INNOVATE?

5.  HAVE YOU MOVED UP THE 
LADDER?



6 THINGS AN AD LOOKS 
FOR ON YOUR RESUME

4.  DID YOU INNOVATE?

5.  HAVE YOU MOVED UP THE 
LADDER?

6.  DID YOUR TEAMS OVER OR 
UNDER ACHIEVE?



LETTER OF 
RECOMMENDATIONS

MAKE IT A QUIVER



Head Coaches
Head coaches you’ve coached against

Assistant Coaches
Assistant coaches you’ve supervised

Parents
Players

GET THEM FROM:



Officers from Governing Body
Superintendent

Principals/President
Vice Principals/Vice President

Athletic Director
Athletic Dept Personnel
Volunteer organizations

Teachers/Professors
Director of Human Resources

GET THEM FROM:



Send the RIGHT letters;
not just letters

WHEN SENDING LETTERS
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A.  BOARD MEMBER - “I had no idea we were going 
through coaches like this in softball,                             

why is this happening?”
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• Returners – schedule – opponents – 
facilities – league – AD – media  - school 
website (1 page about sports, 5 about the 
school play?!)
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SHOCK THE PANEL – 
PREPARE FOR YOUR 

DAY!

•Decision makers on campus with a kid in 
the program?

1.  KNOW MORE ABOUT JOB 
THEN PANEL DOES



TOP 3 MISTAKES FROM 
OVER 1000 INTERVIEWS



TOP 3 MISTAKES FROM 
OVER 1000 INTERVIEWS
1.  CANDIDATE DON’T DO 

HOMEWORK

“Fall out of good graces very 
quickly!”



TOP 3 MISTAKES FROM 
OVER 1000 INTERVIEWS

“Be confident, not cocky!”

2.  TOO COCKY/ARROGANT



TOP 3 MISTAKES FROM 
OVER 1000 INTERVIEWS

“Dressed poorly, no or little eye 
contact, their voice quality is 

poor, there no humor.”

3.  NON VERBAL 
COMMUNICATION



10 THINGS TO CONSIDER 
BEFORE TAKING A NEW JOB



10 THINGS TO CONSIDER 
BEFORE TAKING A NEW JOB

1. THE ADMINISTRATION



10 THINGS TO CONSIDER 
BEFORE TAKING A NEW JOB

1. THE ADMINISTRATION

2.  THE HISTORY



10 THINGS TO CONSIDER 
BEFORE TAKING A NEW JOB

1. THE ADMINISTRATION

2.  THE HISTORY

3.  THE ENROLLMENT



10 THINGS TO CONSIDER 
BEFORE TAKING A NEW JOB

1. THE ADMINISTRATION

2.  THE HISTORY

3.  THE ENROLLMENT

4.  THE MONEY



10 THINGS TO CONSIDER 
BEFORE TAKING A NEW JOB

1. THE ADMINISTRATION

2.  THE HISTORY

3.  THE ENROLLMENT

4.  THE MONEY

5.  THE FACILITIES



10 THINGS TO CONSIDER 
BEFORE TAKING A NEW JOB

6. THE PHILOSOPHY



10 THINGS TO CONSIDER 
BEFORE TAKING A NEW JOB

6. THE PHILOSOPHY

7.  THE AREA



10 THINGS TO CONSIDER 
BEFORE TAKING A NEW JOB

6. THE PHILOSOPHY

7.  THE AREA

8.  THE OPPORTUNITY



10 THINGS TO CONSIDER 
BEFORE TAKING A NEW JOB

6. THE PHILOSOPHY

7.  THE AREA

8.  THE OPPORTUNITY

9.  THE TOOLS



10 THINGS TO CONSIDER 
BEFORE TAKING A NEW JOB

6. THE PHILOSOPHY

7.  THE AREA

8.  THE OPPORTUNITY

9.  THE TOOLS

10.  THE FAMILY



99 QUESTIONS TO ASK 
BEFORE ACCEPTING YOUR 

NEXT JOB



HOW TO KNOW IF YOU’RE
IN A SHAM INTERVIEW



WHAT SHOULD I SEND THE 
ATHLETIC DIRECTOR?

 3 Tips To Get Along Great With Your 
Athletic Director

 A To Do List During Your First 30 Days 
As A Head Coach

 Don’t Take A Coaching Job Like This: 
One Coach’s Experience
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