
Public Interest/Government Resume and Cover Letter Tips 
 

All of the general rules that apply to resumes and cover letters to prospective 

employers apply equally to public interest and government employers.  Your 

materials should be error-free, clearly organized, easy to read, and concise. 

 

However, there are some additional qualities that public interest and government 

employers are specifically looking for.  You need to demonstrate your 

commitment to the mission and work of the organization and that you have 
the skills for the position.  Your resume and cover letter must convey your 

interest, enthusiasm and knowledge of the specific employer you are applying to.  

It is imperative that you customize your materials to show that your education, 

experience, and volunteer work have provided you with the skills that relate to the 

duties of the position.   

 

You can convey this commitment by carefully tailoring your materials to the 
job description.  If there is no job posting, use the website to learn all that you can 

about the organization’s work and the clients they serve.  Talk to other students 

who have worked or volunteered with the organization.  (You can find this 

information by looking at the lists of where students worked in previous summers).  

Use this information to highlight your relevant experience and illustrate that you 

can “hit the ground running.” 

 

In your resume, you may want to highlight relevant coursework from law school or 

undergraduate studies especially clinics or externships; volunteer work that relates 

to the client population or demonstrates your commitment to public interest/ 

government work; your language skills; and for government positions your 

leadership skills.   

 

In your cover letter, use strong topic sentences to summarize the skills you bring to 

the position.  The rest of the paragraph should provide specific examples of how 

you have demonstrated those skills.  If you are applying for a summer position, 

indicate if you have funding or are willing to volunteer.  In order to convey all of 

this information, your letter may be a few paragraphs longer than the standard 

cover letter.  But try to keep it to one page. 

 

Attached are sample job postings, resumes and cover letters demonstrating this 

tailored approach.   
 

 



Job Posting #1 

APPELLATE STAFF ATTORNEY 

CHILDREN'S LAW CENTER - WASHINGTON, DC  

http://www.childrenslawcenter.org  

Job Description 

Children’s Law Center (CLC) (Washington, DC) invites applications for a full-time appellate 

staff attorney to work with the Guardian ad Litem program to begin immediately. 

Lawyers in our Guardian ad Litem program represent children who are the subject of abuse and 

neglect cases in DC’s Family Court.  Children’s Law Center works to give every child in the 

District of Columbia a solid foundation of family, health and education.  For more information, 

visit www.childrenslawcenter.org.  

Position Description 

The appellate staff attorney will work in the GAL program and be responsible for researching, 

writing, filing and, when appropriate, arguing appeals arising from GAL cases. The appellate 

staff attorney will work closely on individual cases and on CLC’s policy initiatives to identify 

appropriate appellate action and to identify and analyze trends that occur regularly in our 

practice.   

Qualifications 

• Significant appellate experience, including making oral arguments  

• Superior writing and research skills  

• Demonstrated analytical ability and attention to detail  

• Demonstrated commitment to working with low-income clients  

• Intellectual aptitude and curiosity  

• Persistence/diligence  

• Prior experience in child welfare law a plus  

• Two year commitment required  

Contact Information: 

John Smith 

616 H Street, NW 

Suite 300 

Washington, DC 20001  



Resume #1 

Susan K. Student 
456 Main Street, Apt. 205 • Chicago, IL 60611 • 773-555-0987 

susan.k.student@gmail.com  

EDUCATION 
Loyola University Chicago School of Law, Chicago, IL 

Juris Doctor, May 2010 

Certificate in Child and Family Law, May 2010 

• GPA: XXX/4.0  Rank: Top XX% 

• Child Law Fellow 

• Children’s Legal Rights Journal, Managing Editor, 2009-10 

• Moot Court, award for best brief in Midwest competition, Fall 2008 

 

Northwestern University, Evanston, IL 

Bachelor of Arts in Psychology, May 2007 

• Research assistant to Prof. Smith studying effects of urban violence on children  

• Mock Trial program, president, 2006-07 

 

EXPERIENCE 
Loyola University Chicago School of Law, Child Law Clinic, Chicago, IL 

Student Clinician, Fall 2009-Spring 2010 

• Represented three children as Guardian ad Litem in child protection case and one child in 

domestic relations case under the supervision of clinic faculty. 

• Conducted depositions and written discovery in preparation for termination of parental 

rights hearing. 

• Drafted motion for reconsideration of visitation order and appellate brief. 

 
Office of the State Appellate Defender, Chicago, IL 

Intern, Summer 2010 

• Performed legal research and wrote appellate brief seeking sentence reduction. 

 

Law Related Education, Chicago, IL 

Volunteer, Fall 2007 

• Taught class on the legal system to youth in the Cook County Juvenile Temporary 

Detention Center. 

 

YMCA, Northbrook, IL 

Day Camp Counselor, Summers 2005 – 2007 

• Organized daily activities for a group of low-income children ages 7-10. 

• Supervised and trained all junior staff members. 

 

SKILLS 
Conversant in Spanish 

 



Cover Letter #1 
 

Susan K. Student 
456 Main Street, Apt. 205 • Chicago, IL 60611 • 773-555-0987 

susan.k.student@gmail.com  

 

June 23, 2010 

 

John Smith            

Children’s Law Center           

616 H Street, NW 

Suite 300 

Washington, DC 20001  

 

Dear Mr. Smith: 

 

I am a recent graduate of Loyola University Chicago School of Law and I would like to be 

considered for the Appellate Staff Attorney position.  As you can see from my enclosed resume, 

I have focused my education on children’s law and am eager to advocate for children’s rights as 

an attorney with the Children’s Law Center. 

 

My child welfare trial experience as a Guardian ad Litem and coursework in the Child Law 

program will make me a strong advocate for your clients.  As a student clinician in the Child 

Law Clinic, I represented a sibling group in a neglect case and built upon my prior coursework in 

child welfare and psychology to advocate for the children’s best interests.  I honed my client 

interviewing skills, conducted discovery including deposing the social worker assigned to the 

case, and presented testimony and cross-examined witnesses during a termination of parental 

rights hearing.  During my work prior to law school, as a camp counselor, I developed a rapport 

with children from diverse socio-economic backgrounds and have used these skills 

communicating with my child clients. 

 

In addition to this in-depth knowledge of the child welfare system, I have experience advocating 

at the appellate level and have developed strong research and writing skills.  I wrote an appellate 

level brief in my clinic case and will be presenting the oral argument should the court schedule 

the case this summer.  I also spent last summer with the Office of the State Appellate Defender 

where I researched and drafted an appellate level brief seeking a sentence reduction.  I utilized 

my attention to detail as an editor on The Children’s Legal Rights Journal and as a Moot Court 

team member. 

 

My blend of trial and appellate level experience will allow me to immediately contribute to the 

work of the Children’s Law Center.  I look forward to hearing from you. 

 

Sincerely, 

Susan Student 



 

Job Posting #2 

FALL/SPRING/SUMMER LAW CLERK 

Washington, DC 

OCEANA, INC.  

http://www.oceana.org  

Job Description 

The Oceana Legal Department seeks law clerks or externs who have an interest in ocean 

conservation or environmental law. The legal team brings strategic federal litigation to advance 

marine conservation goals (mainly under the Magnuson-Stevens Fishery Conservation and 

Management Act, the National Environmental Policy Act, the Endangered Species Act, and the 

Marine Mammal Protection Act) and supports Oceana’s policy and legislative initiatives. 

Oceana’s campaigns target dirty and destructive fishing practices and mercury pollution.  

Law clerks may be asked to perform legal and factual research, review and analyze 

administrative records, draft research memoranda and legal documents, analyze legislation and 

help implement lobbying strategies, attend court and/or Congressional hearings, and participate 

in legal staff meetings. For more information about Oceana, please visit our website at 

http://www.oceana.org/. 

Qualifications 

Applicants should possess excellent research and writing skills, a solid academic record, the 

maturity to work with a team, strong work ethic, sense of initiative, and good judgment.  

Salary 

We currently have clerkship positions open for Fall 2010 and Spring 2011. School schedules will 

be accommodated.  Oceana encourages students in work-study programs or externship programs 

that provide credit to apply.  A stipend will be provided to those who do not receive credit  

Students who receive funding from their law school or other sources are also encouraged to 

apply. 

Language(s): Spanish experience a plus. 

Contact Information: 

Ruth Aronoff 

1350 Connecticut Ave. NW, 5th Floor 

Washington, DC 20036  



Resume #2 

Samuel M. Student 
123 South Street, Apartment 101 • Chicago, IL 60610 • 312-555-1234 • sstudent@luc.edu  

 

EDUCATION 
Loyola University Chicago School of Law          Chicago, IL 

Juris Doctor, anticipated May 2012 

GPA: X.XXX/4.0 Rank: XX/XXX 

 Public Interest Law Reporter, staff member 

 Environmental Law Society, co-president 2008-09 

 Relevant Coursework: Environmental Law, Administrative Law, Land Use, Non Profit  

Organizations 

 

Marquette University                  Milwaukee, WI 

Bachelor of Science in Biology, May 2009 

 Graduated with departmental honors 

Semester at Sea Program, Spring 2008 

Delta Gamma Fraternity, vice-president 

 

EXPERIENCE 
Loyola University Chicago School of Law, Professor Smith       Chicago, IL 

Legal Research Assistant, August 2010 – present 

Research environmental law issues including proposed regulatory reform post Gulf coast oil 

spill. Edit citation format and grammatical structure of articles for submission to legal journals. 

 

North Face          Chicago, IL 

Assistant Manager, Summer 2009 

Supervised a team of ten employees; managed inventory; provided customer service in high-

traffic store.  Set sales record for the store during employment. 

 
Senator Jane Doe’s Office       Washington, D.C. 

Legislative Intern, June – September 2007 

Researched pending water regulation legislation.  Responded to constituent concerns via phone 

and mail. 

VOLUNTEER ACTIVITIES                       

Chicago Climate Exchange            Chicago, IL                           

Volunteer, Fall 2008                                                                            

Drafted press releases, filed documents, and responded to inquiries regarding the work of the 

Chicago Climate Exchange. 



Cover Letter #2 

Samuel M. Student 
123 South Street, Apartment 101 • Chicago, IL 60610 • 312-555-1234 • sstudent@luc.edu  

 

June 23, 2010 

Ruth Aronoff 

1350 Connecticut Ave. NW, 5th Floor 

Washington, DC 20036  

Dear Ms. Arnonoff: 

I am a second year student at Loyola University Chicago School of Law and I am interested in a 

law clerk position with the Oceana Legal Department for Spring 2011.  I would like to dedicate 

my legal career to promoting climate change and protecting the environment.  I admire the work 

of the Oceana Legal Department and would like to assist in its mission of saving our oceans. 

My research and writing skills coupled with my policy background will make me an effective 

advocate for ocean conservation.  My legal research for Prof. Smith focusing on the Gulf Oil 

Spill has reinforced the urgent need for regulation and policy change to prevent such devastation 

to our oceans in the future.  Through this research I have also become familiar with many of the 

federal laws relevant to Oceana’s work including: Magnuson-Stevens Fishery Conservation and 

Management Act, the National Environmental Policy Act, the Endangered Species Act, and the 

Marine Mammal Protection Act.  I have also been exposed to the broader climate issues through 

my volunteer work at the Chicago Climate Exchange where I demonstrated initiative in creating 

publicity materials for the organization.  Further, my policy experience as a legislative intern 

gave me insight into the legislative process and how to most effectively advocate for policy 

change.  

I also have experience working as a team member and a strong work ethic as evidenced by my 

work as a store manager of the North Face.  While managing a team of ten employees, I was able 

to set a sales record for the store.  I look forward to bringing the same enthusiasm to the team at 

Oceana.   

I have enclosed my resume for your review.  I am work-study eligible and have also applied for 

independent funding.  I look forward to discussing internship opportunities with Oceana. 

Sincerely, 

Samuel Student 


