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Introduction

Cover letters are often considered the plague of the job search. Most job seekers spend a great deal of time and effort preparing a winning resume, and then fail to appreciate just how important cover letters are to their successful efforts. To ensure that you don’t fall into this trap, we’ve written this book to share our insider secrets to cover letter writing, design, formatting, and distribution.

If you’re currently in the job market, we’ve got some great news for you! According to the U.S. Bureau of Labor Statistics, total employment in the United States is expected to increase by 14.7 percent between the years 2004 and 2014 (www.bls.gov). As the numbers indicate, it’s a great time to be looking for a job, whatever your particular situation (such as graduating college student, skilled tradesperson, mid-level professional, senior-level executive, return-to-work mom, or military veteran). Opportunities are everywhere, and your challenge is to position yourself so that you can capture those opportunities and land a great new job.

Developing a powerful cover letter to accompany your resume is key to opening doors and generating interviews. Ultimately, cover letters and resumes do not get jobs; people do. But by creating a set of documents that clearly communicate who you are, what you can do, and how well you do it, you can present yourself as a desirable candidate in the eyes of prospective employers. Equipping yourself with one or more cover letters that complement a powerful resume will instantly give you a distinct and measurable advantage over your competition.

To help you achieve that competitive edge, we’ve created a one-of-a-kind cover letter book that clearly and concisely guides you through the letter-writing process. To be sure that this book is easy to use, we’ve cut through all the confusion and gotten right down to brass tacks: our no-nonsense approach. We’ve given you the information you need, provided you with the worksheets to assemble all of your information, demonstrated how and where to use that information,  and included more than 100 sample cover letters addressing a wide array of situations. When you’re finished with this book, you should have a cover letter, or perhaps a set of letters, that are powerful and polished—true no-nonsense cover letters that position you to successfully pursue your career goals.

As you read this book, you will note references to No-Nonsense Resumes, our companion book (also from Career Press), which provides you with similar insights into the resume-writing process. We encourage you to consult that book in preparing your resume and use the two books together in developing an integrated and powerful approach to your job search documents.




Chapter 1

▶ Simple Truths About

Cover Letters

 


There was a time when cover letters were merely letters of transmittal. They simply alerted the reader that the applicant was enclosing a resume and was available for an interview. Today, however, as the job market has become both more sophisticated and more competitive, the importance of cover letters has changed dramatically.

Covers letters have evolved into a vital part of the “package” a job seeker presents to a prospective employer. Well-constructed cover letters must simultaneously complement your resume, address an employer’s job requirements, and communicate your strengths to the hiring manager. In a word, your cover letters must sell you as the ideal candidate for the job. As with your resume, cover letters encompass a unique combination of creative language, careful planning and strategy, and effective execution.

As professional resume writers, we follow a very systematic, no-nonsense approach to cover letter writing that has helped tens of thousands of job seekers grab the attention of employers, secure interviews, and achieve their career goals. Now, we’re going to share that information with you in the first-ever, no-nonsense guide to cover letter writing that gives you insider secrets to writing polished, well-positioned, and powerful cover letters. If you follow the steps, activities, and strategies outlined in this book, you’ll be able to prepare cover letters that work hand-in-hand with your resume to offer employers sharp, distinctive, on-target presentations that will generate interviews and offers. For more information and advice on writing your resume, be sure to consult our companion book, No-Nonsense Resumes (Career Press, 2006).




The 6 Simple Truths About Cover Letter Writing 

As you begin to write your cover letters, there are six key concepts that you must understand. Professional resume writers live by these truths and understand how critical they are in crafting cover letters that position applicants as attractive candidates for the right career opportunities.

Truth #1: Effective cover letters contain 10 key components.

Truth #2: Cover letter writing is sales.

Truth #3: Cover letter writing is all about strategy.

Truth #4: Targeted letters work best.

Truth #5: The cover letter must match the resume.

Truth #6: Each circumstance presents its own challenges.


If you can truly grasp what these concepts mean and how they apply to your particular job search situation, you will be able to write powerful letters that will attract an employer’s attention and lead to interviews. Let’s explore each of these simple truths in much greater detail.


Truth #1: Effective Cover Letters Contain 10 Key Components 

If it’s been a while since you have been engaged in an active job search, you may well be asking yourself, “Exactly what goes into a cover letter? What should I say?” Following is a list of the key elements every letter should contain, followed by an example that effectively integrates all 10 components. Chapter 2 (design and formatting) and Chapter 3 (cover letter writing) deal with essential format and content issues in much greater detail, but for now, remember to include each of these items in your letters:1. Your contact information: Name, phone number, and (personal) e-mail address should appear at the top.
2. Date: The preferred format: December 12, 2006.
3. Inside address: The name and address of the person who will receive the letter.
4. Reference line: This line is optional, but when used, should appear directly below the inside address. It states the title of the position for which you are applying and may include a reference code or job number if applicable.
5. Salutation: This is the familiar, “Dear Mr. Jones:” or “Dear Ms. Smith:”. If you don’t know the name of the recipient, it might say, “Dear Hiring Authority:” or “Dear Sir/Madam:”.
6. Opening paragraph: Who you are and why you are writing. The more compelling this is, the better.
7. Content/main body of the letter: Your unique skills and why you are an ideal candidate for the job opening in question.
8. Closing paragraph/call to action: Ask for an interview or tell the recipient that you will follow up soon to schedule an interview.
9. Closing: “Sincerely,” “Respectfully,” or another similarly appropriate closing, followed by your signature.
10. Enclosures: Reference what other documents are enclosed in the “package” (for example, resume, reference list, job application, and/ or leadership profile). Do not include anything that was not requested. Note that this element—enclosures—is optional and does not necessarily have to be included to make your letter effective.


The example on the following page illustrates the 10 key components of every successful cover letter.


Truth #2: Cover Letter Writing Is Sales 

Just as with resumes, cover letter writing is about sales, marketing, and brand positioning. Envision yourself as a unique and special commodity: just the right solution to a problem for employers who need the features and benefits you have to offer. Your resume should reflect the best plan for marketing yourself to those employers who have a demand for the skills and qualifications you offer. If developed properly, your resume should serve you well throughout your job search. In some instances, you may wish to “tweak” your resume to emphasize a particular skillset or highlight an accomplishment especially relevant to a particular job opening, but by and large, it will remain the same.

By contrast, when you write your cover letters, your goal should be to demonstrate to a particular employer just how your unique skills and qualifications relate to that firm’s specific needs. As such, each cover letter you write will be unique, depending on the recipient and the specifics of the situation (job description, your research on the company, or other information you’ve learned about challenges facing the employer).

Think of the cover letter/resume package that you present to a prospective employer as a piece of direct-mail advertising. Not unlike direct-mail pieces that arrive in our mailboxes, the goal of the cover letter and resume package is to grab the reader’s attention and prompt that person to act; namely, by reading the cover letter and resume, and then offering the candidate the opportunity for an interview.

The no-nonsense approach to the job search is a bit more subtle than that used by mass advertisers in direct-mail campaigns. However, the underlying strategy is the same: specifically, prompting the recipient to read and respond to the material in a favorable manner. Your cover letter must capture the reader’s interest and draw him or her into the resume, ultimately encouraging a decision-maker (HR director or hiring manager) to decide, “I want to speak to this candidate!”
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Know Your Audience 

The first step in writing your no-nonsense cover letter is to know your target audience and understand their needs and desires. Try to put yourself in the employer’s shoes and recognize how the unique skills and qualifications you offer will be able to address that employer’s specific needs. Your cover letter should focus on your capabilities as they directly relate to the target company’s particular requirements.

If you’re applying for a specific position, the job posting should give you a great deal of information about what skills, knowledge, competencies, and other qualities are essential. When you’re applying to a company in the absence of a specific job advertisement, you can learn a great deal about the organization, its needs, and its challenges by researching the company on the Internet. This will allow you to focus your letter on the skills and experiences you offer that will help the employer meet those challenges.


Position Yourself as “The” Solution 

In our companion book, No-Nonsense Resumes, we stressed the importance of writing your resume in the first person. When you write your cover letters, you still want the focus to be on you, the candidate, and you may use the first person where appropriate. However, to be optimally effective, your cover letter should position you as the solution to one or more of the employer’s challenges. The prospective employer should feel that you are writing to him or her, that you know what his or her firm needs, and that you can deliver what you promise. For this reason, we recommend that you minimize the use of the personal pronoun, “I,” especially at the beginning of a sentence or paragraph. The goal is to highlight your qualifications for the job, while at the same time making the employer believe that you understand the firm’s specific needs and can fulfill them. Take a look at these two examples of opening paragraphs to better understand what we mean:

Example #1: Overuse of “I”

Dear Ms. Smith:

I am most interested in the position of Customer Service Representative you advertised in Sunday’s newspaper. I believe that I can perform this job very well, and I have enclosed my resume, which highlights my skills and qualifications.


Example #2: Same message, with focus on the employer

Dear Ms. Smith:

Your recent advertisement for a Customer Service Representative appears to be an excellent match for my existing capabilities. My account relations experience, organizational skills, and careful attention to detail are all consistent with your requirements for this position, as you’ll note on my enclosed resume. 


Examples 1 and 2 convey the same information, but notice how Example 2 flows much more smoothly and engages the reader more fully by the strategic use of second-person pronouns (you, your, and so on).

Here are two more examples, from the middle paragraphs of a cover letter, that also demonstrate the concept of focusing your letter on the employer’s needs:

Example #3: Poorly placed first-person pronouns

I expedited customer orders at Medco, where I also resolved billing discrepancies and tracked shipments. I also advised customers about new products that were potentially beneficial to their business. I note that these skills are similar to those mentioned in your job posting.


Example #4: Better sentence structure and use of pronouns

Among my duties at Medco, I expedited orders, resolved billing discrepancies, and tracked shipments, as well as promoting new products to existing accounts. All of these functions directly relate to the duties outlined in your posting.


The goal is to make the reader feel like the focus is on him or her, even though your objective is to tout your own skills and qualifications.

Taking this concept one step further, your ultimate goal is to sell yourself to potential employers. Draw the reader into the resume by referencing one or more of your accomplishments that are clearly relevant to the employer’s specific hiring needs. Demonstrate how you can be a solution to a challenge facing the business. Both of these concepts are demonstrated in this example:

Example #5: Selling yourself into your next job

You’ll notice on my enclosed resume that while at Automotive Electric, Inc., I was instrumental in reducing scrap and reworks on the armature winding line by 83%, leading to annualized savings approaching $500K. I understand that your firm is aggressively pursuing Lean Manufacturing initiatives driven by cost-reduction programs. My demonstrated success in achieving tangible results in this area will be an asset to your manufacturing operations as you seek to advance these goals.


Also inherent in the previous example is the “Sell It; Don’t Tell It” concept, which is a compelling way to communicate your value and the benefits you can bring to a new employer. Rather than simply telling your reader what you have done, you want to sell what you’ve accomplished and contributed. Here are some more examples:

Example #6: Sell It; Don’t Tell It

▶ Telling It:I performed customer service and inside sales duties for a firm selling hydraulic valves.


▶ Selling It:As an Account Manager for Valiant Valves, I maintained a 93% customer satisfaction rating (second highest in the department) and was the leader among a 10-member team in selling additional products and services to my existing account base.


▶ Telling It:I handled general ledger, accounts payable, and payroll functions for a large company.


▶ Selling It:In my capacity as a Senior Staff Accountant, I managed general ledger and accounts payable for a $26 million manufacturing operation, plus administering payroll for 120 hourly and 14 salaried employees.



Notice how each of the “Sell It” examples sells the candidate’s capabilities by offering quantitative information about the scope of that individual’s responsibilities and measurable results. As you read the later chapters of this book, you will see numerous additional examples of how this sales principle can be powerfully applied to virtually any career field.




Truth #3: Cover Letter Writing Is All About Strategy 

When we talk about cover letter strategy, it’s really all about understanding who your audience is and what approach will be most appealing to a particular audience. The tone, content, and format of your cover letters will necessarily change based on what you know about the reader. Is that person a recruiter or does he or she work for the company? In Chapter 3 we discuss in detail how to create letters that are appropriate for each of these different recipients. For now, just know that it’s important to understand that the message you communicate and the information you share will differ from one audience to another.

The lion’s share of cover letters that you will write over the course of your job search will most likely be directed to companies—the firms that would actually employ you, and many of those will be for specific job openings. These letters should be targeted to the specific opportunity, and you should avoid sending a generic, one-size-fits-all cover letter in such circumstances.

The best way to approach these letters is to carefully read the job posting and identify how your qualifications match what the employer is seeking.  Examine how your skills and accomplishments demonstrate your ability to fulfill the employer’s requirements as stated in the job description. Then write a cover letter that sells your capabilities to that specific employer for that specific job. Generally, bullet points work best when you want to convey a list of specific qualifications, skills, projects, or achievements. Paragraphs, on the other hand, allow you to tell one or more brief stories about how your experiences relate to the employer’s needs.


Unique Strategies for Writing to Recruiters 

Recruiters are generally in a hurry and, with a few exceptions, they only get paid if they find the ideal candidate for their customer, the employer that they represent. Note that we said they represent the employer, not the job seeker. This is a vitally important concept to remember because the recruiter’s motivation lies completely in satisfying the hiring company. For this reason, cover letters directed to recruiters should be succinct and to the point, so bullet-format letters are often your best choice.

You may also want to include information in a letter to a recruiter that many experts would advise against including in a letter written directly to an employer. This might include information about your salary history or salary requirements, geographic preferences, and availability for travel. That type of information will help the recruiter match you to an appropriate position and not waste his or her, your, or the employer’s time. However, when writing directly to a prospective employer, offering this information in an initial cover letter can harm your chances of employment.

You’ll read more about the differences in company and recruiter letters in Chapter 3. For now, just remember that the recruiter is an agent for an employer, so you should reference “your client” or “your client’s firm” instead of “you” and “your company” when writing recruiter letters.

During the course of your job search, there are a number of other audiences you may write to, under a variety of different circumstances. These may include broadcast letters to recruiters or companies and networking letters to friends or professional contacts. You will find these covered in detail when you read about design and format (Chapter 2) and the actual writing of your letters (Chapter 3). Understanding the different types of letters and how to use them when writing to various audiences will help you to prepare letters that hit their target, grab attention, and generate interviews.


Truth #4: Targeted Letters Work Best 

Broadcast letters and networking letters are the best examples of cover letters that are not targeted. They’re more general letters, written and sent to more general audiences that may not have any specific job openings. Think of a radio or TV broadcast that reaches thousands (perhaps millions) of people with the same message. Similarly, you might send a broadcast cover letter (along with your resume) to dozens (or possibly hundreds) of potential employers. 

However, the vast majority of cover letters you will write are likely to be targeted toward a specific job opening with a particular company. For these situations, you’ll want to create cover letters that respond directly to the employer’s needs and convince the hiring authority that you are a strong candidate for that particular position.

To accomplish this, carefully examine each job posting to identify the specific requirements of the position and, when possible, research the company’s mission statement and values, its corporate culture, and any critical challenges they are facing. This information will help you to better understand the employer and how you can deliver value to that company. What’s more, in today’s Internet-based world, finding that information can be as easy as a few keystrokes!

Once you’ve identified the key requirements for the job—what the employer sees as most important—you can develop bullet points, or short paragraphs, that tie your experiences to the company’s specific needs. Here are two examples:

Example #7: Bullet point (employer’s stated requirement in bold)

• Developing and managing budgets: As Director of the Erie County (PA) Library System, I was accountable for an $18 million annual operating budget. As Library Director in Meadville, I developed a five-year capital improvement plan and championed a three-year technology plan.



Example #8: Paragraph style (telling a brief story):

 


While reviewing information on your Website, I noted that you are pursuing an array of fund-raising initiatives. Shortly after assuming the role of Executive Director for the Healing Education & Arts Retreat of Tonawanda (HEART), I established the Assistant Director of Marketing & Community Relations role, recruited a talented professional, and charged her with raising community awareness. Through a series of special events, we boosted membership, increased program participation, and developed a strategy for promoting our spacious facility as a meeting venue, creating an entirely new revenue stream for the organization.


You will find many more examples of bullet points and paragraphs in subsequent chapters, with samples specific to your career field in Chapters 5-16.


Get Contact Information 

Ideally, your cover letters should always be directed to a specific individual. Hopefully, that person’s name and contact information will be listed in the ad or posting. When it’s not, some applicants will take the extra step of doing some detective work to find the name of the appropriate person. Sometimes, this is as simple as visiting the firm’s Website and finding the name (and click-through e-mail address) of the director of human resources, the general sales manager, the VP of manufacturing, or any one of a number of other individuals you may want to contact.

There are also directories at the library that list key people at various companies, or you can call the company and ask the receptionist, “Who is the chief marketing person with your company? What is his or her proper job title? How would I best direct a letter to his or her attention?” This works more often than you might think, because the receptionist is there to provide information and be helpful. Should you encounter an automated, menu-driven phone system, with a bit of persistence you can usually navigate the system to acquire the information you need.

However, we don’t recommend spending all of your time sleuthing for the right contact at a firm. If you absolutely can’t find the name of a specific individual, you’ll want to follow the instructions in the job posting or possibly look for a link to career opportunities on the firm’s Website. If you’re in doubt about what to use for a salutation, we prefer “Dear Hiring Authority,” “Dear Recruiter,” or “Dear Sir/Madam” as opposed to the outdated “To Whom It May Concern.” Of course, the rest of your letter should follow all the principles previously mentioned in addressing specific job requirements and connecting your skills and accomplishments to that employer’s needs.


Truth #5: The Cover Letter Must Match the Resume 

If you followed our advice in No-Nonsense Resumes, you should already have a resume that portrays the best you for the type of position(s) you are seeking. Now, your challenge is to write cover letters that complement and support your resume. Specifically, this means that your cover letters must “match” your resume and be targeted to the same types and levels of positions.

Consider this: A senior manager uses different language, tone, and style when writing his or her resume and cover letter than an engineer or technology professional does. Likewise, a skilled tradesperson has a different vocabulary than a school teacher. All must use proper grammar and spelling, while at the same time staying true to their own experiences and the environments in which they work.

Your cover letter should also complement your resume without repeating the exact same information you’ve already included in your resume. You do want to connect the reader to your resume by highlighting relevant points, but try to avoid using, verbatim, the same words that appear in the resume. Read the examples and you’ll see exactly what we mean:

Example #9: Paragraph style—overtly directing reader to the resume:

During the 1990s, I led a creative team with Epstein & Partners, LLP, where I successfully managed PR campaigns supporting the launch of new consumer products, food products, and business-to-business equipment. All of these campaigns delivered exceptional results for my clients as outlined on the attached resume.



Example #10: Bullet style—references to past employers subtly encourages reader to flip the page and read the resume:

 


Among my experiences directly relevant to your needs are the following:☆ Full-charge bookkeeping for manufacturing, professional services, and retail sales firms. (Andrews & Arthur, LLC)
☆ Preparation of sales, income, and payroll tax filings, as well as consultation with clients on tax-planning issues. (GMPK)
☆ Implementation of automated accounting applications for a variety of small business clients. (Thomas Williams, CPA)





Keywords Are Critical 

Using keywords is one of the best ways to link your resume and your cover letters. In simple terms, keywords are those buzz words found in each and every profession. They identify the essential skills, knowledge, and expertise that distinguish someone in a particular field. For example, keywords for a sales professional include territory management, account management, sales presentations, sales negotiations, product management, and many more. Keywords for a bookkeeper include accounts payable, accounts receivable, payroll processing, general ledger, tax filings, and more. You probably already know what the keywords are for your current job—you use them every day—but they’ve become so second nature to your day-to-day activities that you might not recognize their importance.

The use of the proper keywords in your cover letters will not only help match your letters to your resume, but will also increase your chances of landing an interview if your cover letter and resume package gets uploaded into an electronic database. When this happens, both your resume and cover letter will be scanned by specialized software that searches for keywords that are relevant to a particular position. Once the software identifies the right keywords in your documents, you will be chosen to move on to the next phase in the candidate selection process.


The Final Presentation 

One final word on matching your cover letters to your resume: In order to present prospective employers with an attractive, integrated package, the fonts (typestyles) and overall design of your cover letters should coordinate with your resume. In the example that appears on the following pages, notice how the graphic design used for the candidate’s contact information is consistent between the resume and cover letter. Note, also, that the same distinctive font (in this case, Bookman Old Style) has been used for both the letter and the resume, and that bold print and italics have been used to highlight achievements and notable information in each document.
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Whether these documents are printed on fine resume stock (always use the same paper for both cover letter and resume) or transmitted electronically, the entire presentation comes together to leave a lasting impression on the reader, one that will ideally lead to an interview for you, the job candidate.


Truth #6: Each Circumstance Presents Its Own Challenges 

There are many different circumstances in which job seekers may find themselves, and each one carries its own challenges when it comes to writing cover letters. For some of the more common challenges, we’ve given you a few key tips to point you in the right direction. You’ll find much more information about these challenges and others in the 100-plus sample cover letters throughout this book.

If your challenges are especially unique and you need even more information to guide you in preparing a strong resume and compelling cover letter, we suggest you consult the following resources, all of which were authored or co-authored by Wendy Enelow:

No-Nonsense Guide to Resume Writing (Career Press)

Expert Resumes for Career Changers (JIST Publishing)

Expert Resumes for People Returning To Work (JIST Publishing) Expert Resumes for Military-to-Civilian Transitions (JIST Publishing)

Best Resumes and Letters for Ex-Offenders (Impact Publications) College Grad Resumes to Land $75,000+ Jobs (Impact Publications)


(You can find all of these books and more at www.wendyenelow.com.)


Career Change 

In any career-change scenario, you should be looking forward, not back. Your resume should focus on your future career objective and how the skills you’ve acquired thus far have prepared you for such an opportunity. Likewise, your cover letters should be written to match your qualifications with your current goals, featuring your transferable skills and highlighting keywords that relate to the new career field you wish to pursue.

A common career change is transition from the military to the civilian workforce. The most important thing in this situation is to think in civilian terms and characterize your skills and achievements using language a civilian can understand. “Experience making critical decisions under highly stressful conditions, providing leadership to 30 subordinates in the field, and exercising independent judgment without direct day-to-day supervision” accurately describes what an infantry officer does in combat. But these same skills are applicable to a variety of supervisory roles in civilian life.

We suspect that most Military Occupational Specialties (MOSs) are somewhat easier than an infantry officer’s to translate into terms a civilian will find meaningful. Procurement, logistics, fleet maintenance, and facilities management are all important military functions, and each of them parallels similar job opportunities in the civilian world.

If your goal is to move from not-for-profit into for-profit, private industry, or vice versa, remember that fund-raising is sales and sales is fund-raising. Each requires the same core skill sets (for example, building relationships, presenting, negotiating, and closing). Likewise, a budget is a budget, regardless of the funding source, and serving a constituency is really just another name for customer service. Simply recognize who your audience is and write your letter using the language and keywords that the reader will understand to be relevant to his or her particular hiring needs.

Similarly, if you plan to transition into (or out of) a teaching career, recognize the transferable skills you offer. For example, teaching and corporate training have strong similarities (whichever direction you’re moving), and life experiences can offer some interesting insights that can be brought into the classroom. Once again, consider keywords that relate to your new objective and tailor your cover letters so that they resonate with potential new employers and entice them to act (offering you an interview).


New Graduate 

A new graduate can be a traditional student who progressed directly from high school to college and is now ready for the “real world.” A new graduate can also be someone who just completed a degree while holding down a full-time job, and who has significant work experience to go along with a freshly minted diploma. Each scenario has its own special considerations.

If you’re a recent graduate with no significant professional experience, make the most out of any internship, co-op, or summer job experiences you’ve had. Highlight on-campus activities that demonstrate your leadership skills (for example, student government, club officer, or intramural sports). And be sure to feature your technology skills, as they are relevant to almost any career track in today’s e-based business world and economy.

If you’re an “adult learner,” who worked for several years and then returned to school, emphasize that you offer the best of both worlds—your recent education that’s up-to-date and leading-edge, combined with your experience and maturity. You have current knowledge and the wisdom to make the most of it. This places you in an extremely favorable position in the market.


Return-to-Work 

For those of you returning to work after an extended absence, don’t worry about addressing employment gaps in your cover letter. Hopefully, your resume is structured in a way that either camouflages the gaps or effectively deals with them. Once you get to the interview, there will be ample opportunity to explain  your circumstances and the reasons for any gaps. However, there are individuals who have been out of the workforce for years and this section is written specifically for them.

If you’ve been on the “mommy (or daddy) track,” but are now ready to return to the workforce, it may be effective to feature volunteer activities you’ve participated in that demonstrate your leadership, organizational, and interpersonal skills. Highlight things such as serving on the advisory board for a charity or preschool, as an officer of the PTA, or as a scout leader. Some creative candidates even use their expertise in managing a household budget as evidence of strong financial management and organizational skills. Also, don’t be afraid to draw on professional skills developed before you left the traditional workforce, even if they seem dated.

If you’re returning to work after an extended illness, or coping with a physical disability, focus on what you can do and don’t dwell on things you can’t do. In most cases, you’ll have some legal protection against discrimination due to your disability and many employers are enthusiastic about employing a motivated worker who genuinely appreciates the opportunity to work.

Ex-offenders perhaps face the toughest challenge when making the transition out of prison and into the workforce. Our best advice is that you should not disclose the fact that you were incarcerated on your resume or in your cover letter. You may choose to highlight work experience or training completed “inside the fence,” but do so in a manner that does not immediately communicate that you were in prison. Rather, save that discussion for an in-person interview where you can own up to this “life-altering experience” and talk about what you’ve learned and how you’ve grown from it. As mentioned earlier in this chapter, consult Best Resumes and Letters for Ex-Offenders (Impact Publications) for more advice if you’re in this situation.


Relocation 

Relocation could mean that you’re planning a move to pursue new career options or simply moving to a better area for personal reasons. It could also mean that you are the “trailing spouse.” Your significant other has landed an opportunity just too good to pass up, and you are the one who needs to find a new job in a new city.

The key in these situations is to convey to the prospective employer that you are committed to the new location, either due to family ties, your love of the area, or recognition of the career potential offered in the new locale. It’s helpful if you have an established address in the new location, even if you have to use a friend’s while you’re transitioning. That way, it looks to employers like you’re already there, which they will view as a positive.


Laid Off/Fired From Last Job 

In this day and age, layoffs, unfortunately, have become common enough that there’s little stigma remaining to being laid off, so don’t be self-conscious  about it. It’s happened to hundreds of thousands of people, so you’re certainly not alone! On the other hand, a termination is always a delicate situation to handle. For either scenario, the best approach is to accentuate the positive and de-emphasize the negative. Your cover letters should focus on your skills and achievements, and possibly your longevity with the company. In the case of a termination, it’s best to save the discussion of how and why you left your last job for the interview rather than in your resume or cover letter.

Coaching you on how to best deal with these issues in an interview is beyond the scope of this book. If you do find yourself in this situation, here are some wonderful resources that we strongly recommend:

Nail the Job Interview (Impact Publications)

The $100,000 Job Interview (Impact Publications)

How To Choose the Right Person for the Right Job Every Time (McGraw-Hill)

Knock ’Em Dead (Adams Media)


(You can find all of these books and more at www.wendyenelow.com. For a copy of Knock ’Em Dead, visit www.amazon.com or your local bookstore.)


Perceived Job-Hopper 

As recently as 10 years ago, if you spent less than three to five years in one job, you were considered a “job-hopper.” By today’s standards, five years with one company qualifies as long-term employment! Consequently, what can be characterized as job-hopping has shifted over the years, and many professionals now work in occupations and industries where moving from one company to another is the norm.

That said, if you perceive that you may be viewed as a job-hopper by prospective employers, you may want to consider a functional format for your resume that emphasizes your diverse experience and flexibility. Showing that you can adapt easily to new work environments can be seen as a positive by dynamic organizations undergoing significant changes. You may be able to cast yourself as a “change agent,” or at the very least as someone who embraces change. Then, be sure that your cover letters reflect the same messages as your resume and embrace the same concepts such as adaptability to change.


Summary 

Now that we’ve explored the six essential truths about cover letters, we’ll move on to vital information about cover letter design and format (Chapter 2), cover letter writing (Chapter 3), and the electronic transmission of cover letters (Chapter 4). Following that, Chapters 5-16 offer more than 100 cover letter samples that you can use to create your own winning letters that open doors, generate interviews, and land great new opportunities.




Chapter 2

▶ Simple Truths About

Cover Letter Formatting and Design

 


When developing your cover letters, there are two important considerations you’ll always want to keep in mind: format and design. As with your resume, these elements are essential in preparing your presentation to prospective employers. If you’ve chosen a unique design for your resume that gives you a distinctive presentation, you’ll want your cover letters to be consistent with that design choice so that you present a complete and professional package.

To begin designing your cover letters, ask yourself these questions:1. Which cover letter format is most appropriate for me to use? Bullet format? Paragraph format?
2. Does the design of my cover letter match my resume? Does the typestyle coordinate with my resume? Does the visual appearance of my letter complement my resume?


As you review the cover letter samples in this book, you’ll see dramatic differences in presentation, from conservative to avant garde. A banker or financial analyst would probably design a cover letter on the conservative end of the spectrum, while a media sales representative or graphic artist might want to project a more distinctive visual image. As you read this and later chapters, you should develop a sense of where on that continuum—from conservative to very unique—it’s best for your cover letter and resume package to be positioned. This will depend not only on your specific profession (for example, finance, sales, graphic arts, engineering, logistics, or production), but also the specific industry that you are targeting (for example, aerospace, telecommunications, film/television, publishing, or education).




The 4 Simple Truths About Cover Letter Formatting and Design 

When you’re deciding what design and format to use for your cover letters, you’ll want to consider these four essential truths. They are critical to competitively positioning yourself within the job search market by creating letters that are distinctive and memorable.

Truth #1: Effective cover letters contain 10 key components.

Truth #2: Simple designs work best.

Truth #3: Bullet-format letters highlight your skills and achievements.

Truth #4: Paragraph-format letters tell your career stories.


Now, we’ll explore each of these truths in much greater detail so you’ll understand how to integrate these concepts when designing and formatting your cover letters.

 


Truth #1: Effective Cover Letters Contain 10 Key Components

As we mentioned in Chapter 1, there are 10 key components that should be part of every effective cover letter, regardless of the particular format and design choices you make. These key elements include:

1. Contact information: The whole point of sending out your cover letters and resumes is to convince prospective employers to contact you for interviews. That being the case, you want to make it as easy as possible for them to reach you. It is essential to include your name, address, phone number, and (personal) e-mail address at the top of each of your cover letters (as well as on your resume).

In the “typewriter era,” your address at the top of the page was neat and clean, but generally rather bland in appearance. Today, with all the advantages of modern word-processing software, you can now design a unique and attractive “letterhead” for yourself. A very effective approach is to copy and paste the contact information from your resume onto a blank page and save that document as a “letterhead” that you can reuse each time you need to create a new cover letter. Here are a few examples:


Creating your own letterhead using the heading from your resume: 

Example #1:

GARY LUCIANO
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Example #2:

MICHELLE S. BATES

24 Bramblebury Lane 

Rochester, New York 14699 

(585) 544-3333


Example #3:[image: 007]



2. Date: Your cover letters should include the date the letter is to be mailed, and the preferred format is as follows: December 10, 2006. The date appears just below your contact information and above the inside address (which indicates the recipient of the letter). Depending on the overall format of your letter (see Truth #2—Simple Designs Work Best later in this chapter), the date can be either flush with the left margin if you’re using a block format cover letter (see Karl George sample cover letter on page 34) or indented 4 inches from the left margin if you’re using an indented paragraph format cover letter (see Thomas Vincent sample letter on page 35).

3. Inside address: Most frequently, the inside address will include the complete name, title, and business address of the individual to whom you are addressing the letter. This is the most common format and the recommended format when you have all of that information. See example #4:

 


Example #4: Standard format with complete address:

Mr. Claude Nettles 

General Sales Manager 

Industrial Supply Associates, LLC 

1234 Business Park Road 

Roanoke, VA 22334

 


Dear Mr. Nettles:



In today’s job market, however, you will often find yourself frequently responding to an e-mail address or fax number, without knowing the complete address. Examples #5 and #6 show best how to handle such situations.

 


Example #5: When you only know the e-mail address:

Ms. Rose Gardner 

Executive Search Consultant  

rgardner@executivesearch.com

Dear Ms. Gardner:



Example #6: When you only know the fax number:

Mr. Randy Gardner 

Hiring Director

 


Fax: (703) 555-9299


4. Reference line: If you decide to include a line that references the position or job posting number for which you are applying, place it between the inside address and the salutation.

5. Salutation: The salutation is the line that says, “Dear Mr. Jones:” You can use “Dear Hiring Authority:” or “Dear Sir/Madam:” if you don’t have a contact name. Note that it’s accepted practice to refer to all women as “Ms.,” unless someone specifically refers to herself as “Mrs.”

Following is an integrated presentation showing the inside address, reference line, and salutation as they would appear together.

 


Example #7: Inside address and salutation with reference line included:

Mr. Sam Sizer, CEO 

Amalgamated Industries, Inc. 

22 Chester Boulevard, Suite 1202 

Rye, NY 15983

Re: Executive Assistant (Posting #06-123EA)

Dear Mr. Sizer:


6. Opening paragraph: Generally, your introductory paragraph will be short (one or two sentences) and will communicate why you’re writing to that individual (for example, in response to an advertisement or job posting, to express your interest in employment opportunities with that company, or to follow up on a referral). As you’ll read in Chapter 3, there are a variety of strategies and tactics you can adapt for writing your own opening paragraph that will help to distinguish you from the crowd of other candidates.

7. Content/main body of the letter: The main body of your letters is where you’ll include the real substance—highlights of your skills, qualifications, employment experiences, achievements, projects, and more that are most relevant to a particular position or company. This is the section that you will use to sell yourself and capture an interview. Much of Chapter 3 focuses on the strategies and wording that you can use to create powerful letters that encourage readers to review your resume and extend the opportunity for an interview.

8. Closing paragraph/call to action: The closing paragraph of your letter should explicitly ask for an interview or state your plan for following up whenever possible. Examples of both are shown in Chapter 3. However, there will be  instances (for example, blind post office box) in which you will be unable to follow up. In those situations, all you can do is wait to hear back from the company or recruiter.

9. Closing/signature: Immediately following your closing paragraph is the complimentary closing, usually “Sincerely,” “Respectfully,” or something similarly appropriate. Then add three to four line spaces for your signature, and type your name.

Example #8 shows a closing paragraph and complimentary closing.

 


Example #8: Closing Paragraph, with complimentary closing and signature:

I am convinced that I can make a significant contribution to your accounting team and would appreciate the opportunity to discuss how my capabilities can serve your needs. Please contact me via phone or e-mail to establish a mutually convenient time for an initial conversation.

Sincerely,

 


Martin K. Morrison  

(your hand-written signature)

 


Martin K. Morrison


10. Enclosures: Including the word “enclosure” at the end of your letter (two spaces below your typed name) is optional. Whether you mention it or not, you’ll be enclosing (or attaching) a copy of your resume, and that’s understood. However, you’ll find that most people do include the word “enclosure” at the very end of a letter. Here are two examples:

 


Example #9: Simple reference to an enclosure:

Enclosure


Example #10: Detailed listing of enclosures:

Enclosures: Leadership Profile 

Reference List 

Job Application


An important note about enclosures: Do not include anything that was not requested. Your resume and cover letter are an introduction to who you are and the value you bring to an organization. Keep it simple and don’t overwhelm someone with lots of paperwork they did not request. Trust us when we tell you that this will not work to your advantage!

Now that we’ve detailed each of the key elements that are essential to the design and format of effective cover letters, it’s important to see a visual representation. Refer to the next page for a sample cover letter for Dennis Gregory   that you first saw in Chapter 1. We’ve repeated this example to illustrate the specific placement of each of these essential elements in a professionally designed and formatted cover letter. Use this template as the foundation to create your own distinctive cover letters.
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Truth #2: Simple Designs Work Best 

As already mentioned, the purpose of the cover letter and resume package is to get you noticed by an employer and called for an interview. That’s it and nothing more. Resumes and letters do not get jobs; only people do! To be sure that you get interviews, you’ll want to keep your cover letters inviting, readable, and not overly designed. Remember, you’re not creating a brochure or advertisement; you’re writing a business letter. Keep it professional!


Font Selection 

The first consideration is to select a font (or typestyle) that complements your resume and is easy to read. Most likely, this means using the same font you used for the body of your resume. Commonly used fonts include Tahoma, Verdana, Arial, Bookman Old Style, or Times New Roman. All of these styles are included in the most recent versions of Microsoft Office or have equivalents in other word-processing applications. As such, you can be relatively certain that when you e-mail your resume and cover letter, the integrity of the font will be retained and your e-mail won’t come through as garbage.

To be sure that your cover letter is easy to read, we recommend that you use a type size of 10-12 points. Why the range in size? Well, different fonts are larger than others. For example, 10-point Bookman Old Style is easy to read; 10-point Garamond is a little tougher. Conversely, 12-point Bookman is a bit too large and too elementary in appearance, while 12-point Times New Roman is quite readable. You may want to experiment with different fonts and sizes to see which you like best, which looks most professional, and which accommodates the text of your cover letter the best. To help you decide which font is right for you, refer to the Font Comparison Chart on page 49 at the end of this chapter.


Format Selection 

The other important consideration to keeping the design of your cover letters simple is whether to use a block format or an indented-paragraph format. Each is completely acceptable; your choice really depends on your personal preferences.

Every element of the block-style letter is flush with the left margin, including the date, signature lines, and opening lines of each new paragraph. In contrast, the indented-paragraph style will have the date and signature lines indented 4 inches from the left margin, with the opening line of each paragraph indented a quarter-inch or half-inch, depending on your preference.

On the following two pages are sample cover letters that illustrate a block-format cover letter and an indented-paragraph cover letter. See which style you like best and which one best complements your resume design and format.
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Truth #3: Bullet-format Letters Highlight Your Skills and Achievements 

Bullet-format cover letters have become increasingly popular over the past decade. In essence, the bullet format is one in which a cover letter is composed of an introductory paragraph followed by several “bullet points” that highlight key information the writer (job seeker) wishes to convey to the reader (HR representative, hiring manager, or recruiter). One significant advantage of bullet-format cover letters is that they appear more readable. Employers who are quickly reviewing cover letters and resumes can zero in on the bullet points and get the essence of your message, even if that’s all they read during their initial screening.

There are two situations in which bullet-format cover letters are most effective. The first is when you want to briefly highlight a list of achievements or work experiences that relate to the types of positions for which you are applying. The second is when you want to respond point-for-point to the specific qualifications an employer is seeking in a candidate.

The first scenario, listing skills and experiences that you, as a candidate, have to offer, works well for broadcast or networking letters. Broadcast letters (also referred to as cold-call letters) are those that you would send to employers and/or recruiters when you are not applying for a specific opening, but are “broadcasting” your availability and key capabilities by sending essentially the same letter to a mailing list of contacts.

Networking letters are those that you would send to acquaintances (warm networking contacts) or people you’d like to meet (cold networking contacts). The goal is to advise these contacts of your job search and ask for their assistance. Here is a set of sample bullet points as they might appear in either a broadcast or networking letter:

 


Example #11: Bullet points highlighting skills and experience:

Some of the key talents that I can bring to a position with your firm include:• Experience administering Defined Benefit and Defined Contribution Pension Plans which include monitoring compliance, tracking terminations and new submissions, and communicating with plan sponsors, participants, and accountants.
• General Accounting experience that includes exposure to Accounts Payable, Accounts Receivable, Payroll, and General Ledger. I have also prepared financial reports and projections, and participated in budget-planning activities.
• Experience coordinating benefits enrollment including processing applications, communicating with employees on key issues, and resolving problems for employees.



The other scenario in which bullet-format letters are most useful is when responding to specific job requirements. Often, a job posting will include its own set of bullet points, outlining the requirements the employer seeks in a candidate. In such cases, it works to your advantage to tailor your cover letter so that it answers each bullet point from the job posting with an example of your skills, experiences, or achievements that demonstrate your capabilities. By following this pattern, you can clearly communicate your value as it specifically relates to the employer.

In the following example, first look at the employer’s requirements (essential duties) and then see how bullet points from the corresponding cover letter answer those requirements. (Note that in this example, only the cover letter bullet points should be included in the actual letter; not the “Essential Duties” as outlined by the employer.)

 


Example #12: Job Posting—Essential Duties:

− Plans the annual budget and controls expenses for the department; enforces cost controls and establishes cost measurements to ensure budget compliance.
− Develops goals and objectives of the department; directs and administers the work performed by the department; and ensures projects are completed on time.
− Hires, supervises, and assigns work to subordinates; mentors employees; and evaluates team members’ performance.
− Plans and allocates resources to ensure efficient operation of the organization.
− Establishes long-range goals, objectives, and overall direction for the department; monitors and reviews strategic plans; ensures that long-range objectives are met.
− Provides information on key issues and trends to community groups, organizations, and media on a regular basis.



Corresponding cover letter bullet points:

• Budgeting and cost controls. Faced with cuts from primary funding sources, I contained costs by exploring innovative ways of delivering services and developing revenue alternatives.
• Articulating goals and objectives. As Executive Director of the Finger Lakes Collaborative, I established a vision for future development, created a capital improvement plan that was completed two years ahead of schedule, and championed a leading-edge technology plan.
• Hiring, supervising, and evaluating employees. The selection and retention of key personnel have always been a vital component of my leadership success. I have also endeavored to be a mentor and coach to those under my supervision, helping them achieve their professional potential.
• Planning and allocating resources. As part of addressing budgeting and funding issues, I have always been mindful of utilizing both physical assets and human resources to most efficiently deliver services.
• Communicating policies, standards, and objectives. Throughout my career, I have identified both deficiencies and best practices related to service delivery, and developed strategies for improving processes and implementing these improvements.
• Providing information on key issues to the community. For the past 13 years, my high-profile leadership positions have encompassed a heavy schedule of public speaking as well as one-to-one communication with key stakeholders.



One other variation on the bullet-format cover letter is the comparison, or “T-chart,” letter. This style shows the employer’s requirements and the candidate’s qualifications side-by-side in a chart. This format is less common than the others already illustrated, but you may want to use it in certain situations in which you want to explicitly demonstrate how your skills match an employer’s needs. An example of a “T-chart” appears below:

 


Example #13: “T-chart” letter with employer’s requirements and candidate’s skills:

	Your Requirements:	My Relevant Qualifications:
	-	Lean Six Sigma Certification	-	Green Belt Certified; currently pursuing Black Belt
	-	Experience with Kaizan Events	-	Championed four successful Kaizan events over a three- year period
	-	Ten years of Manufacturing Experience	-	Five years as machine operator, followed by seven years as production supervisor
	-	Proficient in MS Project	-	Advanced training and practical experience with MS Project
	-	ISO-9000 Experience	-	More than 12 years in QS-9000 environment (auto industry equivalent of ISO-9000)





One of the biggest advantages of using bullet-format or T-chart cover letters is their “modularity.” In other words, you can easily remove one bullet from an existing letter and “plug in” a new bullet to quickly modify it when responding to a different, but related, position. As you’ll learn in Chapter 3, when we discuss writing your cover letters, you may want to create several prototype, or general, cover letters that encompass the key points you will communicate to prospective employers. Then, as you respond to specific job postings, you can easily modify these bullet-format prototype letters to be more relevant to particular openings by adding, subtracting, and/or reordering the sequence of your bullets. If you are applying for several opportunities each week, this approach can be very efficient.

The one disadvantage of the bulleted format is that it can significantly reduce the amount of information you can include in a one-page cover letter. Your bullet points must be concise and to-the-point in order to have the desired impact. If your experiences require more of a narrative, storytelling approach, the paragraph format may be your best choice.

Examples of bullet-format, indented cover letters are shown on pages 40, 41, and 42.


Truth #4: Paragraph-Format Letters Tell Your Career Stories 

There will be instances when either the requirements of a position or the circumstances of your work history are best presented in a narrative or storytelling approach. Resume-writing professionals and career coaches frequently advise their clients to use the Problem-Action-Result (PAR) or Challenge-Action-Result (CAR) method to develop success stories that can be used in a job interview, incorporated into a resume, or, for our purposes here, included in a cover letter.

In such cases, formatting your cover letter in paragraphs, instead of bullets, affords you the opportunity to sell yourself with examples of your successes. You can include more detail about one or more specific situations that may be of particular interest to the potential employer and, ideally, set the stage for pursuing a dialogue about these successful scenarios during an interview.

In Chapter 3, when we discuss writing your cover letters, we will explain further how to develop your CAR stories. Briefly stated, you’ll want to identify a Challenge that you faced, describe what Actions you took to address that challenge, and showcase the Results you were able to deliver that resolved the key issues or delivered the most value. To have the most impact, those results should be as quantifiable as possible (for example, percentage of increase in sales, reduction in equipment downtime, or improvement in quality ratings). In other words, you want to include whatever statistics you have available that support your individual success stories.
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Paragraph-format cover letters are also effective when you want to tell the story of your career path. Maybe you were promoted quickly or had a great mentor who helped you advance your career. Perhaps you’ve worked or traveled internationally, giving you experiences that uniquely enrich your capabilities for a particular job. The paragraph format gives you the opportunity to tell such stories in a compelling way, which a bullet-format letter just doesn’t allow. Here’s an example of the middle paragraphs from such a letter:

Example #14: Unique and compelling story of a candidate’s career track:

 


Even though my father owned the company, he was determined that I learn the business from the ground up. After college, he arranged for me to have six-month internships with four different companies that were either suppliers or customers. These experiences, in each case on the shop floor, broadened my understanding of the products and processes involved in our industry. Because my coworkers assumed I was just another employee, they treated me as “one of the gang,” and I greatly enhanced my ability to relate to and build rapport with diverse groups of people at all levels.

 


When I returned to Acme Products, first in a production planning role and later as an Account Manager, I was able to apply the knowledge and expertise gained during my internships in ways that enhanced customer satisfaction and improved both productivity and product quality.

 


Now that Acme has been profitably sold to Consolidated Industries, I feel that my unique professional development program has prepared me to assist your firm in meeting the needs of your customer base, which substantially overlaps that of Acme.



One other advantage of paragraph-format cover letters is that you can usually fit more information on the page, but that’s a double-edged sword, because your letter can be perceived as dense if you include too much copy. However, by writing compelling success stories (such as the one above) and making judicious use of white space and type effects (bold and italics), you can make this cover letter format work to your advantage.

On the following pages are two sample paragraph-format cover letters. The first is prepared in block style (flush-left format); the second uses indented paragraphs. Either format is acceptable.

Then, on page 46, you’ll find a chart that compares bullet-format and paragraph-format cover letters. This chart gives you a quick reference guide to the characteristics of each style of letter, summarizing when it’s best to use each and providing tips on mistakes to avoid.
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Comparison of Bullet- and Paragraph-Style Cover Letters
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10 Critical Mistakes to Avoid 

1. Choosing the wrong format. As discussed earlier in this chapter, bullet-format letters and paragraph-format letters each have their appropriate uses. Choosing the wrong format for a particular situation can harm your chances with a prospective employer. This relates back to advice from Chapter 1 about knowing your target audience and crafting a document with format and content that will appeal to that specific audience.
2. Dense copy; overly long letter. If you have too many words crammed on a page, your letter becomes less readable and may be passed over by an employer. As with resumes, make strategic use of white space to keep your cover letter visually appealing. Likewise, limiting the letter to one page increases the chances that an employer will take the time to read it. Except for special situations, strive to keep your cover letters to a single page.
3. A too-tiny font. Resist the temptation to reduce the type size just to fit more on the page. Stick with 10-point or larger and, if necessary, edit the content of the letter to keep it to one page. It’s much more important to maintain the readability of your letters and give the reader an attractive presentation than to strive to squeeze in that extra sentence or two. Refer to the chart on page 49 for a comparison of some of the common fonts and how they look in various sizes.
4. Overuse of bold, italics, and underlining. These design elements can effectively enhance your cover letters, but overuse of them can be a distraction. As you review the many sample cover letters in later chapters of this book, take note of how bold, italics, and underlining  are used to improve readability and visual impact without detracting from the letter.
5. An untidy letter. Dog-eared pages, wrinkled pages, or coffee stains all detract from your presentation and are completely unacceptable.
6. A poorly reproduced letter. If at all possible, use a laser printer to print all of your job search documents. It may well be worth visiting your local library or copy center, where they should be able to provide you with laser prints for a modest fee. If, for the sake of expediency, you decide to print your letters on an inkjet printer, set the printer at its highest-quality setting and make sure the ink is thoroughly dry before handling your letter.
7. Inappropriate paper. Just as exotic, hard-to-read fonts can negatively affect your presentation, so can the use of paper that has a bold color or background that makes it hard to read. If your documents are faxed at some point, either by you or the employer, a color or patterned background can detract from the quality of the transmission. As with your resume, your cover letters should be  printed on quality, watermarked paper. A variety of moderately priced, attractive choices are available at office supply stores or copy centers. The paper your cover letters are printed on should match your resume; the best color choices are white, natural white (cream), ivory, or light gray.
8. Handwritten changes. Handwritten changes on your job search documents are not acceptable! Presumably, you’ve spent a great deal of time writing and formatting a top-notch resume, plus additional time composing a cover letter targeting your ideal job. Doesn’t it make sense to take the extra few minutes to make the necessary changes on the computer and print out a clean copy of your letter? Again, if computer access is an issue, many public libraries offer free access to anyone with a library card (they may charge for printing documents for you), and copy centers generally allow access to computers for a nominal fee.
9. Odd-sized paper. Although many job seekers may perceive this as a competitive advantage, believe us when we tell you that is not the case. If you’re looking for a position in the United States, be sure to print your cover letters and resumes on paper that is 8.5 × 11 inches. Perhaps if you’re an artist or designer, you might come up with something unique, but that’s a rare exception to the rule. Some executives use an “executive” or “monarch” size paper which is slightly smaller (7.5 × 10.5 inches), but, again, this is an exception.If you’re applying for jobs internationally, there is a different standard sheet size, known as “A4” (8.27 × 11.69 inches in the U.S. system of measurement), which is used in Europe, Australia, and various parts of Asia. However, if a company is accepting applications from U.S. residents, it’s likely that they will accept our standard letter-size sheet.


10. Typographical errors. Typographical, grammatical, and word usage mistakes are totally unacceptable. After spending considerable time preparing your job search documents, it would be a shame to make a poor impression on an employer by allowing such errors to slip through. Of course, you should run “spell-check” as a preliminary step, but don’t count on it to catch every mistake. The classic example is the misuse of the words, “to,” “two,” and “too.” Each is a properly spelled English word, but each has a different meaning and usage. Your computer’s spell-check cannot reliably detect if you’re using the correct one in the right context. The solution is to proofread, proofread, and then proofread again. Reread the documents yourself; set them aside and come back to reread them again; then, have a trusted friend (with a strong command of written English) read them; read them aloud to yourself. You only have one opportunity to make that first impression, and you should do everything you can to make it a strong and positive one.
 




Comparison of Common Cover Letter Typestyles and Sizes
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Chapter 3

Simple Truths About

Writing Your Cover Letters

 


Each of the chapters in this book is critically important to writing powerful and effective cover letters that get you and your resume noticed, set you apart from the crowd, and entice a prospective employer to offer you an interview. However, this chapter is perhaps the most important, demonstrating step-by-step how to write each section of your cover letter. You’ll also want to refer to Appendix A, where you’ll find a cover letter worksheet that you can use as a foundation to collect all the information you will need to write each of your letters. If you need more forms than we’ve provided, feel free to make copies so that you have ample materials to see you through the writing process.

Before we begin to explore each of these sections, it’s important to review the key concepts—the simple truths—from each of the two preceding chapters. In Chapter 1, you were introduced to the six simple truths about cover letter writing:Truth #1: Effective cover letters contain 10 key components.

Truth #2: Cover letter writing is sales.

Truth #3: Cover letter writing is all about strategy.

Truth #4: Targeted letters work best.

Truth #5: The cover letter must match the resume.

Truth #6: Each circumstance presents its own challenges.




If you can’t remember the specifics of each of these truths, take a few minutes to review Chapter 1 again, as these concepts are essential to understand and apply when you begin to actually write your letters.

Then, in Chapter 2, you were introduced to the four simple truths about cover letter design and formatting:Truth #1: Effective cover letters contain 10 key components.

Truth #2: Simple designs work best.

Truth #3: Bullet-format letters highlight your skills and achievements.

Truth #4: Paragraph-format letters tell your career stories.




Again, if you can’t remember the specifics of each of these truths, take a few minutes to reread Chapter 2, as these concepts are also essential to understand and apply when you begin to write your letters.

Now that you have a clear grasp of strategic and design considerations for your cover letters, it’s time to move on to the critical elements of the actual writing process. Similar to when you wrote your resume (if you followed the step-by-step process outlined in our companion book, No-Nonsense Resumes), writing your cover letters requires a unique blend of art and science, allowing you to use a creative approach to present factual information about yourself and your career. A cover letter is no longer simply a transmittal letter that accompanies your resume. Rather, today’s cover letter is a sales document that should be written to promote the very best you have to offer to a company. Bottom line: That’s the only goal of your cover letter—to grab a hiring manager’s or recruiter’s attention (along with your resume) and help you get job interviews.

In this chapter, we’re going to introduce you to the strategies and techniques that we, as professional resume writers, use to write powerful cover letters with a simplified and streamlined process. If you follow these instructions, you too will be able to craft cover letters that portray your very best you!




The 5 Simple Truths About Cover Letter Writing 

Just as many other business-related activities, cover letter writing is a process. In many ways, it’s much akin to writing a technical report in that the final document (1) has a very specific purpose, (2) must clearly and concisely convey a particular message, and (3) must appropriately communicate that message to its target audience.

With that in mind, it’s easy to understand that writing cover letters and other job search communications is not at all like creative writing (for example, novels, short stories, and poems), for which you stare at a blank piece of paper waiting for inspiration. Rather, cover letter writing is closer to following an outline or connecting the dots. With our help, you’ll be able to connect your dots and write cover letters using a very methodical and logical process.

We’ll begin with the five simple truths for writing winning cover letters:Truth #1: Four key components are essential for success.

Truth #2: It’s all about positioning.

Truth #3: There are five basic types of cover letters.

Truth #4: You don’t have to write in order.

Truth #5: The language should be different than in your resume.




The remainder of this chapter will explore these simple truths in much greater detail, and provide you with essential how-to information for writing cover letters that are intelligent, distinct, and filled with information that will encourage a recruiter to invite you for an interview. Remember, cover letters do not get jobs; their only “job” is to help get you an interview!


Truth #1: 4 Key Components Are Essential for Success 

As presented in Chapter 1 and Chapter 2, there are 10 key components of every effective cover letter:1. Contact information
2. Date
3. Inside address
4. Reference line
5. Salutation
6. Opening paragraph
7. Content—main body
8. Closing paragraph/call to action
9. Complimentary closing/signature
10. Enclosures


However, of these 10, there are four—contact information, opening paragraph, content, and closing paragraph—that stand out as most important. That’s what we will focus on in this section.


Contact Information 

The very first thing that you’re going to include on your cover letter is your contact information—name, mailing address, phone number(s), and e-mail address. Here are three standard formats that you can select from:

Format #1: Standard

JOSHUA L. FARMER

22 G len Cove Ames, IA 39872

Home (308) 555-2937 / Cell (308) 555-0972 / jfarm@msn.com 



Format #2: Modified

MARIA FERNANDEZ

	987 Derby Run Road Finksburg, MD 20972	(301) 555-9038 fernanm@aol.com





Format #3: College Student (similar format—with two addresses—could be used for relocation or “trailing spouse”)

SALLY R. SIMMONS

SallyS85@hood.edu 

	Permanent Address: 	Current Address: 
	665 Williamson Road	Grayson Hall, Rm. 422
	Dover, DE 19903	Hood College
	Cell (302) 555-2983	Frostburg, MD 22925






Although including your contact information should be a snap, sometimes there are unusual circumstances or special considerations. Pay close attention to these recommendations:1. If you have a gender-neutral name, consider using one of the following formats so that someone knows how to address you:Mr. Lynn F. Gundersen

Ms. Tracey S. Simpson



2. If you have a first name that’s difficult to pronounce, or go by a call name other than your first name, consider using one of the following formats so that someone knows how to address you:Ranguswamy “Roger” Abdellah

Melissa C. “Chris” Miller

HR people and hiring managers are human, and this approach helps put them at ease in contacting and communicating with you, and gives them one less reason to screen you out.



3. If you don’t yet have a personal e-mail address, get one! Today’s job search market has gone electronic and many prospective employers will want to communicate with you via e-mail. However, it is inappropriate to use your current work e-mail to conduct your job search. Rather, get a free e-mail account with Yahoo!, Hotmail, Gmail, or any one of a number of other providers that will allow you to access  your e-mail account from any computer with an Internet connection. When setting up your account, be sure to use a professional-sounding screen name (for example, AJSmith13@hotmail.com) and not something cute or unprofessional (for example, HoneyBear@yahoo.com).
4. Be very careful if you decide to include your work phone number on your resume, and only do so if you have a direct number. Even in that situation, it’s preferable to have people contact you on your private cell phone or at your home number. You’re not at your current job to spend your days conducting your job search! While we’re on the topic, make certain that your outgoing voice mail message, whether on your cell phone or home answering machine, sounds professional (for example, “You have reached 555- 1234. I’m unable to take your call right now, so please leave a message at the tone,” is much more acceptable than, “Hey, dude! You know the drill—if you’re a telemarketer, drop dead”). One person’s humor is another person’s poor taste.
5. If you have an online version of your resume (see Chapter 4 in No-Nonsense Resumes for more information on creating e-based resumes), be sure to include the Website address (URL) in the contact information section of your letter so people can go online to read more about you and your career.



Opening Paragraph 

The opening paragraph of your cover letter serves as an introduction that is designed to communicate the following:1. Why you’re writing the letter, which is generally either in response to an advertisement or because you’re interested in employment opportunities with a specific company.
2. Your particular area of expertise, your profession, or your industry of choice.
3. A brief summary of the value you bring to that organization.


To best demonstrate how to write a strong introduction for your cover letters, carefully review the following examples:

 


Example #1: Opening paragraph when responding to an advertisement:

Enclosed is my resume in respo nse to your advertisem ent for a Public Relations Professional. In r eviewing your spec ific qualifications fo r the position, I discovered th at I ha ve prec ise ly the experience that you are seeking in a candidate. As such, several of my most notable projects are highlighted below. 


Example #2: Opening paragraph when writing directly to a company to express your interest in employment opportunities:When I joined PRM in 2004, the company was fraught with organizational challenges and issues. Today, our organization is strong, our cash flow is positive, our member retention is outstanding, and we are technologically on the “cutting edge.” Now, I’m looking to make the same contributions to another company and would be delighted to interview for an executive assignment with CCM Associates.




Example #3: Opening paragraph when writing to a recruiter:

Currently, I serve as Director of Production Operations for a large chemical manufacturing facility in Houston, but am ready to make a career change. As such, I am contacting you about potential opportunities with any of your clients that will capitalize on my strong qualifications, and have enclosed my resume for your review.



Content/Main Body of the Letter 

The content of your cover letter—the text between the opening paragraph and the closing paragraph—is the most vital component of the letter. It is this section that allows you to briefly, yet comprehensively, communicate the skills, experiences, and achievements of your career that are most relevant to the particular position for which you are applying or the specific company you are contacting. We often refer to this section as the meat of the cover letter.

There are hundreds of examples we could provide that demonstrate how to formulate the content section of your cover letters. However, the best resource you have is right in your hands—all the letters we’ve included in Chapters 5-16. Be sure to review all those appropriate to your career field to get ideas on how best to write the content of your letters.

Basically, there are three different formats that you can use to present this section of your letter—the bullet format, the paragraph format, and the combination format—and each has its own purpose. If your goal is to communicate specific information about your skills, achievements, projects, and experiences, then a bullet-format cover letter will generally work best, because it allows you to include specific information in a brief and easy-to-read style.

 


Example #4: Bullet format

With a total of 17 years of experience in construction and facilities management, I bring to Engelhard excellent skills in:• All major construction trades including HVAC, electrical, roofing, framing, concrete forming and finishing, carpentry, ceramic tile, and painting.
• Evaluating project costs and developing accurate project budgets.
• Selecting, negotiating contracts with, and managing project subcontractors.
• Managing projects to comply with state and local building codes and regulations.




On the other end of the continuum is the paragraph format, which is best used when you want to communicate a story about your career that might focus on rapid promotion, unique opportunities, and the overall strength of your experience. Note that you should keep your cover letters to only two or three short paragraphs.

 


Example #5: Paragraph format

Throughout the past 12 years, I have built and profitably managed high-volume, multi-site retail operations. My strength lies in my ability to integrate all the finite elements of retailing—most critically, sales—with marketing, advertising, merchandising, inventory, personnel, customer service, finance, facilities, and other supporting business infrastructures. What makes my qualifications so unique is the fact that I have worked in a number of different retail situations—new ventures, acquisitions, turnarounds, and growth operations.

During my tenure with ABC Stores, I have repeatedly demonstrated my success by providing strong financial results. In one situation, sales grew to over $40 million; in another, revenues increased at a rate of better than 35% annually. This has been achieved largely as a result of my efforts in providing a strong strategic vision and a business structure to support success.


Between the two extremes of the bullet format and the paragraph format lies the combination format, which integrates both bullets and paragraphs to tell a story and highlight the resulting achievements. The following sample is a perfect example of how to best create this type of letter.

 


Example #6: Combination format

Currently, as the Group Account Manager for Excel Communications and its primary business units (including emerging online and multimedia technologies), I spearhead a dynamic media marketing organization. My challenge has been to expand and strengthen market presence through the introduction of a diversified portfolio of advertising, business development, promotional, and strategic alliance initiatives. Results have been significant and include:

• Capture of an 11% gain in overall primetime cable share.
• Creation of “standardized” programming and scheduling to attract and retain a loyal audience.
• Development of innovative multimedia advertising and promotional strategies.
• Expansion into new media applications.




Closing Paragraph(s)/Call to Action 

The closing paragraph, as the name implies, is the section that you use to close, or end, your cover letter. Specifically, it should incorporate a “call to action,” and should state either how you plan to follow up (the proactive approach) a request for an interview (the more passive approach). We strongly recommend that you take the proactive approach and follow up whenever possible. Unfortunately, it’s not always possible if you’re responding to a blind ad or post office box with no company or contact information.

You can also use the closing paragraph to include any additional information that may have been requested in an advertisement (for example, salary history, salary requirements, or geographic requirements). And finally, be sure to express your appreciation to that individual for taking the time to review your resume and consider your qualifications.

Here are several different examples you can use as the foundation from which to write your own closing paragraphs:

 


Example #7: Closing paragraph when responding to an advertisement:

I would welcome the chance to interview for the Sales Associate position with your firm and can guarantee that the strength of my financial and operating experience will add measurable value to MTB Unlimited. I’ll follow up next Thursday to schedule an interview. Thank you for your time and consideration.


Example #8: Closing paragraph when writing directly to a company to express your interest in employment opportunities:

My goal is a senior-level management position where I can direct sales, marketing, and customer service for an organization in Europe—quite similar to the responsibilities I manage today. However, my goal is to affiliate with an organization offering stronger opportunities for professional growth, management, and leadership. Please note that I am conversational in five different languages and have a wealth of cross-cultural business experience. I appreciate your time in reviewing my qualifications and look forward to speaking with you to pursue opportunities with Merrill Lynch.


Example #9: Closing paragraph when writing to a recruiter:

At this point in my career, I am confidentially exploring new professional challenges and opportunities, and would welcome the chance to discuss any specific search assignments that are appropriate for an individual with such an extensive background in the building trades industry. Be advised that I am open to relocation and that my salary requirements are $60,000+. Thank you.



As you review all of the sample cover letters in this book, you’ll find scores of examples that you can adapt to create the exact wording of your opening paragraph, main body, and closing paragraph of your cover letters—language that will generate interest and enthusiasm on the part of your new employer.


Truth #2: It’s All About Positioning 

In Chapter 1, we discussed the concept of positioning—of painting a picture of yourself that you want a hiring manager or recruiter to see. Your goal is to position yourself in the cover letter as an individual who is well-qualified for the opportunity you are pursuing.

Consider the following: Suppose that your entire career has been in accounting (with lots of training and supervisory responsibilities), and you now want to pursue a career in human resources. If that’s the case, you want your letter to position you as an HR professional and not as an accountant. As such, you’ll want to highlight your experience in employee training, development, supervision, and performance evaluation more prominently than your experience in day-to-day accounting operations.

Or perhaps you’ve been a nurse for 10 years and now want to transition into pharmaceutical sales. Be sure that your letter positions you as an individual qualified for a sales position by emphasizing your communication skills, ability to manage relationships with physicians, and your background in working with pharmaceutical reps to place orders and evaluate new products.

There are thousands of examples similar to these that we could use to demonstrate the concept of positioning. Perhaps the most important concept is that of reweighting, or shifting the emphasis away from your current core responsibilities and focusing on ancillary responsibilities that are more supportive of your current job objectives.

One word of caution: When you are reweighting your skills and experience, you must remain in the realm of reality. Don’t overstate or oversell your qualifications if you cannot live up to what you wrote in your cover letter when you get to the interview. If you have to defend something that you wrote, you will most likely have lost that opportunity. Trying to back-pedal generally does not work to your advantage. Honesty and accuracy are essential!

On the opposite side of this discussion are candidates who are seeking a position within their current occupation or profession (for example, a production supervisor seeking a new, higher-level position as a production manager). In this situation, the issue is not reweighting, but rather heavily weighting the skills and experiences that you already have so that you’re positioning yourself as an extremely well-qualified production manager in your cover letter. In this example, the candidate wants to place an equal emphasis on both his or her production talents and supervisory/management experience so that he or she paints just the right picture.

As you can see, the concept of positioning is critical to all job seekers, whether they’re pursuing a similar career path or changing careers for new opportunities. Think carefully about how you want to position yourself in your cover letters based on the specific opportunities you are pursuing. Once you know your position, writing cover letters will be easier and more efficient, and the result will be cover letters that proudly portray your relevant qualifications.


Truth #3: There Are 5 Basic Types of Cover Letters 

As you review the sample cover letters in this book, it may appear that there are countless different “varieties” of cover letters. They do seem to come in all shapes and sizes. However, if you look closely, you’ll see that there are really only five distinct types or categories of letters:▶ Company Ad-Response Letters
▶ Recruiter Ad-Response Letters
▶ Company Cold-Call Letters
▶ Recruiter Cold-Call Letters
▶ Referral Letters



You’ll find that there are strikingly similar characteristics among these categories of letters, as well as strikingly different characteristics that clearly distinguish one from the other. It is imperative that you understand how best to write each type of letter so that you’re well equipped for each situation that may arise during your job search. In fact, it is quite likely that you and most other job seekers will use all five of these letters repeatedly throughout your search.

Remember, regardless of the specific category of letter you’re writing, you will always want to heed the information presented in Truth #1 earlier in this chapter, where we outlined the four key components of every effective cover letter—contact information, introduction, content, and closing. Now, let’s explore what makes each of the five categories of letters unique.


Company Ad-Response Letters 

Company ad-response letters are just what you would imagine; letters written in response to specific advertisements you might see in a newspaper, journal, or other print publication, as well as letters that you’ll send in response to online job postings.

Unique Characteristics:▶ These letters specifically refer to each job title or job announcement, either in a subject line at the beginning of the letter or in the first paragraph of the letter. You want to immediately connect yourself to the position so that it is clear what opportunity you are pursuing. 
▶ These letters often include an introductory paragraph that immediately communicates your value, skills, and qualifications for that particular position. For example, if you’re applying for a position as a sales representative, you might consider an opening paragraph such as:Building market value is my expertise. Whether establishing a new market or accelerating sales within an existing market, I have consistently increased sales revenues and expanded the size of the customer base. This is the value I bring to the Sales Manager position at Sims, Incorporated.

Note that this introductory paragraph effectively accomplishes two things: (1) immediately communicates the value of the candidate (in building revenues and capturing customers) and (2) identifies the position for which this candidate is applying.


▶ Even if an advertisement requests that you provide salary information, it is not necessary to do so. In survey after survey, it has been proven that a company will contact you if they’re interested, regardless of whether or not you responded to their request to provide salary information. If you’re comfortable including the information, then do it. If you’re not, then it’s fine to omit it.One important recommendation: Rather than tie yourself to a specific salary number, if you’re asked to provide salary requirements, you might considering providing a range (for example, “My salary requirements are $60,000 to $70,000 a year”). This gives both you and your interviewer some flexibility when negotiating your best salary.

One important insight: Surveys have also indicated that most interviewers have the authority to negotiate a salary up to 10 percent higher than what they may have originally told you. Knowing that, you always want to negotiate. In fact, hiring managers have told us that they expect candidates to negotiate and are often surprised when they don’t. Take advantage of the opportunity and negotiate for your very best salary.





Refer to the Abelson company letter on page 67 for an example of a company ad-response letter.


Recruiter Ad-Response Letters 

Just as with company ad-response letters, these letters written to recruiters are just what you would imagine: letters written in response to specific print and online advertisements.

Unique Characteristics:▶ These letters specifically refer to each job title or job announcement, either in a subject line at the beginning of the letter or in the first paragraph of the letter.
 ▶ As with letters directed to companies, these letters frequently include an introductory paragraph that succinctly communicates your value, skills, and qualifications for the advertised position. For example, looking again at our hypothetical sales representative position, you might consider this opening paragraph:Building market value is my expertise. Developing new markets and increasing penetration in existing markets are capabilities that I can bring to a Sales Manager role with your client, Sims, Inc. My track record of consistently increasing revenues and expanding account bases demonstrates my capacity to address Sims’ immediate challenges and contribute to its future growth.

Again, as with the company-directed letter, this introductory paragraph immediately communicates the value of the candidate and identifies the position for which this candidate is applying.


▶ These letters do include salary history and/or salary requirements as requested in the advertisement. It is important to fully disclose your salary expectations to recruiters so that you’re not wasting their time or yours. If you’re looking for an annual salary of $75,000, you certainly don’t want to spend an afternoon interviewing for a $45,000/year position! When you share your salary expectations, you’ll be helping a recruiter find just the right opportunity for you.
▶ These letters also include, in the closing paragraph, other personal information that is important to your search. This may include your geographic preferences, your need to be in an area with special medical and/or educational facilities, and other information that may be pertinent to the opportunities that interest you. Again, don’t waste your time or a recruiter’s time. Here are two examples:At this point in my career, it is important that I remain in the Northeastern U.S. as I have a special-needs child enrolled in a private residential school in Boston. Obviously, my family and I want to remain within a few hours driving distance so that we can continue to visit him on a regular basis.

Currently I serve in a volunteer capacity as the Director of the Shore Lakes United Way Campaign, a position I’ve held for the past three years and one that I find tremendously rewarding. As such, I am only available for opportunities in the Southern California area.





Refer to the Abelson recruiter letter on page 68 for an example of a recruiter ad-response letter. Note the differences between the Abelson company letter on page 67 and the Abelson recruiter letter on page 68 (differences are highlighted in bold print).


Company Cold-Call Letters 

Company cold-call letters are written to express your interest in employment opportunities with a particular organization—not in response to any particular position announcement. They’re known as “cold” letters that you’re using to introduce and market yourself to the company in anticipation that they may have an unadvertised opportunity for which you would be an ideal candidate. Unique Characteristics:▶ These letters specifically refer to the type of position you are pursing, generally in the first paragraph of the letter. You want to immediately connect yourself to a particular career path so that it is clear to the reader what type of position you are pursuing.
p These letters generally begin with an introductory paragraph that immediately communicates your value, skills, and qualifications as they relate to a particular company. For example, if you’re interested in an opportunity in manufacturing operations, you might start your letter with an opening paragraph such as:Improving manufacturing output and product quality are what I do best. Throughout my 12-year career in manufacturing operations, I have been successful in increasing throughput by as much as 35% and reducing product rejects by an unprecedented 72%. This is the value I bring to AMN and am hoping you are in the market for a candidate with precisely my qualifications.

Note that this introductory paragraph effectively accomplishes two things: It (1) immediately communicates the value of the candidate (in building revenues and capturing customers) and (2) identifies the type of career opportunity the candidate is pursuing.


▶ These letters never mention salary history or salary requirements. That discussion is better left for a second, third, or fourth interview, and is never appropriate to include in a cold-call letter.
▶ Your only objective in writing this type of letter is to generate interest on behalf of the employer and get a phone call or e-mail message offering you the opportunity for an interview.



Refer to the Madras company letter on page 69 for an example of a company cold-call letter.


Recruiter Cold-Call Letters 

Recruiter cold-call letters are written to express your interest in employment opportunities within a particular profession or industry—not in response to any particular position announcement. They’re known as “cold” letters that you’re using to introduce and market yourself to a recruiter in anticipation that he or she may have a current search assignment for which you would be an ideal candidate.

Unique Characteristics:▶ These letters specifically refer to the type of position or industry you are pursing, generally in the first paragraph of the letter. You want to immediately connect yourself to a particular career path so that it is clear to the recruiter what type of position you are pursuing.
▶ These letters generally begin with an introductory paragraph that is short and to the point. For example, if you’re interested in an opportunity in accounting management, you might start your letter with an opening paragraph such as:As a corporate accountant with eight years of increasingly responsible experience, I am currently exploring new mid-level accounting management opportunities. Enclosed for your review is my resume in anticipation that you may have a current search assignment for a candidate with my qualifications.


Recruiters often receive hundreds of unsolicited resumes each week. If you can make their job easier by identifying your particular area of interest, without requiring them to read all of your material, you’ll be much more likely to capture their interest and, perhaps, get an interview with either the recruiter or one of his or her client companies.


▶

These letters always mention salary history or salary requirements. Just as with ad-response letters that you write to recruiters, you want to be sure to include your salary requirements and any relevant personal information (for example, geographic preferences and educational requirements) when writing to recruiters. Remember, you don’t want to waste anyone’s time!
▶

Your only objective in writing this type of letter is to generate interest on behalf of the recruiter and get a phone call or e-mail offering you the opportunity to interview for a search assignment that the recruiter may currently have or anticipates in the near future.



Refer to the Madras recruiter letter on page 70 for an example of a recruiter cold-call letter. Note the differences between the Madras company letter and this Madras recruiter letter (differences are highlighted in bold print).


Referral Letters 

Referral letters are letters that you will write when a specific person refers you to another person or a company. These letters can be extremely powerful in opening doors and generating interviews because a third-party referral is a great testimonial to your qualifications. This, in and of itself, speaks highly of your skills and performance.

Unique Characteristics:▶ These letters begin with an immediate mention of the individual who referred you, in order to leverage that relationship. In fact, that is principally what distinguishes referral letters from both company ad-response and company cold-call letters.
▶ Just as with cold-call letters to companies, these letters specifically refer to the type of position you are pursing, generally in the first paragraph of the letter. You want to immediately connect yourself to a particular career path so that it is clear to the reader what type of position you are pursuing.
▶

Following the mention of your mutual friend/colleague, these letters generally begin with an introductory paragraph that immediately communicates your value, skills, and qualifications as they are appropriate to that company. Here’s an example demonstrating how best to write an opening paragraph that incorporates all three of these essential elements:John Bower, a close colleague of mine, suggested I contact you immediately to let you know of my interest in a position as a Logistics Manager with RDL. John speaks so highly of you and the organization, and felt that my skills would be a perfect match for your firm. My resume, highlighting my extensive experience and successes in logistics management, is enclosed for your review. Most notable has been my success in increasing the volume of material that we’re currently moving at Atlas Equipment by 24% and reducing our annual vendor expenses by an average of 18%.


Note that this introductory paragraph effectively accomplishes three things: It (1) states the name of the individual referring the candidate at the very beginning of the letter; (2) identifies the type of career opportunity the candidate is pursuing; and (3) highlights the value of the candidate (in increasing product movement and reducing vendor costs).


▶ These letters never mention salary history or salary requirements. That discussion is better left for a second, third, or fourth interview and is never appropriate to include in a referral letter.
▶ Your only objective in writing this type of letter is to generate interest on behalf of the employer and get a phone call or e-mail offering you the opportunity for an interview.
▶ Keep in mind that the person to whom the letter is addressed may not be involved in the ultimate hiring decision. This is fine, because, hopefully, he or she can introduce you to the right person, or at  least direct your resume to the right person. This is important to remember, because it may impact the tone of your letter and what you are specifically asking the reader to do for you.



See the Williams letter on page 71 for an example of a referral letter.


Truth #4: You Don’t Have to Write in Order 

Give yourself a break! If you’re struggling to write a cover letter, consider writing the letter “out of order.” This is one of the most valuable insider tips that we can pass along, a strategy that many professional resume writers use over and over when they hit a stumbling block.

Often, the closing paragraph is the easiest to write, so start with that. Take a look back at the sample closing paragraphs earlier in this chapter and you’ll see that they generally comprise three key components: (1) a thank-you to the recipient for taking the time to review your materials; (2) information on how to best contact you; and (3) information about how you will follow up, or that you’ll wait for the recipient to contact you. As stated previously, we strongly recommend that you, the job seeker, follow up when possible.

Because the closing paragraph is strong and generally “factual” information, it should be quick and easy to write. Estimated time for completion: 5 minutes.

Once you’ve written the closing paragraph, you may find it easier to write the “meat” of the letter next. This will be the information that you’ll include either in your paragraphs or bullets—the information about you and your career that is most relevant to the position or company to which you are applying. Again, refer to the samples earlier in this chapter to determine how you can best present your qualifications in a short and hard-hitting cover letter. Have the position description, job posting, and any other research materials handy as you write to help expedite the process. Estimated time for completion: 30 minutes.

Now, it’s time to write the introductory paragraph, which can be the most difficult. As we discussed earlier in this chapter, it’s always best to start your letters with information that will grab a reader’s attention, rather than the more traditional, I am writing in response to your advertisement for an Accounting Clerk as posted on Monster.com. You want your letters to instantly spark the reader’s interest and communicate the value you bring to a position or company within the first few words of your cover letters whenever possible.

Take some time to think about what is most important to communicate to each specific employer and then use that information as the foundation for your introductory sentence and paragraph. Estimated time for completion: 20 minutes.

When you write your cover letters from the “bottom to the top,” you may find that the writing process is much easier and faster. Next time you’re struggling with a letter, try this strategy and see if it works for you. Once you’ve written a few cover letters, the process will get easier (and faster). Plus, as you’ll see when you read the next section, your existing letters can serve as a “template” or starting point for other letters, saving you significant time and energy.
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Truth #5: The Language Should Be Different Than in Your Resume 

Do not repeat—word for word—information that you’ve written in your resume in your cover letters. It’s very easy to copy and paste from one document to the other, but we strongly recommend that you do not do this. Your cover letter should be written to complement your resume by providing any one (or a combination) of the following items:• Additional professional information that you did not mention on your resume that is particularly relevant to that specific employer.Example: It may be that you did not include certain information on your resume because you did not think it would be important for most of the positions you are pursuing. If and when it does become important to a particular company or opportunity, then your cover letter is the perfect vehicle for sharing that information. Here’s a great example:One of the most challenging and rewarding projects I ever worked on was the back-end design of a new accounting management and reporting system for Chase Manhattan Bank. This 2-year, $8 million project involved more than 100 team members from IT departments throughout the organization, with my specific role as the lead software engineer.




Including this type of “additional” information is crucial to positioning yourself as a top candidate.


• A “summary” of the overall skills and qualifications you bring as they relate to a particular company or position.Example: To be effective, your cover letters must focus on the specific skills, qualifications, and experiences that will be of most interest to a specific company. Most, if not all, of these will likely have been included in your resume. Your challenge, therefore, is to restate that information concisely, without repeating it verbatim. For example,Over the past 10 years, I’ve acquired a wealth of experience throughout the entire supply management chain, with particular emphasis on logistics, distribution, warehousing, vendor management, and long-range quality improvement.




This type of “summary” sentence allows you to encompass experience from all facets of your career.


• A “summary” of your key achievements, projects, and specific contributions that are most relevant to the position you are applying for or the company you are contacting.Example: If you’re a sales representative and you’ve included your notable sales achievements for each position in your resume, you don’t want to repeat those identical achievements in your cover letters. Rather, “summarize” the information by combining your achievements: Over the past five years, I increased regional sales by an average of 22% despite intense market competition.




This sentence highlights the candidate’s average sales performance while employed with three different companies, totally eliminating the need to repeat the same statistics already presented on the resume.


• Personal information that is directly related to a specific company, position, or geographic region that will definitely position you as an even stronger candidate.Example: If you’re relocating back to an area that you’re familiar with, be sure to highlight that in your letter. It’s always a strong selling point if you’re established in a certain region. Here’s an example of what you might write:I was born and raised in Toledo and, as such, have extensive contacts throughout the area who will be valuable in building my network and customer base. My ability to hit the ground running will allow me to immediately become a productive member of your team.




This sentence clearly communicates that this candidate is already a part of the “community.”








Streamlining Your Writing Process 

Just as with any other activity, cover letter writing gets easier and faster the more often you do it. We recognize it’s not something that most job seekers do on a regular basis, so here are a few tricks of the trade that should make writing your cover letters easier and faster.

1. Write when you’re fresh. Professional writers know that they have a certain time each day when they’re freshest and do their best work. For one of us, it’s first thing in the morning. For the other, it’s late at night. Determine when your own prime time is and be sure to write your cover letters then.
2. Write alone. You’ll find that it will be much easier to work on your cover letters if you do it when it’s quiet and you have no distractions. Bottom line: You’re going to need to think and think hard about what information to include, how to include it, where to include it, and more. The less noise around you, the better. Ignore the phone, ignore your e-mail, and focus 100 percent of your energies on writing.
3. Be smart and use available resources. This book contains more than 100 sample cover letters. If you’re stumped on how to approach a cover letter, can’t find the right words, or are unsure about which  format to use, you’re almost always sure to find a letter that you can use as an example to inspire your own creativity. And don’t restrict yourself to just this cover letter book. There are other terrific books available that can give you new ideas and strategies to make your letters the very best they can be.
4. Write from the bottom to the top. Remember our earlier discussion about Truth #4—You Don’t Have to Write in Order? One of the tricks that many professional writers use is to write letters from the bottom to the top, starting with the closing paragraph, then the real content of the letter, and finally the introductory paragraph. Try it and you’ll see that letter writing can be much easier and faster.
5. Write one great cover letter and then use it over and over again. If you take the time to write one great cover letter, you can often customize that letter to use when applying to a variety of positions. With just a few minor edits (for example, adding another achievement, including a new project, or mentioning a particular skill you have that is most relevant to a particular company’s hiring requirements), you can often adapt the letter so that it’s perfect for another opportunity. What’s more, it should only take you a few minutes!




Chapter 4

▶ Simple Truths About

Electronic Cover Letters

 


 


 


By now, you’ve probably spent a great deal of time writing and designing at least one cover letter, if not more, to accompany your resume. After having read the first three chapters of this book, you now know the most critical considerations for a powerful and effective cover letter:▶ Identifying your target audience.
▶ Advantages and disadvantages of bullet-format letters.
▶ Advantages and disadvantages of paragraph-format letters.
▶ Strategies for communicating your unique value.
▶ Differences between letters written to employers and letters written to recruiters.
▶ Importance of matching your cover letter to the format and design of your resume to create an integrated and compelling package.
▶ Using the right language and tone to write cover letters that effectively sell you and your unique skills.



What you have created through this process is a “conventional” printed cover letter, which is what you most likely imagine when you think about letters. Even though it probably exists as an electronic, word-processed document, this is the version you will mail or fax to prospective employers and recruiters and use as an introductory and networking tool. In fact, we prefer to call it the human-eye version because the style, overall format, presentation, and paper choice are all designed to appeal to readers as they hold the document in their hands, making that all-important, attention-grabbing first impression.

Now that you’ve created one or more powerful cover letters that can be mailed or faxed to prospective employers and recruiters (along with your resume, of course), you’ll also want to think about other versions of your cover letters that you’ll most likely need during the course of your job search. This is where technology enters the picture.

In today’s job market, employers and recruiters are relying more and more on e-mail and other online methods of transmitting and tracking information about you, the job candidate. It’s vital for the soon-to-be successful job seeker (you) to have the proper electronic versions of your cover letters to complement your attention-grabbing electronic resume. If you haven’t had the opportunity to read our companion book, No-Nonsense Resumes (Career Press, 2006), we recommend closely reviewing Chapter 4 in that book for detailed information on preparing resumes for electronic distribution. That advice works hand-in-hand with the recommendations in the rest of this chapter about the design and production of electronic cover letters.




E-letters Work in Today’s E-search Environment 

Electronic job search documents (resumes and cover letters) offer two distinct advantages over the more traditional, printed cover letter. First, using the latest technology allows you to get your materials into the hands of the appropriate hiring authority quickly and efficiently. No need to wait for “snail mail,” when you can immediately transmit your information via e-mail and have it in the hiring authority’s hands within minutes. What’s more, that individual can then conveniently share your cover letter and resume with others throughout the organization. For example, a human resources manager can quickly and effortlessly forward your “package” to the manager who will ultimately be making the hiring decision. Use of this electronic approach has streamlined the job search process and provided all of us with the ability to submit documents to a prospective employer in real time.

Second, and just as important, e-letters afford you the capability to circumvent “gate keepers” and communicate directly with decision makers. When you are engaged in a job search, we strongly recommend making direct contact with the hiring manager (the person who makes the ultimate decision, and probably your boss if you get the job) whenever possible. In today’s business world, snail mail and phone calls are still often screened by support personnel. As such, your mailed cover letter and resume package may get redirected to human resources, or your repeated phone calls to “Mr. Big” or “Ms. Important” may result in being told he or she is always in a meeting.

In contrast, most business people, even at the highest levels, read their own e-mails. This means there’s a good chance that if you e-mail your cover letter  and resume to a key person, they just might see it and read it, especially if your subject line grabs his or her attention and the opening lines of your cover letter are compelling.

Before we proceed with our discussion of the actual content, production, and transmission of electronic cover letters, it is important to note that there are four basic types of e-letters.

1. E-mail letters
2. ASCII text letters
3. Word-processed letters
4. Scannable letters
The remainder of this chapter will discuss these four types of letters in detail—what they are, how to produce them, and how they are transmitted. First, however, we’ll discuss the importance of the subject line, which is relevant to whatever type of cover letter you’re writing and sending.




Capture Your Reader With the Subject Line 

The first step in developing a powerful and compelling electronic letter is to write a subject line that piques the reader’s interest, without being so sensational that it causes the reader to assume it’s spam. It should be professional and to the point.

Specifically, the subject line in a job search e-mail should include the title of the position for which you are applying (and the job/vacancy announcement number, if applicable). In addition, we recommend that you include the words “Resume of” followed by your name. This format immediately alerts the recipient that you’re responding to a specific job announcement and have forwarded your resume. Here’s an example:

VP of Manufacturing (#45893) - Resume of Jonathan Johnson



If you’re not responding to a specific job announcement and are simply e-mailing your resume to a prospective employer or recruiter in anticipation that they may have an opening for a candidate with your qualifications, use a headline similar to what you may have used in the summary section of your resume. This clearly identifies who you are and the type of position you are seeking. For example:

Vice President of Sales / Director of Business Development






E-mail Letters Are Different Than Traditional Cover Letters 

When preparing cover letters to be included in the body of an e-mail message, the first thing you want to do is consider the medium. Just as spoken language is quite different from the written word, e-mail messages (and letters) have evolved into a form that is much more succinct and direct than formal correspondence, such as cover letters. We’re not recommending that you resort to using slang abbreviations, symbols, or other electronic “shortcuts” that have become popular in today’s online communities, but we do suggest that you keep in mind that most people reading e-mail are in a hurry and read quickly.

As such, e-mailed cover letters must be straightforward, to the point, and instantly communicate your value to that prospective employer. Your goal with an e-mail letter is to hook the reader and grab his or her attention.

If you choose to use this type of e-letter, you will want to open with a formal salutation (for example, Dear Mr. Smith:, Dear Ms. Jones:, Dear Hiring Authority:). Follow that with a brief opening paragraph (briefer than what you might use in a conventional letter), and then several bullet points outlining how you match the requirements of the opening (or your targeted position).

Your closing paragraph should reference your attached resume as a Microsoft Word document. Or if you’re particularly tech-savvy, you can include a hyperlink to an online version of your resume or Web portfolio.

You can compose your e-letter directly in your e-mail window, if you choose, but we believe that writing the letter first as a Microsoft Word (or other word-processing) document gives you the chance to more carefully edit the letter and ensure there are no mistakes before clicking that irrevocable “Send Now” button.

Following are two examples of cover letters included within the body of an e-mail message. Use these as samples when you produce your own e-mail cover letters.

 


Example #1: E-mail cover letter included in the body of the e-mail message (applying for a specific opening):

SUBJECT LINE: DRIVER (JOB # A06077) / RESUME OF MIKE KOHL

 


Dear Mr. Brennan:

 


Your ad for a Driver at Plum Hollow Independent Living Center is a superb match for my professional experience and capabilities:• An excellent driving/safety record, a Class B CDL, and training as a school bus driver.
• Strong knowledge of Niagara Falls / Buffalo and Niagara / Erie County streets, including the most efficient routes between key destinations.
• Experience dealing with residents and employees of a leading long-term care facility as a 20-year employee of St. Matthew’s Senior Care Community.



Attached for your consideration is my resume (Microsoft Word document) that outlines my qualifications in further detail. This document can also be viewed or downloaded at  www.resume.com/mkohl.

 


I will follow up with you next week to establish a mutually convenient time for an initial interview. In the meantime, please feel free to call me at (716) 454-9876. I look forward to speaking with you soon.

 


Sincerely,

 


Mike Kohl

 


Attachment


Example #2: E-mail cover letter included in the body of the e-mail message (broadcast/networking letter):

SUBJECT LINE:

 


REFERRED BY FLORENCE KAY - ACCOUNTING / PENSION ADMINISTRATION

 


 


Dear Mr. O’Shaunessy:

 


Florence Kay suggested I contact you regarding potential Accounting and Pension Administration opportunities with your firm. Some of the key talents I offer include:• Experience administering Defined Benefit and Defined Contribution Pension Plans including monitoring for compliance, tracking terminations and new submissions, and communicating with sponsors, participants, attorneys, and accountants.
• General Accounting experience that includes Payables, Receivables, Payroll, and General Ledger. I have also prepared financial reports, forecasts, and budget projections.
• Experience coordinating benefits enrollment including processing applications, communicating with employees, and resolving problems.
• Strong computer literacy and excellent customer relations / interpersonal skills.



I believe that I can be a valuable asset to your firm and would enjoy speaking with you further to discuss the possibilities. My professional portfolio, including a downloadable resume, may be viewed at www.jannelcopeland.com. I have also attached a Microsoft Word version of my resume. Should mutual interest exist, please call me at 315-585-3233 to arrange a meeting. Thank you.

 


Sincerely,

 


Jannel Copeland  

www.jannelcopeland.com


Regardless of the general advice we have just given you, always follow the specific instructions the employer provided in the job posting. Some employers require you to attach your resume as a Microsoft Word document; others may require that the resume be submitted as ASCII text pasted into the body of the e-mail. (You’ll read more about ASCII text files in the next section of this chapter.) There are various technical reasons why an employer (or recruiter) may insist on a certain format. Suffice it to say that if they spell out in the posting which method they prefer, it’s important for you to comply with their request, whether or not it’s consistent with our specific recommendations and preferences.




Creating and Using ASCII Text Files 

As e-mail technology has evolved over the past few years, you may be able to simply copy and paste your letter directly into the e-mail window without losing the format or typestyle. However, you cannot assume this will always work, so we recommend that you send a few test e-mails to friends to see what happens. The more foolproof approach is to convert your cover letter into an ASCII text file before copying and pasting it into your e-mail message. This will ensure that the integrity of your letter is maintained (for example, characters, spacing, and basic format).

In addition, some recruiters and employers may insist on receiving an ASCII text version of your documents (cover letter and resume). If this is the case, pasting the ASCII text version of your documents into an e-mail message is the only way to send it electronically to those organizations.

What’s more, ASCII files are also useful when you are applying through a job board (for example, Monster.com, CareerBuilder.com, and HotJobs.com) or directly to a company’s employment Website. In such cases, you may be asked to paste your cover letter and resume into an online job application. By having the ASCII text version of your documents ready to go, you can save a lot of time by not having to retype information into the boxes on the online form. Instead, you can simply cut and paste. It’s quick and easy, and will save you a lot of time during your search.

To ensure that you create an ASCII file that is readable and correctly formatted, follow these simple steps (for Microsoft Word and similar word-processing programs):➤With your document open on the screen, choose “Save As” from the File menu.
➤Select “text only,” “ASCII,” or “plain text” as your choice in the “Save As” option box. You may want to give the file a slightly different name (for example, Smith-textletter.txt) to differentiate it from your word-processed version (for example, Smith-ltr.doc). When you click “Save,” you will get a message warning you about losing content or formatting by saving the file in ASCII format. Ignore the message and click on “Yes” or “OK” (whichever your computer displays).
➤Close the file and then reopen it. You will see that your document has been stripped of all formatting and design enhancements, and appears as left-justified text in the Courier font.
➤Now set both the left and right side margins at two inches. This will center the text on the screen and optimize its readability when the file is reopened at a later time. This will also allow you to recognize and fix any unusual line breaks that lead to awkward changes in format or spacing.
➤Carefully proofread the document for any “glitches” that may have occurred during the file conversion. You may wish to print your letter and proofread from a “hard copy” at this point. You may see that many characters, such as quotation marks, dashes, or apostrophes, may now appear as question marks or some other characters. Simply replace these by typing in the appropriate character from your keyboard.
➤Be sure to save the corrected version of your document.
➤Proofread again, preferably after some time has passed, to ensure that you haven’t missed anything.



On the following page is an example of a cover letter for Alan Johnson saved as an ASCII text file. Be sure to note that the letter is in the Courier font, has no type enhancements, and is clean and easy to read.
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Sending Your Cover Letter as an E-mail Attachment 

Although anyone can read an ASCII text file, it’s always to your advantage to send your cover letter and resume as e-mail attachments (Microsoft Word files) whenever possible. This means that your recipient will receive the nicely formatted, word-processed, print version of your letter rather than the bland ASCII version. This, in and of itself, can give you a distinctive edge over your competition. Remember, people are “meeting” a piece of paper; not you. Whatever you can do to distinguish yourself from the crowd and appear more professional will definitely serve to your advantage.

To improve the likelihood that your cover letter and resume documents arrive in an attractive and readable format, we strongly recommend that you prepare both documents in Microsoft Word, or a format compatible with it. Then, follow these guidelines:▶ Use 0.75-inch margins on all four sides of the page.
▶ Choose a common font. Times New Roman and Arial are virtually universal to most versions of Microsoft Word currently in use. That doesn’t mean that you can’t use other typestyles for your printed documents, but for the best chance of compatibility with those reading your e-mailed cover letter and resume, use one of these two recommended fonts.
▶ If you use word-processing software other than Microsoft Word, consider saving the file in Rich Text Format (.rtf). In most word-processing applications, this is a choice in the “Save As” menu, and the .rtf suffix generally appears at the end of the file name when the document is saved. This more universally accepted file format is compatible with most word-processing software currently in use today.
▶ Send the e-mail attachment to yourself and to friends who are aware of your job search. This gives you the opportunity to see what your documents look like when downloaded and opened, and you can make adjustments to correct any problems prior to sending your resume and cover letter to employers or recruiters.






Preparing Your Files for Transmission 

When preparing a cover letter to accompany your resume as an e-mail attachment, you have two distinct options for how to attach the document. The first—and the quickest and easiest—is to simply attach your cover letter to your e-mail message, just as you’ll attach your resume. Then, you’re all set to go.

However, we recommend a different strategy that ensures your cover letter and resume are transmitted as one complete package. Specifically, we suggest  you save your cover letter as page one in your resume file. That way, the recipient has to click on only one document to get all of your information and, just as important, he or she only has to send one attachment in order to forward your complete information to someone else in the organization.

If you’re not certain how to do this, just follow these easy instructions:1. Open your cover letter document; go to “Edit”; “Select All”; and then “Copy.” This will copy the entire text of your cover letter.
2. Open your resume document and make sure the cursor is at the very top of the first page, probably to the far left of the first letter of your first name in most instances.
3. Select the “Insert”; “Page Break” command in Microsoft Word; it will give you a blank page before the beginning of the resume.
4. Place the cursor at the top of this new, empty page and go to “Edit”; “Paste” to paste your letter into this document with your resume.
5. Save this new, combined document under a new name (for example, Smith-Resume & Letter—IBM, 11-15-06).
6. Adjust margins and eliminate any extra blank lines or page breaks that may appear, in order to make sure the format of the letter and resume are maintained. Don’t forget to click on “Save” one more time to make sure any additional adjustments are captured.


Once your cover letter and resume have been prepared for electronic transmission, you can send them just as you would any other attachment. Simply open your e-mail program, create a message, attach your resume, and send the e-mail message with the document attached. It’s that easy and only takes a minute. Remember, however, what we said about the importance of the subject line earlier in this chapter, and be sure to take the time to write a subject line that either states the name (and number) of the position for which you are applying or includes a brief statement identifying who you are. And because you’ve included a detailed cover letter in your attachment, your e-mail message can simply include a brief statement such as this example:

Senior Lab Technician (#A06-1234) - Resume of Randy Smith

“Please see the attached cover letter and resume detailing my 10+ years of experience as a Lab Technician for Dow Chemical Company.”


Following on page 85 is an example of Alan Johnson’s cover letter prepared in Microsoft Word for transmission as an attached file to his e-mail message.

[image: 024]




Scannable Cover Letters 

If a prospective employer or recruiter asks you to provide a scannable resume, you may decide that it’s to your advantage to also include a scannable copy of your cover letter. This way, it’s more likely that both your resume and your cover letter will be scanned into the company’s resume database.

As with a scannable resume, all of the fancy typestyles, use of bold and italic type enhancements, and any other graphics such as borders, underlining, or unique symbols, are stripped away to create a plain-Jane version of your letter. The goal is to make your letter easily read and interpreted by the scanning software many employers and recruiters use to upload and file your cover letter and resume in a database for later retrieval.

To maximize the likelihood that your cover letter will upload accurately, follow these guidelines to preparing a scannable version:▶ Choose an easy-to-read font such as Times New Roman or Arial.
▶ Avoid using bold, italic, or underlined type.
▶ Stick to type sizes of 11-pt. or larger (12-pt. is optimal).
▶ Make sure that only your name appears on the top line of the letter, followed by your contact information.
▶ All of the text should be left-justified with a ragged-right margin.
▶ Be careful about using abbreviations and acronyms. B.A. for Bachelor of Arts or OSHA (Occupational Safety & Health Administration) are fine to include in your cover letter because they are so widely used. However, if you have any doubt about the proper interpretation of an abbreviation or acronym, be sure to spell it out in full.
▶ Eliminate borders or graphics, including horizontal or vertical lines, tables, and columns.
▶ Use common keyboard symbols (for example, *, -, and >) in places where you would use a bullet in your printed cover letter.
▶ Instead of using characters such as % or &, spell out the words (“percent” or “and”).
▶ If slashes (/) are used, make sure you leave a space before and after each slash to ensure the scanner won’t see it as a letter and misinterpret the word or phrase.



There may be situations in which you’ll be e-mailing the scannable version of your cover letter and resume, and you’ll simply attach the scannable  documents to your e-mail messages. In other instances, you may be actually mailing the documents. If you are sending them via snail mail, be sure to:▶ Use a laser printer and print your document on smooth, white paper, rather than paper with any kind of texture, color, or pattern. White photocopy paper that you can purchase at any office supply store is fine for this purpose.
▶ Always use a paper clip; never staple the pages together.
▶ Use a 9 × 12-inch envelope, so it won’t be necessary to fold your documents.



Scannable cover letters and resumes are becoming less and less necessary as technology continues to evolve, but they are still requested by some recruiters and employers. As such, they are an important tool in your job search tool kit.

It is important to note that an ASCII text document can serve double duty as a scannable document. However, if you’d prefer to prepare a scannable version of your cover letter and resume in a font other than Courier (your only option in an ASCII file), you may wish to create a separate scannable document using Times New Roman, Arial, or one of the other common fonts available (for example, Tahoma, Verdana, Georgia, Bookman Old Style, or Garamond).

On the following page is an example of a scannable cover letter for Alan Johnson prepared in Arial. Note how different this scannable letter looks when compared to the ASCII text version of the same cover letter on page 82 and the Microsoft Word version of the letter on page 85 earlier in this chapter.




Avoid These Critical Mistakes When Preparing Your E-cover Letters 

1. Inappropriate e-mail subject lines. In this context, the simplest is also the best. Stick with the formats recommended earlier in this chapter and don’t write long, wordy subject lines that don’t immediately communicate why you’re contacting the recipient.
2. Improperly formatted attachments. If your attachments are not downloadable, or can’t be easily read after they have been downloaded, a prospective employer or recruiter will most likely delete your e-mail message. That’s it—you’ve lost that opportunity. Be sure to follow the formatting recommendations outlined throughout this chapter to be certain your documents transmit accurately.
3. Getting caught by spam filters. Be careful that your subject lines and e-mail messages don’t contain information that the recipients’ e-mail might misinterpret as a spam message (for example, words such as “free,” “limited opportunity,” or “call now”).
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4. “Cute” e-mail addresses. It may be fun to communicate with friends using “DrDoom@yahoo.com” or “CuteYoungThing@aol.com,” but for your job search, try to stick with something more professional (and logical), such as a variation of your name: AJohnson@hotmail.com or SallySmith12@netzero.net. Also, be aware that an e-mail address such as zdv19456@domain.net might be filtered out as potential spam, because the characters before the @ symbol are not a recognizable word or name.
5. Inappropriate auto signatures. Many people enjoy using cute graphics (such as smiley faces) or including famous quotes in their auto signatures. Others get very creative with fonts and colors. The risk is that they won’t transmit properly and will result in gibberish at the recipient’s end, or that some quotation or citation that may be meaningful to you may be a turnoff for the recipient. Keep it simple and professional. If you use an auto signature for job search e-mails, simply include your name, phone number, and e-mail address.
6. Patterned or colored backgrounds. These can make the e-mail unreadable for the recipient or can take far too long to download when someone opens an e-mail message.
7. Hard to read or colored fonts. As with backgrounds and auto signatures, colors or unusual fonts may not transmit properly, leading to a completely unreadable e-mail message. Keep it simple—use Times New Roman or Arial, 10- or 12-pt., with judicious use of bold and italics for emphasis, as appropriate.
 




Electronic Cover Letters - Design Considerations
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Electronic Cover Letters - Production Considerations
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Chapter 5

▶ Cover Letters for

Accounting, Banking, and Finance 

Careers

Your cover letter presents an excellent opportunity to show prospective employers and recruiters how the skills and accomplishments documented on your resume relate to their specific hiring needs. Each industry and profession presents unique cover letter writing and design challenges. If you are interested in pursuing an accounting, banking, or finance career, be certain to include highlights of these important success factors in your cover letters:●Success Factor #1Be as “quantitative” as possible when listing your accomplishments. Accounting and finance professionals understand and respect numbers, so whenever possible, integrate numbers, percentages, and statistics into your cover letters to support your achievements.


● Success Factor #2Highlight your specific accounting and financial management skills and competencies as they relate directly to the targeted position. Be specific and don’t assume anything. If a company is looking for a candidate with experience in X, Y, and Z (and you have that specific experience), be sure to include it prominently in your cover letter.


● Success Factor #3Demonstrate your value by emphasizing your diverse portfolio of skills. Documenting these capabilities will illustrate the breadth and depth of your experience, and help to position you favorably against other qualified candidates.


● Success Factor #4Showcase your technical skills and qualifications. What accounting, financial analysis, mortgage processing, or budgeting software do you use? This expertise is essential in today’s electronic information age, and it also shows your ability to adapt and learn new things.








Keywords and Keyword Phrases 

Keywords and keyword phrases are critical components of every successful job seeker’s cover letter. By using just one or two words, you’re able to communicate a wealth of information about your skills, qualifications, and experience. What’s more, keywords are the basis for scanning technology and are therefore critical to every job seeker’s campaign in today’s electronic-based job search market.

Following are the top 20 accounting, banking, and finance keywords, some of which may reflect your skills and some of which may not be appropriate for you at this time. Use these words as the foundation for developing your own list of keywords on the Professional Keyword List form in Appendix B.

 




Tak 20 Keywords



	Accounts Payable & Receivable	Financial Analysis & Reporting
	Asset Management	Foreign Exchange
	Auditing	Internal Accounting Controls
	Budget Control & Administration	Investment Analysis & Management
	Cash Management	Lending & Loan Administration
	Consumer & Commercial Lending	Mergers & Acquisitions
	Corporate Treasury	Profit & Loss Analysis
	Cost Accounting	Project Accounting
	Cost/Benefit Analysis	Risk Management
	Credit & Collections	ROI & ROE Analysis
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Following are some excellent examples of cover letters for careers in accounting, banking, and finance.
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Chapter 6

▶ Cover Letters for

Administrative and Clerical Careers

 


 


Your cover letter presents an excellent opportunity to show prospective employers and recruiters how the skills and accomplishments documented on your resume relate to their specific hiring needs. Each industry and profession presents unique cover letter writing and design challenges. If you are interested in pursuing an administrative or clerical career, be certain to include highlights of these important success factors in your cover letters:● Success Factor #1Focus on the contributions you have made to the overall success of your employers (for example, increasing revenues, reducing costs, upgrading technologies, managing key projects, or improving productivity and efficiency).


● Success Factor #2Highlight the vast array of skills, qualifications, competencies, and talents that you offer which, for most administrative professionals, is quite extensive due to the varied nature of the work you perform.


● Success Factor #3Demonstrate your value by emphasizing the number and types of people and organizations you have supported to give further “depth” to your experience. And don’t forget your “customer service” skills, even if your “customers” are internal.


● Success Factor #4Showcase all of your technical skills and qualifications. Word processing, spreadsheets, accounting software, and customer databases all can be important. They are essential in today’s electronic world of work!








Keywords and Keyword Phrases 

Keywords and keyword phrases are critical components of every successful job seeker’s cover letter. By using just one or two words, you’re able to communicate a wealth of information about your skills, qualifications, and experience. What’s more, keywords are the basis for scanning technology and are therefore critical to every job seeker’s campaign in today’s electronic-based job search market.

Following are the top 20 administrative and clerical keywords, some of which may reflect your skills and some of which may not be appropriate for you at this time. Use these words as the foundation for developing your own list of keywords on the Professional Keyword List form in Appendix B.

 




Tak 20 Keywords



	Budget Administration	Meeting Planning
	Business Administration	Office Management
	Clerical Support	Policy & Procedure
	Client Communications	Productivity Improvement
	Confidential Correspondence	Project Management
	Contract Administration	Records Management
	Corporate Recordkeeping	Regulatory Reporting
	Document Management	Resource Management
	Efficiency Improvement	Time Management
	Liaison Affairs	Workflow Planning/Prioritization
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Following are some excellent examples of cover letters for administrative and clerical careers.
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Chapter 7

Cover Letters for

Government Careers

 


 


Your cover letter presents an excellent opportunity to show prospective employers and recruiters how the skills and accomplishments documented on your resume relate to their specific hiring needs. Each industry and profession presents unique cover letter writing and design challenges. If you are interested in pursuing a career in government, be certain to include highlights of these important success factors in your cover letters:● Success Factor #1Often when applying for a government position, you will be requested to submit a resume along with other documentation. This might include statements of Key Skill Areas (KSAs), responses to specific questions, information about your particular competencies, and more. If this is the situation, the best advice for writing your cover letter is to include information that is unique to you and your experience, and that makes you stand out from other applicants.


● Success Factor #2Some postings will use the term “Letter of Interest” instead of “Cover Letter.” Show your interest in the position by showcasing how you will use your skills and experience to address the challenges of that particular position.


● Success Factor #3Use your cover letter to explain any special circumstances that aren’t covered in the resume. These might include your desire to relocate (and why), reasons for a career change, or special accommodations for a disability. (Note that a candidate with a disability may be sought after by hiring officials, due to the government’s desire to fulfill EOE/Affirmative Action goals and objectives.)


● Success Factor #4Some agencies offer the choice of submitting a paper application or an electronic application. In many instances, the electronic application process does not allow you to include a cover letter. For this reason, consider using the paper application process, whenever possible, to take advantage of the opportunity to sell yourself with a powerful cover letter targeted for that specific position.








Keywords and Keyword Phrases 

Keywords and keyword phrases are critical components of every successful job seeker’s cover letter. By using just one or two words, you’re able to communicate a wealth of information about your skills, qualifications, and experience. What’s more, keywords are the basis for scanning technology and are therefore critical to every job seeker’s campaign in today’s electronic-based job search market.

Following are the top 20 government keywords, some of which may reflect your skills and some of which may not be appropriate for you at this time. Use these words as the foundation for developing your own list of keywords on the Professional Keyword List form in Appendix B.

 




Tak 20 Keywords



	Briefings & Trainings	Liaison Affairs
	Budget Planning & Allocation	Lobbying
	Congressional Affairs	Press Relations & Media Affairs
	Cross-Cultural Communications	Procurement & Acquisitions
	Cultural Diversity	Program Design & Management
	Foreign Government Relations	Public Advocacy
	Governmental Affairs	Public Works
	Inter-Agency Relations	Regulatory Reporting
	International Trade & Commerce	SEC Affairs
	Legislative Affairs	Zoning & Compliance
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Following are some excellent examples of cover letters for government careers.
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Chapter 8

▶ Cover Letters for

Healthcare and Social Service 

Careers

Your cover letter presents an excellent opportunity to show prospective employers and recruiters how the skills and accomplishments documented on your resume relate to their specific hiring needs. Each industry and profession presents unique cover letter writing and design challenges. If you are interested in pursuing a career in healthcare or social services, be certain to include highlights of these important success factors in your cover letters:● Success Factor #1Show your diverse experience by including the different types of patients/ consumers you have treated or served. Including this information demonstrates your versatility and sensitivity to individuals with varying needs.


● Success Factor #2Be sure to mention relevant healthcare procedures you can perform or equipment you can operate. Don’t assume your current job title equates to the same job duties in a new organization. By documenting your skills, you ensure that your next employer will see what you can do and how you add value.


● Success Factor #3List your credentials at the top of your letter. Include either the appropriate initials after your name, or spell out your licenses or certifications and place them near the top of your letter. This is critical information and immediately communicates that you have the right qualifications for a particular position.


● Success Factor #4Highlight your participation in any research projects or in the development and/or introduction of new procedures or techniques. Even though you may believe your role was relatively minor, your exposure to leading-edge treatments and protocols could be a point of interest for a new employer.





Keywords and Keyword Phrases

Keywords and keyword phrases are critical components of every successful job seeker’s cover letter. By using just one or two words, you’re able to communicate a wealth of information about your skills, qualifications, and experience. What’s more, keywords are the basis for scanning technology and are therefore critical to every job seeker’s campaign in today’s electronic-based job search market.

Following are the top 20 healthcare and social service keywords, some of which may reflect your skills and some of which may not be appropriate for you at this time. Use these words as the foundation for developing your own list of keywords on the Professional Keyword List form in Appendix B.



 




Tak 20 Keywords



	Ambulatory Care	Human Services
	Behavior Modification	Inpatient & Outpatient Care
	Case Management	Insurance Administration
	Chronic Care	Integrated Service Delivery
	Client Advocacy	Patient/Client Relations
	Community Outreach	Practice Management
	Crisis Intervention	Protective Services
	Diagnostic Evaluation & Intervention	Regulatory Affairs & Reporting
	Healthcare Administration	Risk Management
	Healthcare Delivery	Vocational Rehabilitation
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Following are some excellent examples of cover letters for healthcare and social services careers.
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Chapter 9

Cover Letters for

Hospitality and Food Service  

Careers

Your cover letter presents an excellent opportunity to show prospective employers and recruiters how the skills and accomplishments documented on your resume relate to their specific hiring needs. Each industry and profession presents unique cover letter writing and design challenges. If you are interested in pursuing a hotel or food service career, be certain to include highlights of these important success factors in your cover letters:● Success Factor #1If you’re in the food service industry, mention the types of cuisine with which you are familiar. If you worked at a restaurant, was it a four-star establishment? If you worked at a hotel, what kind of guests did you cater to and what types of facilities did you have (for example, spa, golf course, or tennis club)?


● Success Factor #2Do you plan, prepare food, or set up for banquets or large-scale receptions and parties? How many people attend these events? As you well know, a banquet for 500 people is an entirely different function than the day-to-day operations of a medium-sized restaurant.


● Success Factor #3If you have studied or worked under a famous chef or at a renowned restaurant, hotel, or resort, be sure to mention it prominently, including any training or apprenticeship programs that were involved.


● Success Factor #4Include any administrative functions for which you have been responsible, such as purchasing, inventory control, food and labor cost controls, sales, customer service, or facilities. Don’t forget to include these important roles and the contribution they represent to your employer’s success.








Keywords and Keyword Phrases 

Keywords and keyword phrases are critical components of every successful job seeker’s cover letter. By using just one or two words, you’re able to communicate a wealth of information about your skills, qualifications, and experience. What’s more, keywords are the basis for scanning technology and are therefore critical to every job seeker’s campaign in today’s electronic-based job search market.

Following are the top 20 hotel and food service keywords, some of which may reflect your skills and some of which may not be appropriate for you at this time. Use these words as the foundation for developing your own list of keywords on the Professional Keyword List form in Appendix B.

 




Tak 20 Keywords



	Back-of-the-House Operations	Inventory Planning & Control
	Catering Services	Labor Cost Controls
	Conference & Meeting Planning	Menu Planning & Pricing
	Corporate Dining Room Operations	Multi-Unit Operations
	Customer Service Management	Occupancy Management
	Food & Beverage Operations	Portion Control
	Front-of-the-House Operations	Property Development
	Guest Service & Satisfaction	Resort Management
	Hospitality Management	Revenue Planning & Reporting
	Housekeeping Operations	Special Events Planning
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Following are some excellent examples of cover letters for hospitality and food service careers.
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Chapter 10

Cover Letters for

Human Resources and Training 

Careers

Your cover letter presents an excellent opportunity to show prospective employers and recruiters how the skills and accomplishments documented on your resume relate to their specific hiring needs. Each industry and profession presents unique cover letter writing and design challenges. If you are interested in pursuing a career in human resources or training, be certain to include highlights of these important success factors in your cover letters:● Success Factor #1Show your diverse skills by mentioning the different aspects of human resource management with which you have experience (for example, benefits administration, recruiting, payroll, employee relations, and training).


● Success Factor #2Mention initiatives you have developed or implemented to improve employee satisfaction and retention. This might include counseling individual employees on professional development or introducing employee incentive programs recognizing peak performance.


● Success Factor #3For trainers, include activities such as needs assessment, curriculum planning, course design, online instruction, classroom training, and instructional materials design.


● Success Factor #4Include detailed information about your familiarity with technology-based human resource management systems (for example, timekeeping, payroll, benefits administration, and manpower planning). These technical skills are critical in today’s tech-based HR environment.








Keywords and Keyword Phrases 

Keywords and keyword phrases are critical components of every successful job seeker’s cover letter. By using just one or two words, you’re able to communicate a wealth of information about your skills, qualifications, and experience. What’s more, keywords are the basis for scanning technology and are therefore critical to every job seeker’s campaign in today’s electronic-based job search market.

Following are the top 20 human resources and training keywords, some of which may reflect your skills and some of which may not be appropriate for you at this time. Use these words as the foundation for developing your own list of keywords on the Professional Keyword List form in Appendix B.

 




Tak 20 Keywords



	Benefits Design & Administration	Manpower Planning
	Change Management	Organizational Development
	Employee Assistance Programs	Performance Incentives
	Employee Communications	Performance Reviews & Appraisals
	Employee Relations	Recruitment & Selection
	Employee Retention	Staffing
	Grievance Proceedings & Arbitration	Succession Planning
	Human Resources Administration	Training & Development
	Labor Contract Negotiations	Union Relations
	Leadership Development	Wage Administration
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Following are some excellent examples of cover letters for human resources and training careers.
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Chapter 11

▶ Cover Letters for

Law Enforcement and Legal 

Careers

Your cover letter presents an excellent opportunity to show prospective employers and recruiters how the skills and accomplishments documented on your resume relate to their specific hiring needs. Each industry and profession presents unique cover letter writing and design challenges. If you are interested in pursuing a law enforcement or legal career, be certain to include highlights of these important success factors in your cover letters:● Success Factor #1Credentials and certifications are key. Prominently mention firearms, special tactics, or special investigative credentials. For attorneys, list the courts and states in which you are admitted to practice.


● Success Factor #2In addition to credentials, include other professional training in areas relevant to the position you are pursuing. Law enforcement and legal professions place a heavy emphasis on professional development, so be sure to include yours.


● Success Factor #3Be sure to mention any measures of performance. What’s your success rate in cases you’ve tried as an attorney? As a police officer, how many arrests have you made or how has the crime rate been reduced because of your actions?


● Success Factor #4Remember to include information about the administrative aspects of your job, especially if you’re interested in advancing into supervisory or  management positions. This may include personnel training and supervision, record-keeping, report preparation, regulatory review and compliance, and a host of other functions.








Keywords and Keyword Phrases 

Keywords and keyword phrases are critical components of every successful job seeker’s cover letter. By using just one or two words, you’re able to communicate a wealth of information about your skills, qualifications, and experience. What’s more, keywords are the basis for scanning technology and are therefore critical to every job seeker’s campaign in today’s electronic-based job search market.

Following are the top 20 law enforcement and legal keywords, some of which may reflect your skills and some of which may not be appropriate for you at this time. Use these words as the foundation for developing your own list of keywords on the Professional Keyword List form in Appendix B.

 




Tak 20 Keywords



	Arbitration	Judicial Affairs
	Arrest & Prosecution	Legal Research & Analysis
	Civil Law Proceedings	Legislative Review & Analysis
	Corporate Law & Representation	Litigation
	Courtroom Proceedings	Public Safety & Administration
	Criminal Investigations	Regulatory Affairs
	Depositions & Discovery	Risk Management
	Due Diligence	Search & Seizure
	Intellectual Property	Trademark & Copyright Law
	Interrogations	Workers’ Compensation
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Following are some excellent examples of cover letters for law enforcement and legal careers.

[image: 078]

[image: 079]

[image: 080]

[image: 081]

[image: 082]

[image: 083]




Chapter 12

▶ Cover Letters for

Manufacturing and Operations 

Careers

Your cover letter presents an excellent opportunity to show prospective employers and recruiters how the skills and accomplishments documented on your resume relate to their specific hiring needs. Each industry and profession presents unique cover letter writing and design challenges. If you are interested in pursuing a career in manufacturing or operations, be certain to include highlights of these important success factors in your cover letters:● Success Factor #1Highlight your experience and training in principles and methods such as Lean Manufacturing, Six Sigma, Just-In-Time inventory, TQM, SAP, and ISO standards.


● Success Factor #2Showcase information about your contributions to process improvements, scrap reduction, or other innovations that increase operating efficiency or reduce production costs. Use dollar figures or percentages to quantify results, and, when possible, relate these results to the prospective employer’s needs.


● Success Factor #3Demonstrate the diversity of your skillset by mentioning the various operations and processes with which you have experience (for example, cell manufacturing, assembly line, fabrication, stamping/molding, or clean-room operations). Emphasize those experiences that are most relevant to the needs of the targeted employer.


● Success Factor #4Include statistics about quality and customer interactions. As domestic manufacturers compete in the global market, delivering defect-free products and being attentive to customers are critical for success.








Keywords and Keyword Phrases 

Keywords and keyword phrases are critical components of every successful job seeker’s cover letter. By using just one or two words, you’re able to communicate a wealth of information about your skills, qualifications, and experience. What’s more, keywords are the basis for scanning technology and are therefore critical to every job seeker’s campaign in today’s electronic-based job search market.

Following are the top 20 manufacturing and operations keywords, some of which may reflect your skills and some of which may not be appropriate for you at this time. Use these words as the foundation for developing your own list of keywords on the Professional Keyword List form in Appendix B.

 




Tak 20 Keywords



	Budget Planning & Administration	Operations Re-engineering
	Continuous Process Improvement	Plant Management
	Cost Reduction & Avoidance	Process Automation
	Efficiency Improvement	Productivity Improvement
	Facilities Engineering	Quality Assurance & Control
	Inventory Planning & Control	Resource Planning & Management
	Logistics	Supply Chain Management
	Manufacturing Technology	Technology Integration
	Multi-Site Operations Management	Workflow Optimization
	Occupational Health & Safety	Workforce Planning & Management
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Following are some excellent examples of cover letters for manufacturing and operations careers.
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Chapter 13

▶ Cover Letters for

Sales, Marketing, and Customer 

Service Careers

Your cover letter presents an excellent opportunity to show prospective employers and recruiters how the skills and accomplishments documented on your resume relate to their specific hiring needs. Each industry and profession presents unique cover letter writing and design challenges. If you are interested in pursuing a career in sales, marketing, or customer service management, be certain to include highlights of these important success factors in your cover letters:● Success Factor #1Use statistics to quantify your achievements whenever possible. Show percentage increases in revenues, your top ranking among other sales associates, or the number of new accounts you’ve closed to demonstrate how you’ve added value. If you’re a marketing professional, how much was market share or sales volume increased based on the campaign(s) you recommended?


● Success Factor #2Demonstrate how your work history has prepared you to meet the specific needs of the prospective employer at this time. Show your versatility in representing different product categories or serving various types of customers (for example, business-to-business and business-to-consumer).


● Success Factor #3Highlight consultative selling and relationship-building skills. In today’s environment, connecting well with customers, expertly assessing their needs, and recommending the right solutions are highly valued qualities in sales and customer service professionals.


● Success Factor #4Mention your technology skills, especially presentation software or contact management applications that help sales professionals do their jobs more efficiently. For customer service people, experience with various order entry/tracking software is important.








Keywords and Keyword Phrases 

Keywords and keyword phrases are critical components of every successful job seeker’s cover letter. By using just one or two words, you’re able to communicate a wealth of information about your skills, qualifications, and experience. What’s more, keywords are the basis for scanning technology and are therefore critical to every job seeker’s campaign in today’s electronic-based job search market.

Following are the top 20 sales, marketing, and customer service keywords, some of which may reflect your skills and some of which may not be appropriate for you at this time. Use these words as the foundation for developing your own list of keywords on the Professional Keyword List form in Appendix B.

 




Tak 20 Keywords



	Brand Development & Launch	Multi-Channel Marketing
	Competitive Market Intelligence	Multimedia Marketing & Promotion
	Contract Negotiations	Product & Market Positioning
	Corporate Communications	Product Lifecycle Management
	Customer Relationship Management	Public Relations
	Customer Service & Retention	Sales Administration
	E-Commerce	Sales Presentations
	International Trade	Sales Training
	Key Account Management	Solutions Selling
	Media Affairs & Press Relations	Time & Territory Management
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Following are some excellent examples of cover letters for sales, marketing, and customer service careers.
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Chapter 14

▶ Cover Letters for

Skilled Trades Careers

 


 


Your cover letter presents an excellent opportunity to show prospective employers and recruiters how the skills and accomplishments documented on your resume relate to their specific hiring needs. Each industry and profession presents unique cover letter writing and design challenges. If you are interested in pursuing a career in the skilled trades, be certain to include highlights of these important success factors in your cover letters:● Success Factor #1
Be sure to highlight specific training programs, internships, or ●apprenticeships you’ve completed that relate directly to the position for which you are applying. Then, be sure to highlight any additional certifications or licenses you have earned (for example, welding, HVAC, and so on).
● Success Factor #2Show your range of experience. For example: framing, roofing, finish cabinet work (carpenter); 120-volts, 480-volts, network cabling (electrician); pneumatics, hydraulics, and high-pressure lines (plumber).


● Success Factor #3Remember to mention special skills that set you apart and that directly relate to the stated needs of the prospective employer (for example, conduit bending, fiber optic installation, EDM processes, or compound and progressive die building/repair).


● Success Factor #4Highlight your familiarity with the latest technology. Do you use CAD/ CAM software, CNC programming, or other technology tools and aids? If so, be sure to include them. They’re a great asset for you in your job search. 








Keywords and Keyword Phrases 

Keywords and keyword phrases are critical components of every successful job seeker’s cover letter. By using just one or two words, you’re able to communicate a wealth of information about your skills, qualifications, and experience. What’s more, keywords are the basis for scanning technology and are therefore critical to every job seeker’s campaign in today’s electronic-based job search market.

Following are the top 20 keywords for careers in the skilled trades, some of which may reflect your skills and some of which may not be appropriate for you at this time. Use these words as the foundation for developing your own list of keywords on the Professional Keyword List form in Appendix B.

 




Tak 20 Keywords



	Blueprints & Drawings	Project Scheduling & Documentation
	Contract Administration	Project Specifications
	Crew Supervision	Regulatory Compliance
	Customer Relations	Residential & Commercial Projects
	Electrical, Plumbing & HVAC	Scope-of-Work Documents
	Fault Isolation & Analysis	Security Systems Installation
	Maintenance & Repair	Testing & Troubleshooting
	Material Management	Tools & Equipment Control
	Preventative Maintenance	Training & Apprenticeships
	Project Management	Work Site Safety
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Following are some excellent examples of cover letters for skilled trades careers.
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Chapter 15

▶ Cover Letters for

Teaching and Education Careers

 


Your cover letter presents an excellent opportunity to show prospective employers and recruiters how the skills and accomplishments documented on your resume relate to their specific hiring needs. Each industry and profession presents unique cover letter writing and design challenges. If you are interested in pursuing a career in teaching and education, be certain to include highlights of these important success factors in your cover letters:● Success Factor #1List your credentials/certifications prominently, possibly right after your contact information. Principals and administrators want to see right away what subject areas or grade levels you are qualified to teach and/or administer.


● Success Factor #2Mention the classes you have taught, including grade levels and subjects. Include any information about special lesson plans or field trips related to a particular subject area to illustrate your ingenuity and creativity in bringing the subject matter alive for your students. Relate these activities to the particular needs of the school or school district to which you are applying.


● Success Factor #3Highlight any committees you have been a member of or student activities for which you have served as an advisor (for example, Science Curriculum Committee or Olympics of the Mind Advisor).


● Success Factor #4Include travel or other enriching activities that contribute to your ability to bring additional value to the classroom. A social studies teacher who has spent extensive time exploring Europe or Native American cultures in the Southwest can be a much more fascinating candidate than someone who hasn’t had similar experiences.








Keywords and Keyword Phrases 

Keywords and keyword phrases are critical components of every successful job seeker’s cover letter. By using just one or two words, you’re able to communicate a wealth of information about your skills, qualifications, and experience. What’s more, keywords are the basis for scanning technology and are therefore critical to every job seeker’s campaign in today’s electronic-based job search market.

Following are the top 20 teaching and education keywords, some of which may reflect your skills and some of which may not be appropriate for you at this time. Use these words as the foundation for developing your own list of keywords on the Professional Keyword List form in Appendix B.

 




Tak 20 Keywords



	Accreditation	Parent-Teacher Relations
	Academic Advising	Research & Publishing
	Academic Standards	School Administration
	Classroom Management	Student Advisement
	Course Design	Student Placement
	Curriculum Development	Student Recruitment
	Educational Services Administration	Student Relations
	Higher Education	Teacher Training & Instruction
	Instructional Materials	Testing & Evaluation
	Multimedia Learning Methodologies	Textbook Review & Selection
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Following are some excellent examples of cover letters for teaching and education careers.
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Chapter 16

▶ Cover Letters for

Technology, Science, and 

Engineering Careers

Your cover letter presents an excellent opportunity to show prospective employers and recruiters how the skills and accomplishments documented on your resume relate to their specific hiring needs. Each industry and profession presents unique cover letter writing and design challenges. If you are interested in pursuing a career in technology, science, or engineering, be certain to include highlights of these important success factors in your cover letters:● Success Factor #1Technology, science, and engineering careers all require knowledge of technical equipment, computer systems and software, and much more. Be sure to mention relevant technical knowledge (for example, scientific/laboratory equipment, computer software and hardware, operating systems, and networks) to clearly communicate your qualifications and technical competencies.


● Success Factor #2Document any research papers, studies, or patents in which you have participated. Elaborate on projects relevant to the targeted position to demonstrate your keen interest in the subject matter.


●Success Factor #3Highlight projects on which you have worked and discuss how your participation contributed to the success of those projects (for example, under budget, ahead of schedule, exceeded customer expectations, or upgraded organizational capabilities).


● Success Factor #4Showcase all of your extra professional activities, which may include public speaking, professional affiliations, publications, or teaching/training. If any of these are directly relevant to the opening you’re targeting, highlight those in even more detail.








Keywords and Keyword Phrases 

Keywords and keyword phrases are critical components of every successful job seeker’s cover letter. By using just one or two words, you’re able to communicate a wealth of information about your skills, qualifications, and experience. What’s more, keywords are the basis for scanning technology and are therefore critical to every job seeker’s campaign in today’s electronic-based job search market.

Following are the top 20 technology, science, and engineering keywords, some of which may reflect your skills and some of which may not be appropriate for you at this time. Use these words as the foundation for developing your own list of keywords on the Professional Keyword List form in Appendix B.

 




Tak 20 Keywords



	Applications Development	Project Planning & Management
	Capital Projects	Prototype Development & Testing
	E-Commerce	Research & Experimentation
	Engineering Design	Scientific Methodologies
	Fault Isolation & Analysis	Systems Engineering
	Information Services Management	Technical Writing
	Information Technology	Technology Transfer
	Multimedia Technology Integration	User Training & Support
	Network Design & Technology	VOIP Technology
	Performance Optimization	Website Design & Management
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Following are some excellent examples of cover letters for technology, science, and engineering careers.
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Appendix A

▶ Cover Letter Writing Worksheet

Use this worksheet as a guide for gathering the critical information you will need to develop each of your cover letters. In fact, we suggest you make copies of this form so that you can use it each and every time you’re preparing a cover letter.
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Appendix B

▶ Professional Keyword List

Each cover letter example chapter in this book (Chapters 5-16) has a list of keywords relating to the particular career field or profession covered in that chapter.

Use this form to highlight all the keywords and keyword phrases that accurately reflect your skills, qualifications, and experience.
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Appendix C

List of Contributors

The following professional resume writers have contributed their best cover letters to this publication. All have years of experience in professional resume and cover letter writing; many have earned distinguishing professional credentials, which include:Bcomm Bachelors in Communications (Canada)

CARW Certified Advanced Resume Writer

CCM Credentialed Career Master

CCMC Certified Career Management Coach

CCTJ Certified Career Transition Jumpmaster

CDP Career Development Practitioner

CEIC Certified Employment Interview Consultant

CEIP Certified Employment Interview Professional

CERW Certified Expert Resume Writer

CIC Certified Interview Coach

CIS Certified Interview Strategist

CJCTC Certified Job & Career Transition Coach

CJST Certified Job Search Trainer

CLTMC Certified Leadership & Talent Management Coach

CMP Certified Management Professional

CPBS Certified Personal Brand Strategist

CPC Certified Personnel Consultant

CPCC Certified Professional Career Coach

CPRW Certified Professional Resume Writer

CTMS Certified Transition Management Seminars

CTSB Certified Targeted Small Business

CWDP Certified Workforce Development Professional

FJSTC Certified Federal Job Search Trainer & Counselor

IJCTC International Job & Career Transition Coach

JCTC Job & Career Transition Coach

MA Master of Arts

MBA Master of Business Administration

MCDP Master Career Development Professional

MS Master of Science

NCCC Nationally Certified Career Coach

NCRW Nationally Certified Resume Writer

RPR Registered Professional Recruiter
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Carol Altomare, CPRW 

World Class Resumes, Flemington, N.J.  

caa@worldclassresumes.com  

worldclassresumes.com  

(908) 237-1883

Paul Bennett, BComm, CPRW 

TARGET Career Services, 

Vancouver, BC, Canada  

paul@targetcareerservices.com  

www.targetcareerservices.com  

(888) 782-7438 / (604) 876-9980

Laurie Berenson, CPRW 

Sterling Career Concepts, LLC, Park 

Ridge, N.J.  

laurie@sterlingcareerconcepts.com  

www.SterlingCareerConcepts.com  

(201) 573-8282

Anne Brunelle, Career Transitions 

Coach 

Making Changes, Toronto, ON, Canada 

info@makingchanges.ca  

www.makingchanges.ca  

(647) 224-8287

Diane Burns, CCMC, CPCC, 

CLTMC, CPRW, FJSTC, IJCTC, 

CEIP 

Career Marketing Techniques, Boise, 

Idaho  

diane@polishedresumes.com  

www.polishedresumes.com  

(208) 323-9636

Clay Cerny, Ph.D. 

AAA Targeted Writing & Coaching, 

Chicago, Ill. 

claycerny2@msn.com 

(773) 907-8660

Denyse Cowling, CIS, CPC, RPR 

Career Intelligence, Inc., Burlington, 

ON, Canada 

dcowlings@cogeco.ca  

www.careerintelligence.ca  

(866) 909-0128

John Femia, BS, CPRW 

Custom Resume & Writing Service, 

Altamont, N.Y. 

customresume1@aol.com  

www.customresumewriting.com  

(518) 872-1305

Gail Frank, NCRW, CPRW, JCTC, 

CEIP 

Frankly Speaking: Resumes That 

Work, Tampa, Fla. 

gailfrank@post.harvard.edu  

www.callfranklyspeaking.com  

(813) 926-1353

Louise Garver, MA, CMP, CPRW, 

CEIP, MCDP, JCTC 

Career Directions LLC, Enfield, Conn. 

LouiseGarver@cox.net  

www.careerdirectionsllc.com  

(860) 623-9476

Jill Grindle, CPRW 

Resume Inkstincts, Agawam, Mass.  

j.grindle@resumeinkstincts.com  

www.resumeinkstincts.com  

(413) 789-6046

Susan Guarneri, NCCC, CCMC, 

CPBS, CERW, CCTJ, CPRW 

Guarneri Associates, Three Lakes, Wis. 

Resumagic@aol.com  

www.resume-magic.com  

(866) 881-4055

Michele J. Haffner, CCMC, CPRW, 

JCTC 

Advanced Resume Services, Glendale, Wis. 

mhaffner@wi.rr.com  

www.resumeservices.com  

(888) 586-2258

Loretta Heck 

All Word Services, Prospect Heights, Ill. 

siegfried@ameritech.net 

(847) 215-7517

Susan Hoopes, CJST, CJCTC, CWDP 

Cuyahoga Valley Career Center, 

Brecksville, Ohio 

susan.hoopes@cvcc.k12.oh.us  

www.cvccworks.com  

(440) 746-8260

Rosemary Fish Justen, CPRW, CEIP 

Creative Communication Services, Inc., 

Schaumburg, Ill. 

rosemary@CCSResumes.com  

www.ccsresumes.com  

(847) 490-8686

Erin Kennedy, CPRW 

Professional Resume Services, 

Lapeer, Mich. 

ekennedy@proreswriters.com  

www.proreswriters.com  

(206) 339-2876

Myriam-Rose Kohn, CPBS, CCM, 

CCMC, IJCTC, CPRW, CEIP 

Jeda Enterprises, Valencia, Calif.  

myriam-rose@jedaenterprises.com  

www.jedaenterprises.com  

(661) 253-0801

Brian Leeson, MS 

Vector Consultants Pty Ltd, 

Echunga, South Australia, Australia 

vector@adelaide.on.net  

www.vectorconsultants.com.au  

+61 8 8388 8183

Linda Matias, JCTC, CIC, NCRW 

CareerStrides, Long Island, N.Y. 

linda@careerstrides.com  

www.careerstrides.com  

(631) 387-1894

Melanie Noonan 

Peripheral Pro, LLC, West Paterson, N.J. 

PeriPro1@aol.com 

(973) 785-3011

Don Orlando, MBA, CPRW, JCTC, 

CCM, CCMC 

The McLean Group, 

Montgomery, Ala.  

yourcareercoach@charterinternet.com  

(334) 264-2020

Julie Rains, CPRW 

Executive Correspondents,Clemmons, 

N.C. 

jr@workingtolive.com  

www.workingtolive.com  

(336) 712-2390

Michelle Mastruserio Reitz, CPRW 

Printed Pages, Cincinnati, Ohio 

michelle@printedpages.com  

www.printedpages.com  

(513) 598-9100

Christine Robinson 

Lima, N.Y.  

CreativesMarketing@rochester.rr.com 

.wwwCreativesMarketing.com  

(585) 624-4232

Jennifer Rushton, CARW, CEIC, 

Keraijen Certified Resume Writer 

Sydney, NSW, Australia 

info@keraijen.com.au  

www.keraijen.com.au  

+ 61 2 9994 8050

Barbara Safani, MA, CERW, NCRW, 

CPRW, CCM 

Career Solvers, New York, N.Y. 

info@careersolvers.com  

www.careersolvers.com  

(866) 333-1800

Janice M. Shepherd, CPRW, JCTC, CEIP 

Write On Career Keys, Bellingham, Wash.  

janice@writeoncareerkeys.com  

www.writeoncareerkeys.com  

(360) 738-7958

Billie Ruth Sucher, MS, CTMS, 

CTSB, JCTC 

Billie Ruth Sucher & Associates, 

Urbandale, Iowa 

billie@billiesucher.com  

www.billiesucher.com  

(515) 276-0061

Edward Turilli, MA, CPRW 

AccuWriter Resume, Writing & 

Career Services, Bonita Springs, Fla. 

edtur@comcast.net 

(239) 948-7741 

North Kingstown, R.I. 

edtur@cox.net  

www.resumes4-u.com  

(401) 268-3020

James Walker, MS 

Serco, Inc., Fort Riley, Kans. 

jwalker8199@yahoo.com 

(785) 239-2278

Daisy Wright, CDP 

The Wright Career Solution, 

Brampton, ON, Canada  

daisy@thewrightcareer.com  

www.thewrightcareer.com  

(905) 840-7039







About the Authors


▶ Arnold G. Boldt 

After experiencing his own “downsizing” in 1994, Arnie Boldt explored a number of options before partnering with his wife, Gail Smith Boldt, to form Arnold-Smith Associates, which has helped thousands of job seekers who have found themselves in transition. Since then, he has honed his skills to become recognized as one of the premier resume writers in the country, contributing to more than 30 different books by eight different authors, including numerous titles by No-Nonsense Resumes co-author, Wendy Enelow.

In 2004, he was nominated for two prestigious TORI Awards (presented by Career Directors International) in the categories of Best Creative Resume and Best Cover Letter. He has spoken on resume-related topics to groups in the healthcare and manufacturing fields, as well as delivering presentations geared to the older worker and to executives in transition.

Mr. Boldt holds a Bachelor’s degree in Technical Communications from Clarkson University and is a Certified Professional Resume Writer and Job & Career Transition Coach. He prides himself on his experience working with the broadest array of clients, ranging from tradespeople and new graduates to corporate executives. A lifelong resident of upstate New York, he makes his home with his wife and two Chihuahuas in a suburb of Rochester.


▶ Wendy S. Enelow 

Wendy Enelow is a well-known and well-respected authority in resume writing and career coaching, and has been in private practice for more than 25 years. To date, she has guided more than 5,000 professional, management, and executive clients to achieve their career goals by providing them with best-in-class resumes, cover letters, and job search strategies. In addition, she has  authored more than 20 books on resume and cover letter writing, job searching, key words, interviewing, and more.

Ms. Enelow is a frequently requested speaker at national conferences and workshops including the International Career Development Conference, Career Masters Institute Annual Professional Conference, National Employment Counseling Association Annual Conference, President’s National Hire Veterans Committee, Professional Association of Resume Writers Annual Conference, Venture for Enterprising Women, and many more. In addition, she has been interviewed by major media outlets nationwide and has more than 100 articles published on various Internet sites.

Ms. Enelow holds a Bachelor’s degree in Psychology from the University of Maryland. She is a Credentialed Career Master, Master Resume Writer, Job and Career Transition Coach, and Certified Professional Resume Writer. Ms. Enelow currently resides with her husband and pet menagerie in southwestern Virginia.
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Api 24, 2007
{_20m
Bxecutive Search Partrers, LLC

1234 Excautve Tower 4 Reterence Lino

New York, NY 10199
Re: Financial Management / Operations Management Opporfanities Y

o s, ] o] ey

Following a rewarding career i the .S. A Force, where I gained extensive experence)
areas of financial management, operatons management, empoyee development, and project

management, | am seeking anew opportunity that il coptalize on one or more of my skllset. With
s goa n mind, T have enciosed a resume fo your consideraion tha briefy outines my background.

Some o the ways I can bring unique vaue to on of you clients ncldes

' ainalyzing business operations and developing srateies that optinize the
st of aptel s and uan st Ofen It e oot/
costs and reduce headcount while simultaneously expanding operatonal
‘apabiftes and production capacites.

' gt et g i
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v Employing innovative, “out-of-the-box” approaches to solving complex financial, ofthe
logistical, and operational problems. During my career, I have pursued creative
ool ol o, b o s
e
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e el e

' Doy oo ot et its. N
S e e
s

el

e o e 1 ety et i
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closing!
Thank you o your te and consideration. ook arvard o takingvith you soon. | Paragraph
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Scerey,
Deanis Gregony: 9.
Closing &
Dennis Grgory Signatire
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SEAN P. O'CONNOR

74477 Rosewood Lane - Pleasant Lake, M1 49272 - 517-555-9606 - soconnor@hotmalcom.

August 10, 2006

Joan Allen
Recniter

Simmons Laboratories, Inc.
1000 Bellpointe Boulevard
Detrot, M1 49280

Dear M. Alen:

If your organization could benet rom a strong leader with proven achievements streamlining business
processes, maintaining qualty control, and governing production and teting in a lab environment, we should
tak. T bring 18+ years oflab management experience I the scence and technology industry.

‘The core of my expertise stemsfrom an analyical perspective—concentration testng, flaw-to-background
testng, sensitiy testing, and durabilty testing, whil bringing together individual strengths and harnessing
collecive energies to buid a highly process-focused, yettechnology-driven lab.

s 2 seasoned leader,  know what It takes to manage several employees, direc logistics and procurement,
‘and create value through continuall monitring qualty performance. 1 2150 understand the necessit of having
2 sold team backed up by sound operationa processes to rive daiy employee performance. Evidence of my
‘contributions can be seen through my success in:

« Managing the daly operations of  ab that manufactures non-destructiv testing materials s dicated
by miltary and society specications.

+ Overseeing several departments incuding research and development, purchasing, government
contracts, safey and training whie maintaining a fully operational facity.

+ Continual monitoring of employee performances with 2 deep commitment to process and productivty
improvement.

+ Recogniton as the only company to receive the IS0 9001:2000 certification within 9 months.

With my degrees in the science fed, 1 am eager to transion ito a senior-leve aboratory management

positon with your company. Aware ofthe caliber and reputation Simmons hoks n the marketplace, I would

‘welcome the opportunity to meet with you, discuss your needs, and further demonstrate the value  offer as a

Laboratory Manager or Directr

Thank you for your time and consideation. 1 look forward to the first of many posiive communications.

Sincerely,

‘Sean P. O'Connor

Encosure

Wnitea By: Erin Kemnedy
Fout: Tahoma
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JOSEPH T. FAIRNESS

651 Main Sreet
Alexandria, VA 22200

Home: 703.655-0001 Cell: 703.555.0002
Email faifo24@gmall.com

July 12,2008

Alexandria City Government
Office of Judicial Support Services
1720 Bay Street, 23 Floor
Alexandria, VA 22220

Dear Hiring Committee:
JUSTICE OF THE PEACE - DISTRICT COURT OF ALEXANDRIA
As indicated in Ms. Lalane’sletter to me of July 8, 2006:

“Justices of the Peace appointments require a responsible individual with integrity and
the ability to interpret relevant legisiation and bylaws, knowledge and understanding of
Virginia's judicial system and process, excallent oral and written communication skills,
‘sound interpersonal skills, good administrative skills, and superior analytical ability
‘combined with sound judgement.”

Ihave carefully considered the requirements and believe | have the necessary qualiications
and experience to succeed as a Justice of the Peace for the Distrct Court of Alexandria. | am,
therefore, offering myself as a candidate.

As a Case Worker for more than 10 years with the Department of Communiy and Social
Services, | have encountered many challenges and have had to make tough decisions, but the.
positive outcomes speak to my commitment to faimess, integrity, and due process. | have a
solid record of community involvement, which is one of your prerequisites, and through this
involvement and my dedication o the pursut of ustice for youths, | have been honored with a
number of federal, state, and local awards. | have a sound knowledge of related legislation and
ylaws and a very good understanding of Alexandia's judicial system through my employment
in social services and my work as a volunteer probation officer

My paid and volunteer experiences all entail working collaboratively with people and employing
sound interpersonal skils, excellent analytcal abilty, and success in making decisions in a
timely manner. | have exceptional oral and written communication skills and can clearly
articulate my position on issues in a professional and understandable manner.

1am confident that my background and diverse experiences could make a difference in the
administration of ustice in the Distrct Court of Alexandria. Please review the attached resume
and give me a call to set up a time for us to et

Sincerely,
Joseph T. Faimess

Enclosure

Apaton By Deisy Wiright
Fowt: Arial
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Susan S. Walker

10999 Golden Gate Boulevard ¢ Chicago, IL 60222 + (717) 558-1952 + walkers(@comeast.net

April 22,2006

David R. Dutch
Recruiter

Bank of America

1000 Bank of America Plaza
Chicago, IL. 60265

Dear Mr. Dutch;

1 you are in need of a highly qualificd Banking Professional, then we have good reason to meet.
Afterrescarching your company. I believe my skill and experience may be of valuc to your
team.

offer more than 16 years of successful banking experience in positions of ncreasing
responsibilityand duties. With a broad-based understanding of financial / banking needs at all
levels of business, I am skilled in account management, sales management, customer service,
marketing, branch management, loan administration, regulatory compliance, quality control, and
teller operations. Throughout my career, | have been recognized by management as a top
performer for consistently achieving targeted sales goals and leading projects that have delivered
proftable results and generated new business.

Asa proven leader with excellent communication skills, | am proficient at motivating and
training teams of professionals in meeting or exceeding identified company goals and customer
expectations. With strong skill in customer service and relationship building, I possess the
demonstrated abily to help cients select financial/ banking options that meet their needs and
expand / reain exising accounts. My unwasering commitment to high-quality service and
customer satsfaction will be a valuable asset to your team. My resume provides further details of
my skill and accomplishments

believe I can make an immediate and positive contribution to Bank of America. If it appears
that my qualifications meet your current needs, | would like to further discuss my background in
a meeting with you. Thank you for your time and consideration. I look forward to your reply.

Sincerely,

Susan'S. Walker

Enc. resume

Wpaten By: lohn Femia
ant: Tines NewBoman
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MARGARET J. WILTON

163 Crescent Drive + Baldwin, NY 11510 + miwilton@yahoo.com « 631-898-0543

May 12,2006

Ms. Cynthia Patll, Supersisor
South Shore Healtheare

245 West Merrick Road
Baldwin, NY 11510

Dear M. Patel,

Hospitals and medical centes spend thousands of dollars cach ycar to manage their medical records
backlog. Many employ iterim stafing agencies with costly fcs and an employee base tht requires
‘onsiderable training. But what ifa fucility could hire an exceptional transcrptionist on  shortterm basis
ata fraction of the cost?

Throughout my 1 years as  medical transriptionist, | have impressed my employers with my extensive
Knowlade of medical terminology, abilty to quickly carn medical systems, extraordinary specd, and
impeccable accuracy. Wilh experience i over 20 hospitals, meical centes, and radiology centrs across

¢ country, | possss multple refercnces that can vouch for my outsanding record ofservice. My value-
added skl nclude:

Specd ‘Consistently exced industry standards for rcords completion as much
5 200%; average 1,500 2,000 lines daly

Accuracy Produc quality document transcription with virually no errors.

Effcency iminate signifcant document backlog well shead of projected time

frams.

Master medical software programs ina fraction of the time typically
required; to date have learned allsystems in less than one hour.

Software Proficient in multple medical software packages including Lanir,
Mditech, Softmed, and Chartseript.

Flexibility “Three years of experience as a raveling MT with success assimilating
into dierse work environments as an independent contactor and.
employee of Medi-Temp and Temp-Foree.

Lam confident that 1 can deive resuls similar (o those described above for your organization and would
‘welcome the apportunity (o discuss my qualifications n more detil 'l follow up later this week o
schedule an interview. Thark you for your consideration.

Sincerely,
Margaret J. Wilton

Enclosure

Hnatn y: Batbara S
Fant: Tines NewBoman
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Edward Sean Quinn
55 Eime Lo, Long W NY 10097 # WRABAIR ¢ clvardspim@csmeasoc

September 12, 2006

Roger P. Wilkinson, Supervisor
Personnel Development
Executive Security, Inc.

4736 Eighth Avenue

New York, NY 10227

Dear Mr. Wilkinson:

In searching career opportunities within your organization for openings in the senior investigative
division, | identified several opportunities and, as such, have enclosed my resume for your review.
Currently a New York City Detective with 24 years of distinguished experience in law
enforcement, | am proud to be a member of the police department responsible for the largest crime
reduction in the history of the City of New York. I will retire from the force in six months, but am
available for ajob interview at your convenience. Allow me to llustrate my extensive
qualifications.

Highlights and accomplishments of my professional background include numerous notable
arrests, several NYPD awards, and the coveed certfcation in Specalized Surveillance Training, In
addition, 1 believe my genuine drive and determination make me an excellent candidate for an
investigative position within your organization. Able o effectively conduct analysis of evidence
with physial and eectronic survllance, | possess the perseverance necessary o locate ffenders
when all avenues appear exhausted. My experience has made me fully aware of how crucial
seconds are in emergencie. | cope wellin high-strss situations and have won three prestigious
High Departmental Recognition awards for honorable and courageous sevice.

In conclusion, | am seeking a position that offers challenge, responsibility, and renewed
opportunity to help in maintaining the publics trust in our criminal justice system. I would
welcome a personal interview to demonstrate how my firmly established credentials and strong.
experience in law enforcement can be utilzed for our mutual benefit. If 1 do not hear from you
within the next 10 days, | will call in the hope of arranging a suitable time for an appointment.

“Thank you for your time and consideration.

Sincerely,

Edward Sean Quinn

Enclosure: Resume

Wntten By Ecvard Turili
Foat: Bock Aiqua
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GARRETT FREDERICKS
7178 Holly-Byron Road
Byron, New York 14422
(585) 5489786

April 14, 2006

Greenbrier Tooling & Machining
6332 Route 237
Byron, NY 14420

Dear Si/Madam:

#s an experienced Journeyman Tool & Die Maker with a 17-year background in the
‘erospace industry, I am exploring employment opportunities that willcapitaize on my skils and
training. [ have enjoyed a rewarding career with ITT Government Systems—an IS0-9002
‘manufacturing environment—and have made consistent contributions using strong troubleshooting
skils and innovative thinking to overcome complex machine maintenance issues.

The enclosed resume highiights my experience, trining, and professional assets which include:
+ Licensed Tool & Die Maker with proficiency in troubleshooting and

ies for high-volume production; and experience operating
that produce close

« Strong technical skills with solid ability to work with CAD technology,
CNC machine tools, and computerized measuring devices.

+ In-depth understanding of machining tools and principles.

« Skills in metalworking processes, such as chrome plating and heat
treating.

« High integrity, work ethic, and professionalism.
1 would appreciate the chance to speak with you in person about potential opportunities with

your company. After reviewing my resume, I hope you will contact me to arrange an interview so

that we may discuss the criteria you seek in a candidate and how I can best fulfl your needs.
“Thanik you for your consideration.

Sincerely,

Garrett Fredericks

Enclosure

Wniten By: Chistine Robinson
Fout: Tahoma
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RONALD N. DOVER

101 Willams Drive * Ludlow, MA 01056 * H: (413) S89-4040-1787 C: (413) 542.6816 * meose@comeastass

March 28,2006

PO Box 1088
Boston, MA 02209

Dear Human Resources Representative:

Developing soid provider networks that offce “the decpest discounts and the best providers” s just one:
accomplishment tha 1 am proud of duing the course of my carcer in health cae, Aftcr 20 yars in
management and exceutive tols forkeading HMOs in New England, | find myselflooking forward to new
challenges and growth opportunitcs. I'm on of those rare peopl who really enjoys his job 99% of the time
and loves being in 1 position o make decisions that diecely contribute o the company's success.

Afte scing your postin for a Vice President of Provider Relatons, | was convinced that my qualificatons
arc an idea it with your necds, Bricly, my'skill and expertise encompass the folloving:

Possess a philosophy thatthe process has to
be bipartisan and all involsed partics must feclas though t i  winning situation. Negoristed
an exclusive ageccment with a 15-physician primary cae practce that saved the HMO 3
projected $500,000 in annual claims by replacing a radidonal fee-for-service (FFS)
arrangement with a capitaton model to help practie curb unnceded cost.

> Network Development and Management — Savvy a asessing all componentsin order 0
ercateand operate 4 strong provider nevwork with reimbursement methodologies that are
cost effective, but faie  al pares. For  newl formed HMO, built up & network of 6,000
providers that ineluded a tertiay care center,the hospials, 3000 physicians, and several
ancilay providers,all within only cight months.

> Managed Care Operations — s a pivotal member of o startup heslheare compncs,
was dicerly involved in functional arcas tha included chims, accounting, clcnt services, nd
information systems, all of which helped to build thiving managed care organizatons with
350,000 members in ol

> Client Relationship Management  Established long sting and mearingfl eionships with
hysicans, hospils, and ancilnyprovidersthat have resltd in provider-rcndly neworks and
very suisfe client. Recognized and wel respected within heabheare commaniis thoughout
the Norheast.

» Data Management and Reporting - Began carlc carce in healtheare saisics and then
transitoned into developing information systans o support managed and healtheare
reporting, Amassed concrete knowledige of the data requied o demonstrate cost savings
and make meaningful inancial decisions at the managerial and exccutive levels.

Fwelcome the opportunity o discuss how my contibutions would posively impact your providers, clints,
and boreom fine. Thark you for your consideraton. 1 ook forward to hearing from you shordy

Sincerel,

Ronald N. Dover,

losure

Apacee By il Grindle
Fout: Garamond
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KELLI KUPER, PHR
3000 Mountain View
Weston, WA 980004444
(333) 5557777
email: Kelli@yahoo.com

April 14, 2006

Employee/Labor Relations
Generalist Search Committee
Compton University.

200 Grover Garden

Weston, WA 98000

Dear Committee Members:

My resume summarizes a professional background featuring 15 years of progressively
responsible HR experience that | believe closely matches the requirements for the
Employee/Labor Relations Generalist position you seek to fill. Highlights of my
career include the following:

« strong generalist qualifications in all core HR functions, with particular
strengths in labor relations and employee relations. This collective
experience also enhances my comprehensive knowledge of state and
federal personnel regulations, and ability o interpret complex
guidelines, codes, regulations, policies, and procedures.

« Atrack record of building cooperative relationships with employees,
management teams, and union representatives. This approach has
fostered high levels of employee retention and attest to my ability to
respond to employee issues, identify potential HR problems, and
create solutions.

In addition to the above qualifications, | possess a B.5. from Compton University and
earned my PHR certification two years ago. | am confident that my experience,
dedication to excellence, and ability to interact effectively and professionally with all
levels of personnel make me an excellent candidate. | understand you will be receiving
applications until April 20. After that, I look forward to an opportunity to discuss your
needs and my qualifications in greater detail. Thank you.

Sincerely,
Kelli Kuper

Enclosure:  Resume
References

Wnitea By larice Shepherd
Fot: Luida Sans
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SAL MADRAS
22 Canal Rver et saimadras@men.com
Menio Park, CA 90963 04.555.9627

August 20, 2006

Leslie Greene.
‘The Adams Technology Recrutment Group
90 Blair Smith Road

San Francisco, CA 96263

Dear Mrs. Greene:

Anticipating that one of your clients may bo seoking a senior-level IT executive, | have
‘enclosed my resume for your review. Th value | can bring to a loading edge IT firm is my
success in buikding high-performance technology teams and organizations. Whethar
challenged to develop a strategic IT plan. spearhead development of new technalogies, or
enhance the qualty and relabiy of existing systems, | have consistently surpassed al
performance objectives and buil IT functions that have suppored mission.-crcal business
operations.

My greatest strength s inthe combination of my leadership and technlogy qualfications. In my.
current posiion,  lead a team of 40 IT professionals developing, implementing and supporting a
portfolo of advanced technologies for @ $200 millon business unit The range of my
responsibiltes s vast and includes strategic T planning, staf training and development, project
‘management, budge! preparation and jusification, and lsadership of he entire T development
and support organization. | have included the most prominent projects on my resume — projecls
that have delvered measurable gains n business productvity. qualty and revenue performance
a5 2 directresultof IT ntiatves that | have spearheaded.

Of partcular note, | have been the forerunner within the organization n uiizing offshore
personnelin China to supplement U.S -based operations, a huge endeavor that has been
extremely effective for Myerson Technologies. This has allowed me to further demonstrate my.
strong leadership and motivational abiltes while working wihin a cross-cultural, mult-ingual
environment.

Although secure in my current posiion, | am confidentally exploring new management challenges.
‘and opportunites where | can continue to provide strong and decisive technology leadership. As
such, | would welcome a personal interview to explore any current search assignments.
that would bo appropriate for a candidate with my qualifications. Please note that | am
‘open to relocation and would anticipate a compensation package of $125,000 to $10,000
annually. Thank you for your time and consideration.

Sincerely,

Sal Madras.

Enciosure





OEBPS/bano_9781601638168_oeb_117_r1.jpg





OEBPS/bano_9781601638168_oeb_130_r1.gif
Stella Gordon 12 Miami Road
Fort Lauderdale, FL 33090

315-555-8276

Stella2g@comcast.net

August 16, 2006

Mr. T. Rogers
Manager, Summer Student Program
Liberty Hydro

123 Main Street Avenue, 8" Floor
Miami, FL 33090

Re: Summer Student—Engineering

Dear Mr. Rogers:

Are you looking for a dedicated, focused, and successful summer student
committed to excelling in the areas of Mechanical Engineering and / or Applied
Sciences?

As a student at King University, 1 am pursuing a Bachelor of Engineering and
Applied Sciences degree. My goals are to find an opportunity that will allow me to
demonstrate my base knowledge of concepts and theories, and to explore how they
are applied in the day-to-day management of an organization.

T approach all of my projects and work with discipline and organization. As a
summer student with Liberty Hydro, I would strive to effectively contribute to your
departmental goals and objectives. King’s Mechanical Engineering Department and
my professors have acknowledged my academic and leadership achievements for
excellence in my studies, volunteerism, and peer mentoring.

Thank you for your time and consideration. 1 am excited about the opportunity to
work at Liberty Hydro and believe that my education, enthusiasm, and willingness
to learn new things will make me an effective member of your team.

Sincerely,

Stella Gordon

[Resume enclosed]

Wnitten By: Denyse Cowling
Fat: Tahoma
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MORTON D. JOSEPH
18713 Eagle View Terrace
Victor, New York 14564
(585 924-9999
MJoseph@ResumeSOS.com

November 29, 2006

Mr. Burton Nance
Tarheel Tours
P.0. Box 999
Raleigh, NC 28699

Dear Mr. Nance:

Following up on our conversation of last week, I am enclosing a current resume as an
expression of my interest in professional opportunities with your firm. I offer strong
customer service and management expericnce, and believe that my leadership skills and
‘management expertise could be valuable to your organization in an Operations Manager
/ Customer Service Manager role.

As you know, | am currently Director of Operations for Upstate Tours, with total
‘accountability for the scheduling and movement of 60 drivers. In recent weeks, | have
successfully dealt with a range of customer satisfaction issues through careful attention
to customers’ wants and needs, combined with collaboration with other carriers. Over
the past 60 days, I have saved the company over $200,000 in revenues by avoiding
potential trip cancellations.

Earlier, as a Department Head at the Syracuse Herald~Journal, | supervised call center
and customer service employees, with accountability for serving the needs of 237,000
customers on a daily basis. By implementing new call center technology and promoting
employee development initiatives, | was able to achieve a 36% improvement in our
Customer Satisfaction Index, which translated into a 15% increase in subscriber
retention over a two-year period.

Lam confident that I can make a substantial contribution to your continuing suceess,
and I would welcome further discussion of how my capabilities can serve your needs.
Please contact me to arrange a convenient date and time to talk

Thank you for your time and consideration. I look forward to speaking with you soon.

Sincerely,

Morton D. Joseph

Enclosure
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THEODORE MOSCOWITZ

100 Scarborough Drive - Fullerton, California 97886
966.446.9822 -+ tedmose@cox.net

July 21,2006

James Bolton
Bolton-Dutch Recruitment, Inc
1000 Marshall Boulevard
Los Angeles, CA 90093

Dear Mr. Bolton:

As Director of Operations for a natiomwide retail organization, | successfully innovated and
introduced operational, merchandising, customer service, and employes training programs.

 BottomrLine: Sales climbed $25 million annually and the gross profit margin
increased by 13 full points within the first year of my tenure.

As Regional Managr,  revrsed  stoe-closing trend and turned a non-producing region info
highly profitable operation.

 BottomrLine: Under my management, the region achicved the highest sales volume
throughout the entire company comprised of 52 regions.

As Store Manager, I provided superior customer service, increasing the average sale by 50%.

« BottonrLine: Recognized for significantly increasing store sales, margins, and profits
to record heights.

Equally important has been my success in recruiting, developing, and dirceting teams of well-
qualified management and sales personnel. By ereating proactive business cultures encouraging
employee participation in the decision-making process and rewarding individual contributions, I
have built profitable business operations.

Tam now exploring new opportunitis that willoffer new challenges. If you are working with a
client company sccking a candidate with my qualifications, I would welcome a personal interview
o discuss the opportunity. At that point, I'll also share specifics about my compensation
requirements, relocation capabilties, and other relevant personal information.

Very truly yours,

Theodore Moscowitz

Enclosure

Wnitea By: Lovise Garver
Faut: Tines NewRorran
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Oscar Brown

5415 N Clark Street
Chicago, L 60604
(773) 907-8660
oscarbrown@acme.com

November 22, 2006

Ms. Mary Ellen Masters
Executive Director, Hiring Committee
Chicago School District Headquarters
11 Main Street

Chicago, IL 60601

Dear Ms. Masters:

Your posting for Director of Student Support Services is most interesting. The enclosed resume
outlnes my experience and achievements, and I am happy to provide references or further
information at your request.

As my resume indicates, I have served in leadership roles on both the building and districtlevel
‘Working closely with the Principal of Jackson Elementary School (Winslow, Ilinois),  have
been involved in all aspets of building management. One result of our partrership has been a
teacher enrichment workshop that led to improved reading scores. At schools in Winslow and
Ellington, I have been responsible for curriculum and discipline. My approach to discipline
involves more than simple punishment. Bringing students, parents, and teachers together, I
wantall parties to agree on what responsible behavior is and to accept that improper behavior
has consequences.

Recently, I have had the opportunity to supplement my graduate studies by working with the
Winslow District Superintendent in arcas that inelude curriculum, personnel, purchasing, and
budgeting, My duties included analyzing a proposed budget, assessing purchasing options, and
recommending changes. The Superintendent taught me how to consider all options before
‘making any decision. His action — clear and resolute ~ provided me with a great example of how
tobea leader. T am confident that this combination of atttude, skill and experience will make
‘mea valuable member of your leadership team.

“This summary cannot fully communicate my potential contribution to your district and its
students. T would appreciate the opportunity to speak with you personally and answer your
questions.

“Thank you for your consideration.

Sincerely,

Oscar Brown

Enclosure

Wnitee By Clay Cerny
Fout: Georgia
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COURTNEY GIBBS
cgiobs@yanoo com

20588 Marciano Lane Residence: 818 862.6354
Chatsworth, Calfomia 91331 Collular: 310 5487057

October 17,2008

The Mediterranean
4824 Olive Way
Burbank. Calfomia 91502

“Troat employees like partners and they act ke partners.”
Fred Allen, CEO, Pitney Bowes

s a business operations manager, | strongly believe in giving employees ownership of their work. This
empowerment has been ke to my success a5 a Food Service Director and Manager. Just as
significant are my sirengths in personnel, management development, budgeting, financial managemen,
quaty assurance. and purchasing,

The enclosed resume shows what I bing o you and your team:

= Over 20 years of experience i the food and hospialty industry

» Adynamic career of consistenly increasing sales and improving Customer service.
and qualty.

= Energy, enthusiasm, perseverance, and motivaton.

= Aproven record in sales,leadership, and management that shines with superior
achievements.

My key trength s intiatng and implementing changes o tun restaurants and hotels around ito proft
machines. Ths process starts wih buiding rapport with my employees and calleagues, motvating others
10 exceed expectations, and then deivering the extra effot necessary 0 achieve the goals of The.
Mediterranean.

You will note that my work history ends in 2004, Unfortunately. liness prevented me from returing to
work; however, | am back: 100% now and you need not worry about absenteeism. | possess a sirong
work ethic and would not be applying to work at The Medterranean i didn' fee! | could completely
committo the ob.

Atthis pointin my career, | am seeking new professional challenges and opporturities. An extremely
good it exsts between you requirements and my background. | Iook forward to discussing how | might
contibute to your company' growth and increased proftabiity thiough excellence i customer service.
s such, | wilcal you next week o set up an appointment or a personal meeting

Thank you for you time and consideration

Sincerely,

Courtney Gibbs

Enciosure

Uncton By: Myram-Rose Kohn
Fot: el
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Norman Greenley.
May 27,2006
Page Two

Organizational & Team Leadership Experience.

Without a strong team and decisive leadershi
contribution of my carcer. In each and every organiat
leadership critcal to profitable revenue and market growth. My efforts have ranged from the recruitment,
training and development of other sales professionals to active participation in long-range product R&D.
efforts. In addition, T have built entire field sales organizations and ereated effective sales processes 1o
‘manage entire gobal sals organizations,structured by region and by product line.

. "

In addition to my portflio of qualificaions in sales, marketing and business development, 1 bring to
Phillps solid experience in strategic planning, corporate finance, budgeting, business systems design and
corporate administration. Further, 1 have held direct P&L responsbilty for more than five years. These
kil allow me the opportunity to actively particpate in the overall planning and leadership of an entirc
business unit division and/or compans.

-

‘Buikding and managing formidable customer relationships, partnerships and alliancesis another one of my
strongest suits. 1 have personally built and nurtured relationships with companies around the world,
including Fortune 500 irms as well s major multinationals. In addition,  have structured and negotiated
aliances with major consulting firms and with government offcials around the world. Perhaps most
significantly, 1 have the contacts within local markets worldwide so that Phillps’effors can be set in
‘motion virtuall immediatey.

, o organization will thrive, This is perhaps the greatest
. 1 have provided the strtegic and tactical

Michael Dell, o Dell Computers,is one of today’s greatest business eaders and an individual whose work I
follow closely. T have read many of his artcles and appreciate his insights, convictions and vision for our
industry. His commitment to hiring the “right” people and not accepting the satus quo i just one of the
underling keys to Dells phenomenal success. Bringing it closer to home, T am also avare of the strong
reputation and technical competencies of the entie Phllps famil of companies, and would welcome the
opportunity to work under your leadership and direction as Phillps Broadband continues 1o build and
strengthen its gobal market presence. 1 believe that you and I wil find a good fit with one another, and
will share many common visions and action goals.

Thank you for your time and consideration. 1 Jook forward to meeting with you to demonstrate my
qualifications for your VP of Worldwide Sales position.

Sincercly,

Emily G. Gardner

Wnitee By: Wendy Enclow
Fout: Georga
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(Company Cold-Call Letter)

SAL MADRAS
22 Canal Rver St samascas@msn com
Meno Park, CA 90083 404555 6827

August 20, 2008

George Glenn
‘Chief Technology Offcer
The XMIZ Corporation
22 Boonsboro Bovlevard
San Mateo, CA 98372

Dear Mr. Glenn:

Buiding high-performance technology organizations s my expertise. Whether challenged to
evelop a stategic T plan, spearhead development o new technologies, or enhance the qualty
and relabilty of existing systems, | have consistenty surpassed all performance objectves and
buItIT funciions that have supported mission-crical business operations.

My greatest trength s n the combination of my leadership and technology qualfications. In my
curtent positon,  lead a team of 40 IT professionals developing, implementing and supporting a
portflc of advanced technologies for a $200 milion business unit. The fange of my.
responsibilties is vast and includes sirategic T planning, staff raiing and development, project
management,budget preparation and ustfication, and leadership of the entie IT development
and support organization. | have included the most prominent projects on my resume — projects
that have deivered measurable gains n business productivity, qualiy and revenue performance
a5 a directresult of IT intiatves that | have spearheaded.

Of partcular note, | have been the forerunner within the organization n utiizng offshore
personnel in China (o supplement U S -based operations, a huge endeavor hat has been
‘extremely effective for Myerson Technologies. This has allowed me to furlher demonstrate my
strong leadership and mativational abiltes while working within a cross-cultral, mul ingual
environment.

Although secure in my current position, | am confidentially exploring new management challenges.
‘and opportunites where | can continue to provide strong and decisive technology leadership. As
such, 1 would welcome a personal nterview to iscuss how my qualifations can strengthen and
‘support your T organization and help achieve your long-term technology goas.  thank you for
your time and wil folow up with you next week.

Sincerely,

Sal Madras.

Enciosure
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GoRrDON JinEN Eomail: gimoncstiwi r.com
5251 North Decorah Road Rosidonce: (262) 334-1078
West Bend, W1 53095 Mobile: (114) 3138365

Soptember 21, 2006

Clifford Johnsan, President
Manufacturing Recruitors
600 Ventura Boulovard
Inglewood, CA 90301

Dear Mr. Johnson:

Building organizational valuo and profitabiliy is my exportise. Throughout my tenur with
Midwest Manufucturing, currently as National Director of Operations, we have pioncered
innosativo solutions to improve installation cyclo times, reduco operating costs, enhance customor
satisfaction, and accelerata top-line vevente.

‘With moro than 15 yoars of leadorship experionco in oporations and production, I bring a
strong track record of porformance:

« Strategic vision and leadership of a manufacturing division that we grew
from $460 million to $550 million in less than four years with a 50°% cycle
time reduction, a 50% improvement in forecasting, and  five-point increase in
our customer satisfaction index.

+ Training, development, and leadership o high-performing, multi-discipline
professionals in Production Operations, Logisties/Supply Chain, Engincering
Project Management, and Installation Service.

« Direct P&L accountability for multi-million dollar operations: 55 millon to
350 million, with teams ranging from seven to 630,

+ Demonstrated abilityto impact postive change and strengthen profitability as
achange agent.

My goal i another senior-lovel position with an organization in nood o strong, decisive,
and visionary leadership. For tho right opportunity, | am opon to rolocation and am anticipating &
compensation packago wall into the six fgures.

“Thank sou for your time and sour consideration. 1 look forsard to meeting with you to
diseuss spocific opportunitios with your elent companics.

Sincoroly,

Gordon Jimenez

Wttt By: Wichele Haffner
Fout: Century Schoobook
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NEIL SHANNON
1571 Creek Road
Walworth, New York 14566
(585) 715-8682
Shannon13@ResumeSOS.com

‘September 30, 2006

Ms. Ebelise M. Torres
Assistant Superintendent for Personnel
North Irondequoit Central School Ditrict
1234 School Road

Rochester, NY 14699

Dear Ms. Torres:

As an aspirng teacher anticipating completion of a certification program in Elementary.
Education (N-6) at SUNY Brockport n December 2006, 1 am seeking an opportunity to Join your
teaching staff on either a full-time interim or permanent basis beginning in January 2007. Accordingly,
I have endlosed for your consideration a resume that outlines my qualificatons.

Over the past two school years, I have substituted extensively with a number of
local ditrict, including Batavia City, Newark, Wayne Central, and Red Jacket. I have been
exposed to a grade levels and subject areas for Grades K-S, as well as teaching Art, Music,
and Physical Education.

Duing an eight-week assignment at Thomas Edison Elementary School n the Wayne
Gentral Schoo Ditrict 1 taught n a 12:1:1 self-contained Specia Education cassroom. With
the assistanc of the assigned para-professiona, 1 developed and implemented teaching
strategies approprate to the needs and ablltesof the 12 students for which we were
responsie.

For 10 years prior to my decision to pursue a teaching career, I worked for a fim
that distrbuted books and periodicals throughout western New York and Pennsylvania. An
integral part ofths job was maintaining knowledge of the works offered by various
publishing houses. This, combined with my B.A. in English, helped to hone my own iterest
in reading, which allows me to bring an enthusiasm for literacy ito the classroom.

1.am confident that my background and education provide me with the necessary tools o have a
significant positive impact on the educational Ives of your students. 1 would enjoy meeting with you in
person to discuss how I can best serve your teaching needs and will phone next week to schedule an
interview.

Thark you for your time and interest. 1 look forward to speaking with you soon.

Sincerely,

Nl Shannon

Endosure
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National Action Counil for Minorites in Engineering
President & Chief Executive Offcer Search
Page Two

Just as ritical, my team and I have positoned our organizaton as a sought-after resource and the
preferred method of action throughout DEC-NET and with our customers o recrult and develop a diverse
‘workforce with a special focus on under-represented minorites. Collateal responsibiities have included:

+ Steering Committee Team Leader—People with Diabiltes n Technology.

+ Peer Reviewer—National Science Foundation's Genters for Excellence in Scence and Technology.
Presented DEC-NET program to representatives of 13 minority-serving insitutions.

+ Guest Speaker—The Association of Computer & Information Scence at Minority Insitutons' annual
meeting. resented to 200 minoriy students interested in science, engineering and mathematcs from
universies nationwide.

+ Senior Advisor—ModelInsttutons of Technological Excelence. Industry partner o six minoriy-serving
Institutions to increase the pipeline of well-trained minorites pursuing careers n mathemaics, science.
and engineering.

‘Complementing al of this experience are my strengths instrategic planning, organizationalleadership, team
building, project management, finance and law. Further, 1 have extensive experience managing
elationships with Boards of Diectors and other top-evel executives. | am an independent thinker and
decison-maker, creative n my program and project management efforts, and successful in buiding soli
business systems and infrastructures. What's more, 1 thoroughiy enjoy working with the acadernic
‘community and know wha It takes to win theirsupport and cooperation.

Be advised that my job search i confidential. T am ot actively n the market, but am intrgued by the
‘opportunity with NACHE and look forward to interviewing with you. Please et me know if you would ke
‘any addtional information. Thank you.

Sincerely,

Matthew M. Grunert

Endosure

Apaton By: Vendy Enclow
Fout: Tahoma
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EMILY G. GARDNER
656 Ascot Run Lane. Residence (302) 555:7265
Dover, Delaware 19081 exgardnersz5@aclcom

May 27,2006

Norman Greenley
President/CEO

Phillps Broadband Networks, Inc.
100 Minuteman Boulevard
Providence, Rl 09276

RE:

fce President—Worldwide Sales
Dear M. Greenley:

As a follow-up to my recent conversation with Tom Reynalds of Reymolds & Smith Execu
am forwarding highlights of my career that may be of particulr interest to you for your VP Worldwide
Sales position. Please note that my career includes extensive experience in start-up, early-stage and high-
growth technology companics, each requiring the abilty o architeet a plan of action to buid sals, drive
revenues and deliver solid bottom-line profits.

Specifically, my carcer includes:
International Sales Management Experience

1 bring to Phillps Broadband more than 10 years of international sales and marketing management
experience that has taken me around the globe, with a partcular focus in both emerging and mature
‘markets in Europe, Asia, South America and Afrca. My expertise inludes developing multinational and
cross-cultural business relationships 1o accelerate revenue and profit growth, while establishing a
dominant position of market leadership in more than 30 diffrent countries Further, | have outstanding
cross-cultural communications skils and an in-depth knowledge of the business cultures and norms of
each county.

Most notably,  have personally negotiated and closed over $50 millon in total sales over the past 10 years.
within intensely competitive global markets. This includes, but is not limited to, technalogy lie
partnerships, OEM sales,consultant sales and end-user sales programs.

Technology Experience

My entire carcer has focused on the sale/marketing of advanced technology software, hardware and
solutions. Although not a hands-on “teche,” T am extremely well versed in the applications of technology,
and am able to quickly and accurately identify customer needs and respond with the appropriatc
technology solutions. This extensive knowledge has been vital to my success in new customer and new
‘market development.
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16 Banner Crescent
Oxford Gardens

Brisbane, Queensiand 7049
Mobile: 0417 885 000

26" March 2006

Mr. Douglas Cooper
Queensland Electric Company Ltd.
PO Box 7908

BRISBANE

Queensland 7000

Dear Mr. Cooper:

1 am applying for the position of Pole Surveyor advertised in the Brisbane Courier
Mail on 24™ March 2006.

My Electrical Linesman First Class certification, plus more than 10 years of
experience in the full range of underground and overhead installations, includes
work for the Department of Commerce in Queensland, South Australia and the
Northern Territory. My current position is with Peterson International, which is
contracted to install lighting towers at all federal airports throughout Australia.

In addition, I have repaired and maintained electrical systems, as well as
constructing new systems. I worked for a number of years at various Commerce
Department bases on the replacement of electrical transmission systems and the
construction of new systems. Much of this work has involved the inspection of
wooden and metal poles for physical condition and earthing.

My technical expertise includes using the national standards to ascertain tension in
high- and low-voltage live conductors, and using a Newton meter in conjunction
with appropriate tools to physically tension or re-tension conductors to required
specifications. I am particularly experienced and skilled in determining the residual
weight and strain capacity of poles, and am familiar with the national standards for
the replacement of poles.

Enclosed is my current resume and I look forward to meeting you to discuss my
application in person.

Yours sincerely,

Daley Waters

Enclosure

Whites By: Brian Leeson
Fout: Vercana
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PETER LAWRENCE

7 Downey Stret » West Milton, CT 05875 = 2037652133 » peterawr@aolcom
‘September2,2006

Mayor John K Grossman
Town of West il
100 Viain Strect

West Milon, CT 05876

Dear Mayor Grossman:

During my 10-year carcer - public offcal, 1 have acquire broad experience and hored diverse skl that |
Kcleve will b o nterest 1 the Town of Wost ilon. My background, highlghted i the enclosed resume,
demonstrates tha 1 possess the nectssry strateic planning and firancia, projct, and people maragement
capabiliies thatwould qualify me t serve as your community’ Town Administrator,

What do Loffer?

+ More than 10 years of muricipal government experience s Selectanan and Chir governing.
the Town of Southinglon, which i complemented by privat sctor management experience

+ Proactive leadership with proven abliy 1 inspire cooperation, communication, and
consensus among persorinel and oher groups.

+ Development and dminisraton of 10 il bdgetas wel as planin and oversecing
muliple projcts o meet commuity needs.

« Contributing to cconomic development by building steong public/private partnerships and
negotiating grecments.

Examples of my accomplishments:

Leaderstip ofseveral townrevializaton projcts providing key services.
‘Negotiating Tax Incentise inancing Agrecments for relaining and atracting cmployers.
Sound fiscal management thtinchudes improved bencft programs without cosincrenss
Fostering work environment that builds team spirit and energizcs employees to perform at
their best. s result,our staff s recognized fo exceptional rspensiveness and positive
community relatios.

his position a5 Town Adminisrator s partcularly exciting  me for several reasors, A native of the
community,Lam famillar with the area's demmographics and general ssues focng West Millon, In ddion, |
ll consider the commursty my “home” s | have extended family living in he ara, am a property ower, and.
would ove to b resident ofthe commrity once again.

Ihave albeays had a passion for muricipsl overmment servie and would erfoy making it my fullime carcer.
Therefore, T welcome the opporturil
community’s Town Administraor. Thark you or your consderation.

Sincerdy,

Peter Lawrence

Endosure

Upttee By Lovise Garver
Fout:Book Aniqua
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FRED ADAMS,
316 Old Milford Road
Milford, KS 66514
Home: 785-237-1548
‘Work: 785-235-7200
adamsfi@hotmail com

August 19, 2006

Mr. Amold Swartz
Golds Gym

1016 Cole Avenue

Los Angeles, CA 90046

Dear Mr. Swartz:

Lam enclosing my resume in response to your ad for a Physical Fitness Trainer that was listed
inlast Sunday’s Los Angeles Times,

In addition to the skills as reflected on my resume, I won first place in the Lightweight
classification for body building while assigned to miltary service in Korea. Additionally,
placed in the top 10 in the Osan, Korea All-Services competition. While assigned to Fort Hood,
Texas, I held the Lightweight wrestling ttle and was undefeated for three years. | exceeded
annual Army requirements for physical fitness testing by scoring at least 290 out of 300 on cach
test.

In addition to the resume, 1 have included a recent photo of myself that willattest to my personal
physical condition. I am confident that I can help your clients who desire to improve their
physical fitness and appearance.

T willcall you within the next two weeks (0 follow up on my resume, answer any questions you
may have, and set a date and time for an interview.

Thank you

Sincerely,

Fred Adams

Enclosure

Apaton By lames Walker
Fant: Tines NewBoman
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GREG R. WILLIAMSON

grwamsn.com
1112 Ryeson Road Madison, Virgina 22060 7035557761

July 27, 2008

‘George Appleton
Technology Recrufters of America, Inc.
11 Grover Stree, Sute 1100
Charotiesvile, VA 22087

Dear Mr Appleton:

Afte afouryear tenure with Channel Media,orchesiratng the development of advanced website and
‘web content management echnologies, | am ready 10 move on o new professional opportuntes. As such, |
am contacting you o see i one of your liet companies may be iterested n a candidate with my unique set of
qualcations.

1 can be of value o your cliens n several capacites:

« 1T Operating Executive managing complex internal I organizations. As Manager of
Information Systoms for Peabody Software nterationa, | but andled the entire
technology organization as the company grew 400% i just two years.

+ Technology Product Manager orchesirating the dovelopment, market aunch,
marke posiloning, sales and Ifecycle of advanced technology producs, services
and soluons. As part of Xerox's Cente fo Technalogy Excalence, | acitated
the delvery of advanced networking solutons for major corporatons nationwide
(€. ATST, Mol Lynch, Now York Morcantle Exchango).

« Professional Servicos Leader creating and directing teams seling nfgrated
tochnology solutions. As Vico Prosidont o Profossional Sonvices for Excoleraton
1 buit the company' frstever professional services organizaton, which grew 10 be
the'#1 evenue siream in the organizaton.

I summary, buiding the strengih, performance, operating capabiies and praftabity of T
organizatons is my oxpertise. By combining a koen srategi approach wih srong technical qualfications, |
have been successful n ideniifyng and capialzing on opportuntes that have posiively impacted the botiom
line of each and every company with which | have been employed.

Now, at this pontin my career, | am ready for a now challenge and ook forward fo speaking with you

about any curent search assignments or an IT executive with my qualification. Please note that | am open fo
elocation and anticipate a saary well into the sx figures.

Thank you.
Sincerely,

Greg R. Willamson

Enclosure

Wniton By Vendy Enclow
Fot: el
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Job ID: 447

Beverly Parks
4100 Rice Circle Montgomery, Alabama 36100
v beverly_parks@knology.net % 334.555.3827 (Home) /334.555.4330 (Cell)

15 July, 2006

Ms. Kathleen Harris, Sales Manager
TopLine, Inc.

500 Northridge Parkway, Suite 400
Montgomery, Alabama 36100

Dear Ms. Harri

Could TopLine use a sales representative who can persuade customers to champion
your products to their bosses? That's the kind of powerful sales for which I'm known.

What I do isn't magic. I know how to find and win over the real decision makers and the
gatekeepers who guard them. And I've applied that knowledge energetically to sell
everything from insurance to cell phones to lawnmowers, I've sold business-to-business
and business-to-consumer. But, what I really do is find a way for our customers to see a
return on their investment each time they pay us.

You'll see my track record starting on the next page. No buzzwords or lists of traits
there. In their places are four profit-building capabilities I want to put at your disposal
atonce. You'll also read 11 examples of new markets penetrated, accounts (even hard to
close accounts) captured, and sales grown.

1 what 1 do appeals to TopLine, perhaps a good next step s for me to hear about your
special sales needs in your own words. May I callin a few days to set an appointment?

Beverly Parks

Enclosure: Resume

nitee By: Don Orlando
Font: Bock Aniqua
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CLANCY THOMAS
1088 Frankin St Vancouner, BC VA 4H2 /(1) 604 926 0029/ (1604 5922627 thomasc@canadavehca

September 13, 2006

City of Rutherford
3000 Derwent Way
Rutherford, BC VIR 719

Auention:  Human Resources Division
Re: ‘Employment Competition #V52004-36 (Bylaw and Animal Control Inspector)

Dear Selection Commitice:

‘When  community expands as rapidly as the City of Rutherford has over the last few years - with surging.
‘umbers of domestic animals and a mushrooming growth n local busines activty - the need for effctive
bylaw enforcement becomes an urgent concern. Many communities in this part of BC are suffring from
an acute shortage of bylaw offcers; as a case in poit,the City of Vancouver has oftn just ne ful
animal control officer on taff. The pressing necd for qualified offcers will oly conlinue o grow.

1 am a senior Detective with the Vancouver City Police who will soon retre at a young age aftr over 30
years of srvice. Now | am secking new carcer apportunitesin nvestigations and enforcement, and the
Bylaw and Animal Control Inspector position is precisely the kind of job that 1 am looking for. My carcer
has involved a great deal o this ype of work; as a result, | would corme quickly up 1o specd with very litle
raining required. Here are  few examples why | am paricularly well qualifed for tis posi

> Investigative and enforcement experience: Early in my career as a Constabl),
besame an expert in gaibering and preparing forensic cvidence. More recently, during the
st seven years (as a Detective), | have gathered and processed intllgence in a number of
different aras, and have become skilled at managing complex investigatios.

> Administrative and courtroom expertise: Having spent plenty of time in the offce as
wellas “on the beat.” | am o stranger to administrative ativities. My written and oral
communication skils are excellent, and I enjoy collaborating on projects. Also, 1 have
given many evidence presentations in court and have been certified a an expert witnes.
regarding forensic evidence.

> Solid work ethic: My peers and supervisors describe me.as hardworking, proactive,
organized, dedicated,self-motivated, knowledgeable, and a great team player. A fast
Icarner, | would quickly develop an inside-out knowledge of the bylaws of the City of
Rutherford.

“Thank you for reading my resume. 1 am very keen to iscuss the Bylaw and Aninal Control Inspector
position in greate detal. Please don't hestat to ge i touch with me i  may provide any further
information. 1 look forward to talking with you soon!

Sincerely,

Clancy Thomas

Josure (resume)

nitten By: Paul Bennett
Fout: Times NewRoman
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ANDREW M. LAWSON
ami222@gmal.com
6226 Melon Run Lane
Toledo, Ohio 44902
Home (416) 555:9028  Office (416) 5556802

September 12, 2006

Leste R. Morrow
President & CEO

Insurance Recrutters of America
22 Gateway Diive.

Pittsburgh, PA 15909

Dear Ms. Morrow:
1am currently the General Auditor for Lfe & Home Insurance Company. After eght years with the

organization, T have decded to confidentialy explore new opportunites and am contacting a select roup of
‘executive recruiters specializing in Corporate Audit and Finance. My resume is endosed for your review.

Highiights of my career include:

« Progressive management career as the Senior Audit Executive for tree Fortune 500
corporations, each in vasty dffering industries and customer markels.

« Consistent record of achievement n improving bottom-ine financial rests by
Introducing improved audt strategies, processes, control and technologies. Key
contributor o severa successful start-up ventures and large-scale corporate
turnarounds.

« Success n positioning Audit s a business partner, not an adversary, with both
Internal and external audiences. These fforts have been vital to estoring corporate
aredbily.
« Strong general management qualfications in strategic planring, finance, budgeting,
professional taffng, organizational development, qualty and performarice
improvement.
My leadership styleis direct and decisiv, yet flexibe in responding to constantly changing demands
I work well in high-pressure and demanding positions with my objective always focused on creating syneray
and consensus to achieve common goals. My background also ncludes extensive training experience and
active leadership in several professional organizations.

1 you are working with a llent corporation seeking a candidate with my qualfications, I would
‘welcome the opportuniy to speak with you. Be advised that  am open to relocaton. Thank you

Sincerely,

Andrew M. Lawson

Encosure

Apttee By Vlendy Enelow
Fout: Tahoma
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JULES BERNQUIST

Licensed Nursing Home Administrator

555 Spring Hill Drive. Evanston, IL 773.455.1299
Julesbernquist@brx.com

September 29, 2006

Lauren J. Jones, MD, JD.
President & CE
Deerwood Place

45 Deerwood Drive:
Aurora, IL 60512

Dear Dr. Jones:

Jennifer Logan asked that | forward my resume to you in consideration for the
Executive Director position with Deerwood. She indicated that she had visited with you
about my qualifications and that you would be expecting my letter. It is with great
nterest and enthusiasm that | submit the enclosed information.

Briefly stated, my credentials include:

+ Current licensure in the states of llinois and Indiana as a Nursing Home
Administrator, Registered Nurse, and Registered Dietician.

+ 12 years of Continuing Care Retirement Community (CCRC) experience in
managerial, administrative, and leadership roles, guiding a talented team of
150+ staff members.

+ Candidate for MBA degree with completion slated for June 2007.

+ Registered Nurse with extensive background in Emergency Room, Outpatient
Surgery, and Surgical nits; prior career as a Registered Dietician.

+ Lifelong interest, involvement, and commitment to serving the elderly
population; reared in a family of physicians.

The attached resume outlines in greater detail my background and experience in the
nursing home administration profession. I'd be happy to share more details n a private
meeting and once again, please know how much | appreciate your consideration. Feel
free to contact me at the above-referenced cellular number. | look forward to
continued conversation at your earliest convenience.

Sincerely,

Jules Bernquist

Enclosures

Wniten By: Bille Ruth Sucher
Fout: Trebuchet MS
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KARL M. GEORGE

715 Lafayette Boulevard « Rochester, New York 14699 » 585-222-7086  KMGeorge@resumesos.com

December 19, 2006

Ms. Barbara Barnes
Director of Financial Analysis
Bank of America

1234 Bank Street

Charlotte, North Carolina 29292

Re: Business Analyst Opportunities

Dear Ms. Barnes:

Capitaizing on an MBA in Finance and demonstrated business analysis capabltes, 1 am
seeking a new professional challenge in North Carolin. As a leading firm n the Charlotte
market and worldwide, Bank of America is one of the organizations 1 am seriously interested in
Joining. Accordingly, T have enclosed my resume that outines my professional track record

‘Some key points that you may find relevant to a position with Bank of America include:

 Demonstrated abilty to analyze business processes and identify opportunities for
improvement. In various business settings, I have been able to make
recommendations for continuous process improvements that have significantly
enhanced efficiencies.

 Capacity to develop and utilize reporting and forecasting tools that have provided
senior management with strategic information that has enhanced business
planning capabilies.

« Experience addressing management and operational issues related to
organizational change.

1am confident that my education, experience, and professional enthusiasm would combine to
make me an asset to your firm in a Business Analysis / Financial Management role. T would
enjoy speaking with you in person to explore the possibilities with Bank of America. T will
contact you in a few days to answer any questions and arrange a convenient date and time for
us to pursue an inital discussion.

“Thank you for your time and consideration. T look forward to speaking with you soon.

Sincerely,

Karl M. George

Enclosure
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ELAINE BROOKS

25 Mountrin Rowd_+ Monscy, NY 10952 +_(913) 257-1583 +_cbrooks@earthlink.net

May 6,2006

s, Laurie Dern, Pincipal
Ringswood Township School
200 Main Strc

Ringwood, N 08825

Dear Ms. Dern:

Your opening for a secretary captured m interest s it scems an ideal match for my experience, talents,
and interest. As a highly regarded administrative assistant with excellet interpersonal sills, a ifclon
love of working with suudents, and a demonstrated commitment 0 service, | would like 0 Explore the
possibilty of puttng my taleis to work for you.

As you can see from the enclosed resume, my background includes 2 wealth of administraive
experience, 20 years of which were spent in school sttngs. Conscientous, organized, and effectve, |
established  long:standing reputation s a productive and effectve staff member during my carcer
Pechaps more important, though, i my devotion 10 the students.  take pleasuze in my abiliy o build
rapport with students, and tressure the special bonds | enjoy ith them, Of partcula ot 1 am proud
t0say that 1 was honored by the Kingswood Place School's gradusting class of 2005 with a yearbook.
dedicaion, marking the first e in the school's 70-yea histor that 2 saff member was 50 honored.

Among my other strengrhs, you will find that [ am a resourcefl individual and a fast eaner who is
alvays quick 10 become the office go-10 person. | am riendly and casoing with outstanding

epersonal skills, o studens, parents, and faculy members alike find me 10 be appoachable and
accommodating. With a passion for providing top-notch srvice, I have proven to be a valued emplogee
in cvery posiion I have held. With a record of success behind me, 1 am confident that 1 willbe an ssset
0 your saffas well

T would be pleased to have the opportunity 1o discuss future employment, and look forward to speaking
with you. Please fee free o contact me a the address and phon number isted above to arrange &
mecting.

Thank you for your considertion.

Sincerely,

Hhine Brooks

Enclosure

Wniton B Carol Atomare
Fout: Garamond
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ALEX R. TRETIAK

3456 o Avenve + Rosele, ILGOATS + (109 567245 - aivetisk@netzerocom

October 10, 2006

Josh Bames
Chief Operating Officer

Lyne Brothers Manufacturing
PO Box 7760

Ames, IA 79087

Dear Mr. Bames:

Are you contemplating initiating o redesigning a safety and health program, implementing
‘organizational change initatives, or reengineering ineffcient processes, but lack the
resources to successfully achieve these objectives? If o, | suggest we schedule a meeting to
discuss the mutual benefts of an employment partnership at your earlest convenience.

‘As Manager of Safety and Health for a mic-size manufacturing fin, | introduced a highly
effective safety program that has dramatically reduced workers' compensation incidents and
significantly lowered insurance premiums over a seven-year perod. Educating supervisors and
‘employees on saety procedures, empowering staff and line workers with responsibiy for
‘each other, and achieving safety goals have resulted in minima accidents and injuries.

My objective s to take this expertise, combined with 10 years of production and operations
experience ( estabished two pharmaceuticalplants for Grayson Pharmaceuticals), o a
‘company positioned for growth. My background in saff development, strategic planning, and
program design makes me a valuable additon to most any senior management team. As my
attached resume detals, | have the abity to make the hard decisions that improve profit

1 il contact you by the end of next week to discuss prospects and opporturities with your
client companies. Thank you for your consideration.

Sincerely,

Alex R Tretiak

Enclosure

Wnitea By Rosemary Fish lusten
Font: el
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Diana Lynn Harrison
37384 South 39" Street, Appleton, W 54912
620-832-4444 Home » DiL Harrison@ptd.net

October 29,2006

Morgan Lewis
Hirng Manager
Federsted Stores

1 Albany Lane
Beaverton, OR 90873

Dear Mr Lewis:

customer-focused Retal Store Manager, Department Manager or Dircctor
meonc with  strong track ecord of success in ales management, store operations,
lion-dola sajes?

Operations?
and merchandising to build reall stor teams that achieve mult-

150, we shonld meet. My career history has ineluded producing consistently stron sales and profts
cutting coss, creating moreefficent systems and procedure, and motivating team members to excel My
resume detaisthe succesee | have had in the rtal Home furnishings and flora it industrics, strting oot
i nterior desgn, merchandising and buying, and progressin to mulistore reail management. Here area
s slectd highights:

= Peak Sales Performance. On-target o reach 2006 sales quota of $1.7 millon or
‘upscale home furnishings destination store, turning around previous sl decline.

= Competitive Market Positioning, Isttuted adjusted reai stor hours of operation
andintroduced TV advetising o reach target market, resultng in immeiate increases n
customer traffc by 6% in slow winte season.

= Multi-Site Management. Managed up 09 retalstores, diecly supervsing 8 store
‘managers, with dotted-Jine responsibily for 6570 full-time and part-time stf. Brought
inupo'$1.9 millon in annual sales, Oversav new concept launch o foral-and-git stores
within grocery store locations.

performance for individual store (out of o et ocations) after temporariy manain
foronly 4 months. Outsripped nearest competition by more than 50%.

My background of progressiveretail sales and sore management experience has allowed me 10 grow my
consumer sales, merchandising, eam building, fnancial (P&L)

Sl Tam eager to put that experience o work i an

capabilities.

May we talk soon? 1t would be:a pleasure to arrange  tlephone
discuss your needs and answer your questions.
such  meeting, Thank you for your consideratior

Sincerely,

Diana Lynn Harrson

Endlosure: Resume

Bt By: Susan Guarneri
Fot: Georga
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Ms. Marilyn Pratt

January 21, 2006
Page2
Your Selection Criteria

Tertiary qualifications in intelligence or rescarch-related area. Broad knowledse of global and domestic
terrorisn ssues. Must be suitable to oblain a secret-level national security clearance. Experience in the
‘management, supervision, and development ofstaf

My Value-Added

‘Comprehensive investigative / counter-terrorist experience with two global
institutions (The United Nations and Interpol) and significant exposure to inteligence

issues through global and regional channels

Extensive and established network of worldwide contacts ranging from local-specific

bal expertise encompassing multi-level sources of information and assessment

ies. Network includes a very diverse knowledge base ranging from security

officials and academics, o local craftsmen and merchants.

Mentored staff on the implementation of the new analysis and search procedure (stated
above), and advised analysts on the intricacies of Middle Eastern culture, business, and
politis.

Iappreciate your consideration and would welcome the chance to explore this opportunity in a
personal interview. Be assured that my skillsin investigative research and data collection /
analysis will add measurable value to your organization.

Sincerely,

James Burrows

Enclosure

Unitten By: Barbara Safai
Fant: Book Antiqua.
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(Reterra Letter
MARTIN R. WILLIAMS
willamsmrOcomcastnet

29837 Gregson Boulevard Home: 612.555.9924
Tucson, Aizona 85026 Cel: 6125551783
September 13,2006
sa peterson
Executive Vice resdent

Cod Sone Creamery
9009 Del ey Bouievard

Tucson, AZ 85100

Dear s, Peterson:

By Levittof RMS Confectioners suggested I contact you. 1ve known Barry sice our Gays together at
RIS and when he heard [ was inthe market for a new opportuty, h immediaely thought of Cold Stone.
s such, Tve encosed my resume for your reiew in anticpation tht you may be nterested in 2
management candidate with my qualficatins inthe ndusty.

A few brefhighlghtsincue:

+ Member ofthe executive management team that grew  smal retalventure from 2 stores 0 99
locatons (Calfona to Maine), 1100 empioyees and $200+ milion in annua revne.

+ Unique blen ofleadersip, operating management, marketing and organizaiona development aents.

+ Keen eye for sourcing and electng the “right” etail ocaions and negotating favorabl lase terms.
nd condtons.

+ Substantal experence n corporate finance supperting accelerated growth and expansion (€.,
mergers, acquisitons, venture capital funding).

+ Strong background i recruting, training an leading teams o top-producing professionals natonwide.
+ Supert presentation and negotiaton skl

Lknow from what 1 have read and leaed about Cold Stone, your executive team, business model and
operations tht it a company that osely matches my values and my vison or Success. Further, s my.
expectaton that the energy o the people and organization at Cold Stone s emarkabe, and 1 would
welcome the oportundty o become  part o al.

1wl call you Tuesday morning o see when we can schedule a iterview and do apprecate yourtme.

Sincerel,

Martn R, Willams

Endosure
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FREDERICK VINCENT

55 g Road Eorcd
Webster, New York 14580 fredv@resumesos com

Februny 19,2007

Human Resources Deparment
Delphi Fuel Sysems

PO Bor 1009

Honcoye Falls, NY 14472

Deas Hiing Aushoriy

Asan experienced Plant Maintenance Mechani with 10+ yeas of experence in an IS0-9002
manufacuring fcly, a5 wel 2 yars of experience i suceessful etreprencurial pursis, | an offer your
Company  well counded background defined by drve and inegaity. My resuane i nclosed for youe
cansdenion

‘Some ofthe key qualificutions I can bing 0. posion with oo fimm nclude

% Trained and experienced NYS Joumeyman Maintenance Mechanic. Orver the st
15 ycars, I have adanced bodh my knowledge and responsibiliy in  role that
encompastes installation, epair, preventive maintenanc, and relocation ofargs.
industial machinery and cquipment. 1 was elected by my pees to serve 4s 2
Group Leader with oversight o 17 mployees. Additanally, 1 am routinely called
upon o assist with hoist relocation project, based an my expertis in that aea,

% Hands-on experienc operating, ebuilding, and maintaining heavy equipment,
Over the years, I have purchased and refurbished mumerous picces of
construction equipment for resale o personal e,

 Successful 2-year ownership of & eail business, as well a 1 years s a andlord,
of esidentia rental properties,al of which demonsteue strong business sense,
professionalism, and a firm commitment o succced.

Lam open to borh supervsory and hands-on apporniies that will apaliz on my proiect

management, tea enderip, and technical kil would be plessed o speak with you i person abost
wha T can contebut t th fure scess of your organizaron. Ples fel i 10 telephone me 10 arrange
Tank you.
Sinceely,
Frederik Vincent
Endosure

Wniten By: Chistine Robinson
Fout: Garamond
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THOMAS S. STROMBERG
3459 Fast Main Steet Home (678) 92:2776
Mainsiream, 1 60107 s3489@yahon com Offce (678) T86-4532

March 11,2006

John A, Clements
Director of Technology Recruitment
AAA Recruiters, e

22 Main Ledge Road

Chicago, IL 60637

Re: Technology Management Opportunitics
Dear M. Clenents:

‘Wi a PMI Certifction from George Washingon University and extensive praiical program
management and sysem iiegrtion expeience, 1 am curenly seking a challenging and rewarding
opportnity in which 1 can diect eams oftechicalprossionals in achieving prjectdelverabis. |
welcome a discussion about any curent searh assigaments you hae fo & andidate with my
qualifications and experiene.

For the past 12 years, | ave been a dedicated nd rlisble xmployee of USA Corporation, with the past
five yars encompassng managennentof a wide variety oftechnical projects. Having establshed o
eputation for outstanding project plnning and implementaion | conssiently deliver projcts on ime
and always supass user expectatons.

“The valu I bring t an organizaton includes

* Motiating eadersip sills with the ability (0 foser cooperation and maximum productivty in

+ Outstanding planning abilies d mesiculous atinton t detis o ensure project sucess,
+ Resourceful problem-solving sl with foresight in snticipating poential isks.

Al you have reviewed my attached resume, lease conact me so that we can discuss any appropriate

sarch asigament. Please ot that 1 am open 10 rlocation nd aicpate a compensation package in

excess of 75000 anally. Thank you.

Sincerely,

Thomas 8. Srombery

Wpitea By: Rosemary Fish lusten
Fout:Tines
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ESTRELLA RODRIGUEZ
5830 Chavez Avenue + Chino, Calfomia 91710
908 921.5678 - erodriguez@resumesos com

August 10, 2008

Or. Linda Travis
Director of Human Resources

Los Angeles Community College District
10128 Wilshire Bovlevard

Los Angeles, CA 90038

RE: EOPAS Full-Time Counselor
To the Selection Committee:

‘What an exciing opportunit you are offeing! Currenty, | am a parttime Counselor and Adjunct Faculty
member at Ctrus Community Coliege and would love 1o be considered for a fullime counselingleaching
position. The vaiue | bing to Cirus Community College s as a well-ounded EOPS Counselor/Educator
with more than 10 years of experience in financial aid

My passion lies in assisting students to succeed no matter what their acadeic, socioeconomic, cultura,
or efhnic backgrounds. | possess great empathy for the students and can easily relate 1o them as | was 3
fist.generation, college-bound Hispanic student. | am living proof of what can be accomplished and this
serves as greal encouragement o studens who are academically unprepared. To them, | represent the
bridge that coses the gap.

‘What I would ke to contribute to Los Angeles Pierce College s the concept of Learming Communites in
which | already volunteer a5 an intructor and faciitator An enthusiastic high-energy educator with a
proven track record in ostering academic learning and enhancing student creatvity | believe in making
learning as much fun as possibie. As such, | have taugh Career, Education, and College Planning
‘Courses that were inked with Engiish, Math, Communications, and Learning Assistance courses along
wih other counselng facuity. The result was acknowledgment for raising the bar in elevating students'
standards and igniting their curiosity

‘A my accompanying resume and letters of recommendation show,  always have the student’ best
interest at heart. An effective listener and counselr, | am continuously seeking avenues to faciitate a
student's college and career success.

‘An excallent it exists between your requirements and my background. To be part o the Los Angeles
Plerce College community would be an honor, and | Iook forward o the opportunity o discuss my
‘experience in greater detail. In the interm, thank you fo your consideration, atention, and forthcoming
response.

Sincerely,

Estrella Rodriguez

Enciosure

Apacten By: Myiam-Rose Kohn
Fowt: hrial
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Jeffrey Coates

1300 Ridge Street (847) 448-5658

Evanston, IL 60201 jcoates@chicago.r.com
November 30, 2006

Mr. Scott Dailey

Archer Outdoors.

2000 Wacker Drive
Chicago, IL 60606

Dear Mr. Dailey:

1am an accomplished leader with successful management experience that could be of
significant benefit to Archer Outdoors. My background makes me an excellent candidate for senior-
level positions in operations requiring skils in production, planning, sourcing, purchasing, and
administration.

Throughout my carer, I have demonstrated the natura abily to quicly assess
organizatons, dentify key opportunities for improvement, and execute strategis to build
performance-driven business environments and significantly enhance botto-ine results. My track
record includes the successful itroduction of leading-edge manufacturing processes, technologies,
and methodologies to creat cost-effective, world-cass operations. In neary allof my positions,
intense sourcing and negotiation skl have been instrumental in expanding capacites whie
achieving quality, cost, and defivery objectives.

My management roles have been in varied environments including start-up, turnaround, and
high-growth operations. Effective leadership has required strengths in communicating with allevels
of an organization to include owners, executive managers, line managers, and associates as well as
‘material vendors, manufacturing contractors, and government agencies.

Endiosed is my resume. I would like to be considered for the Director of Operations position
with Archer Outdoors and look forward to speaking with you soon. Tl follow up with you next
Tuesday to schedule  personal interview.

Sincerely,

Jeffrey Coates

Endiosure

nitte By Lilie Rains
Fout: Tahoma
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ARCHIBALD GARRISON

630 East Ridge Road - Rochester, New York 14622 = (585) 544-0999

October 13, 2006

Mr. Ronald Reynolds
Manufacturing Supervisor
Plastics Manufacturing, LLC
1234 Industrial Park
Rochester, NY 14699

Dear Mr. Reynolds:
Capitalizing on my 20-plus years of experience, I am most interested in Injection

Molding / Set-Up positions that will advance your production objectives. | have
enclosed my resume, which outlines my employment history, skills, and training.

Some of the key qualifications I can bring to your organization include:
& Extensive experience with an IS0-9000 company, inclucing seven
years as an Injection Molding Technician in charge of setting up,
‘maintaining, monitoring, and ensuring continuous production of 12

automated njection molding machines.

# Consistent contributor recognized with many Suggestion
Awards. I am diligent in identifying ways to make processes run more.
efficiently, quickly resoluing process problems and taking corrective
action to minimize doun times.

& Highly recommended by Senior Manufacturing Engineer, Harvey
Townes: “His qulity of work is exceptional and he aluways completes
his in-process checks on time. Without question, Gary is the fastest and
‘most thorough set-up person in our molding areas.”

@ Training that includes Hydraulics, Pneumatics, Blueprint
Reading, Hazardous Materials, Confined Space Entry, Set-Up,
Preventive Maintenance, Lift Truck Certification, Lockout /
Tagout, and IS0-9000 Principles.

1 would appreciate the opportunity to speak with you in person about my.
background and skills, and am cager (o secure a permanent position with a dynamic,
‘growing company. Please telephone me at (S85) 544-9999 to arrange a mutually
convenient date and time for an interview. Thank you for your consideration.

Sincerely,

Archibald Garrison

Enclosure
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Rosita Lopez, M.S.W.
9438 11" Avenue
Santa Fe, NM 87501

(505) 5555872
rosylopez@dot.net

December 3, 2006

Ms. Margaret McLean, M.S.W.
Director of Social Services
St. Francis Hospital

2000 Harcourt Parkway
Santa Fe, NM 87501

Dear Ms. McLean:

My recent internship in the Social Services Department at Danforth Memorial Hospital,
working with cancer patients and their failies, has convinced me that this is truly my
career goal. | derive my greatest satisfaction from responding to patients’ emotional
and social needs, ensuring they receive quality care while coping with their devastating
illnesses.

My role within the radiation oncology program included
# Providing short-term patient counseling, concrete services, and

agency referrals, as well as addressing bereavement issues and
intervening in crisis situations.

Assessing patients for substance abuse, nutrition status, support
systems, physical functioning, financial Situation, and other factors.

 Screening and assessing patients to determine their eligibility for
nursing home acceptance or alternative care options based on their
economic situation.

 Coordinating patients’ discharge, transportation, and ongoing therapy.
with nurses and other social and medical professionals following their
release from the hospital.

In performing these tasks, | feel | have developed the capabilities you are looking for in
a candidate for your open position. In addition, | am fluent in both English and
Spanish, and function well within an interdisciplinary team.

If we have the opportunity to meet in person, you would find me to be a personable
and compassionate individual who relates well to people and adapts easily to new
environments.

‘Thank you in advance for your time. | hope to speak with you soon.

Sincerely,

Rosita Lopez

Enclosure: Resume

Apatee By Melanie Noonan
Fout: Lucida Sans.
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CINDY DUNLOP

3000 Mountain View
Weston, WA 98000-4444
(333) 5557790
email: Cindy@yahoo.com

October 14, 2006

Jonathan Ramos
Director of Administration & Finance
Kellogg Corporation

100 Kellogg Boulevard, Suite 200
Seattle, WA 90988

RE: Appointments Coordinator
Dear Mr. Ramos:

Am I able to leap tall buildings in a single bound? Stop bullets with the flick
of a wrist? Move at the speed of light? Well, perhaps not. But I have been observed
‘moving at Wonder Woman speed in carrying out multitudinous duties, thus giving
the appearance of having six hands and four legs! | am an accomplished juggler of
schedules, phones, people, and coffee pots, and am very excited about the potential
for employment with a progressive and fun team.

I enclose my resume summarizing my experience. You will note that |
possess excellent organizational, communication, and computer skills. I am an
energetic, creative, cheerful individual who enjoys people, does not shy away from
hard work, and | am ready for a change.

Maybe you won't actually be adding Wonder Woman to your team, but you
will be adding a fun-loving, qualified, and dependable Front Desk Goddess. Your
decision to interview me will be enthusiastically received, and I do look forward to
hearing from you. I can be reached at (333) 5557790 to schedule a mutually
convenient date and time.

Sincerely,

Cindy Dunlop

Enclosure

Wit By anice Shepherd
Fout: Bookman 01d Style:
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MATTHEW M. GRUNERT
mmgrunert@excite.com
2265 Reynolds Run Diive
‘Atanta, GA 30302
404.555.9825

August 19, 2006

National Acton Counci for Minorites in Engineering
President & Chief Execuive Officer Search

1978 Washington Boulevard, Sute 404

Alexandria, VA 22001

Dear Sie/Madam:

1am currently employed as the Director of Educational Inititives—Corporate University Relations for DEC-
NET Computers. In this position fo the past five years 1 have orchestrated a number o programs
nationwide to facitate minority 2ccess to educationa,training and career opportunites n engineering,
science and technology. The scope of my experience s directy In ine with the search requirements fo the.
President/CEO of NACHE, and I have enclosed my resume, executive profile and references fo your review.
Addtionally, T have completed severalkey Intiatves that | would ie to bring to your attention:

« Forged industry-leading partnerships with major educational institutions nationwide to provide.
technological expertise in advancing their technology infastructures and student educational
opportunites. Currently working on programs with the Uriversity of Dalls, University of Nevada,
Universty o Northen Idaho, the State Departments of Education n Georgia and Alabarma, and several
other intitutions

+ Negotiated public/private partnerships to fund and develop emerging technologis (e.g, data miring,
vitual learning, global learning, computer modelng/simulation, speech recognition, web-based
ventures).

+Led development and funding for DEC-NET's Ph.D. Fellowship n Science, Engineering and Mathematics
for Under-represented Minorites and Women.

+ Developed and funded several educational grant programs targeted exclusively to Afican-American,
Latino and other minorky groups.

~ Pioneered innovative technology-based educational opportunites for university and school
‘administrator, educators and students.

+ Researched and prepared benchmark anaysis of DEC-NET's performance in minority recrutment as.
‘compared to other major industry plyers.

+ Created a egal system and business process to stimulate DEC-NET professionals o engage in
productive partnerships and interactions with minoriy universites.

In each and every project we undertake, we are committed to not only increasing educational opporturites,
but promating increased student retention rate, improved academic performance, cuitural dversiy in the
workplace and lfelong career decision-making. And we have succeeded. To date, these infatives have
provided new and enriched educatonal opportunites for more than 2000 students across the country.
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‘THOMAS VINCENT, CPA
16 Pt Dive » Penfeld, New York 11526 555 383 8666 + vince@redospenderscom

May 6,206

Conseluion Brands, lnc.
300 Willowbrooik Office Park
Faispor, New York 14450

Ir@cbrands com
Dear Hiciog Auhority:

You tccent posings an Monstercon for a Tax Compliance Manager and a Tax Manager arc
borh of grea neres. Capitaling om over cight yars of 1 sccounting cxperience with  esdinglocal CPA
i, 1 beleve my knowlde an experse are god matches fo cither of these posiions. Therfore, [ have
atached fo your consdeniion  tesume that wines my quaicsions.

‘Some ey poins you may i of aricula increst nclude:

« Supersisng tax accounding s ncuding scheduling and managing proccts,
seviewing a variey o tax lings, and esabliching deparmental poliy and
procdure.

 Ensuring st rtuens e filed i an acurate and ey mance.

 Adsisng a broad ara of business clies o staegies or minim
libilics.

 Dealing with ta s elevan o conporatons opersing in mulipe stes.

 Represcoing clcos” ntress during IRS audie and s complisnce
procecdings

Ui leading ede o sofeware 0 addres et nccds.

Inaddition, | have disingished myself a somcone who has exceprional customes rlaons skls nd
the capaciy to balance muliple projcts durin the fase paced ta scason t & busy CPA fro 1 ol enjoy
mecing i o s o ot o xced o s e of e ostons o
o0 t0 ontact me 0 arange an inil intrview.

“Thank you o your e and consideation. 1 look forwsed to spesking it you soon,

Sinceel,

“Thomas Vincenr, CPA

Enclosure
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10 Olden Drive

LIN KIM PARK Bridgewater, NJ 08507

908-725-0001 ¢ kpark@optonline.net

September 13,2006

M. Linda Pearl
Uptown Legal Parters
150 Riverside Drive
Newark, N] 07102

Dear Ms Pear

As a recenry cenificd paralegal with a diverse professional bckground and a srong work etbic,
Tbelieve I am somcone who wasld be a welcome addiion to your saf. Knonsing that your fim is
recommended by the career center at Fireigh Dickinson, I would like o explore the possiilty of
puting my skill and experience to work for you. Among my strengihs, | offer excellent administrative
Skills, alove of eaening, a passon for the L, and an unrelenting commitment o achieving goals.

s you cam s from i resue,  urad my el crificaron from Faieigh Dicinson in
Niay 2005 and have experince s 2 parcgal fo e company ¢ wel 2. e for the Superor
Courof New Jerse. Inashoe e, e sblhd  epuration 1 3 hrd-vorking individl who
sy manages the desands of working i busy cniconments. T fc,whie with the il compan
cventhough the newesepareg, | wasenmaste it andling ansacrons fo el s ces that
‘e decnd the mose challeging: Pror o cveing the parleal i, | cojoed chllenging and
evenling cxec i g level it il T Jahpeon & Johtson,proniing s e o oy
developing paregal carcr. 1 belcve mybreadih o procical knowiedge, srons skl a the wealh of
ity cxpaieace that T have soeuated il s 1 o st 0 o offe

Thronghou my carcer,  have achieved soccess throvgh my resoureefolncss, persistence, and
abiliy o communicare effectively with peopl at all levels. Among my other strengths, you willfnd thae

Tam organized and thorough an show good judgment in making decisons. Service-oriented, | consider
myself a team playee whois willng 10 do whatever is necessary o et the job done, and I prde myselfon
my abilty o take on challenging asignments and sce them throvigh o complerion.

“This combination of kil has served me wel i the pas,allowing me o make significant
contrbuions whilecstabiishing a repuration a an cficient and cfectve crnployee. Wi this solid
record of accomplishment a the bass, you can be confideat that 1 il do the same for you.

1would be pleased o have the opportuniy o discuss your needs and how I might be able to
meet them. Please fee fee to contact me by phone o c-mail 0 arrange a meeting, | look forvard o
speaking with you soon and will follow: up ith you next week,

Sincerely,

Lin Kim Park

Enclosure

Wpatee By Carol Atomare
Faat: Garamond
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GERRY RADCLIFF

1195 Calkins Road
Rochester, New York 14623
(585) 334-9999
cliffaresumesos.com

March 10, 2006

Archer Equipment & Moving
109 Coleman Boulevard
Rochester, NY 14620

Dear Hiring Manager:

With more than 18 years of experience as a Forklift & Heavy Equipment.
Operator, I am secking employment opportunities in the construction industry or with
& manufacturing firm. Please accept the enclosed resume as evidence of my interest in
a position compatible with my background.

Iam proficient in the operation of:

. Case W26-B Lift Truck

+ Backhoe / Front-End Loader

- Skid Loader

+ Lift-All Telescopic Lift

+ Forklift (Standing, Walk-Behind, Articulating)

My experience has included industrial equipment rigging, forklift operation,
‘materials handling, and delivery of construction materials.

Iam a hard working, reliable, and knowledgeable individual with a stable work
history and adaptability to changing environments. I would appreciate the opportunity
to speak with you about job openings with your company. Thank you.

Sincerely,

Gerry Radclift

Enclosure

Wniten By: Chiistine Robinson
Fout: Booknan Od Stjle





OEBPS/bano_9781601638168_oeb_005_r1.gif
SUMMARY OF QUALIFICATIONS

Injection Molding Technician with more than 20 years of experience in an 1S0-9000
manufacturing environment. Lead Set-Up Operator in 4 state-of-the-art manufacturing
plant producing 29,000 assemblies per day. Self-directed and reliable in troubleshooting
process problems and improving quality. Skilled in the use of micrometers, dial
indicators and digital calipers; blueprint reading; and the operation of it trucks, scissor
and boom lifts, and overhead cranes.

EMPLOYMENT HISTORY.

MONROE PRECISION MANUFACTURING; Rochester, New York. 1983 to Present

Injection Molding Operator (7 years)
Line Operator (10 years)
Assembly Line Set-Up (6 years)
Function as area Lead Set-Up Operator. Oversee operation of 12 automated injection
‘molding machines, including Cincinnat, Van Do, and Engels molders.

" Perform routine preventive maintenance. Identify and diagnose problems during

breakdowns; contact and collaborate with skilled trades, including electricians,

plumbers, maintenance mechanics, etc.
Perform process parameter checks on cach machine and adjust where necessary,
Ensure water and temperature levels meet specifications.
Collect parts and assemble first-piece samples.
Perform mold changeovers.
Relieve other operators as needed.

Achievements:

 Developed improvement proposal that suggested combining B and C shifts,
which boosted productivity and enhanced product quality.

 Reduced scrap 12% by recommending lowering of mold temperature for a
particular product.

+ Eliminated an average of S0 rejects per shift by redesigning process.

 Traveled to Oswego, NY plant to identify and correct quality problem.

PROFESSIONAL TRAINING
Lift Truck Certified (Walkie, Walkie/Stacker)  Asbestos Safety
150-14001; 150-9000 Blueprint Reading
Basic Set-Up Confined Space Entry
Hazardous Materials Preventive Maintenance
Preumatics. Lockout/ Tagout

Hydraulics. Emergency Evacuation
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SHARON NOWICKI

75223 W. Georgia Place - Miami Beach, FL 77101 - 717555 8425 - nowiekisk

May 17,2006

Martin Beck, Recruiter
Ficlds Bakery Corporation
9008 Ficlds Boulevard
Boca Raton, FL. 33982

Dear Mr. Beck:

As a highly qualiied Human Resources Analyst with an MBA in Human Resources Management
‘and Organizational Development, and seven years of rlated professional experience, | offer
expertise in streamlining HR departments, motivating employees, and driving process improvement
programs. Highlights of my qualifcations include:

Resolving key issues, faciltating business integration and transition, and

promoting positive culture change.

« Creating winning employee incentives / packages that spur increased
productivity and enhanced employee morale.

 Developing easy-to-understand training manuals for new hires where there
Jformerly were none.

 Restructuring the interview / hiring process from hiring “offthe sireet” to
recruiting from professional employment agencies, resulting in reduced training
time and costs.

“Through key management roes, focused on driving both internal and extemal objectives, | have:
exhibited a consistent track record of strong performance resuls. My innate understanding of
organizational development and the role it plays from both business and financial perspectives is
crucial in helping companies develop real-world business strategies and shape performance
improvements.

“The enclosed resume briefly outlines my experience and accomplishments. It appears that my
qualifications meet your current needs, | would be happy o furthe discuss my background. I'll
follow up with a phone call next Tuesday,or piease feel free o contact me at the above clephone
number at your convenience. Thank you.

Sincerely,

Sharon Nowicki

Enclosure

Apaen By: Erin Kemedy
Fant:Tines New Roman
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EUGENE FEDEROV
722 Walnut Grove » Manlivs, New York 13077
315-234-4567 (H) / 315-674-0987 ()
cfederov@email et

August 15, 2006

M. William Dorman
Chief Technology Offcer

First Choice Telecommunications
1234 Telephone Road

East Syracuse, NY 13055

Dear M. Dorman:

Witha 13-year track record working for Verizon n the devclopment, implementation, and
maintenance of customer relationship maagement systems and applications, 1 have knowledge and
expertse that can be  valuable asse o First Choiee Tlecommunications. Attached for your review s a
current resume outlning my background and qualifcations.

‘Some capabiltes that I can bring 10 a Web Development or Database Adninistator role include:

Functioning as a subject matter expert for the HEAT roubleticketing
system, which has been a key componen of customer service operations.
Jor Verizon’s upsate New York operaions.

Developing and adinistering Web-based tools and applications that
Jaclitate ffcient and effectve reporting and problem resolution for
nternal users, and that provide value-added support for external

Implementing, modifing, and maintaining complex Customer
Relationship Management (CRM) platforms,including in-depth expertise
with HEAT and Clarif

Using a variety o web development and graphics tools, including
Dreamweaver, XML HTML, ASP. .NET, Cold Fusion, Adobe
PhotoShop, and Adobe Hlustrator.

Administering current operating systems, including Windows Server
(2000, 2003). MS SQL Server, Windows (XP. NT), Linex, and others

Managing data migration and user transiton beween platforms, which
hasincluded dexeloping applications and fuclitating user raining.

1 am confident that my Knowledge and expertise would allow me to significantly contribute to
your IT operations. 1 would welcome an opportunity to discuss my qualifications with you in person, and
encourage you to contact me 1o arange a intrvicw.

“Thank you for your time and consideration. | look forward o speaking with you soon.

Enclosure

Sincerely,

Eugene Federov.

Wnitee y: Arrie Boldt
Foat: Tines New Roman
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Louise B. Shannon, LpN

95 Ellery Road, Sexton, WA 02842 (H) 455-947-6533 () 455-833-2161 shan22@aol.com

November 24, 2006

Frieda M. Roderick
Regional Trainer/ Recruiter

‘Smith Kline Beecham Pharmaceuticals
Harbor Place Two, Suite 444

‘Spokane, WA 88801

Dear Ms. Roderick:

Please accept this letter as my application for a pharmaceutical sales position
with Smith Kline Beecham. I had spoken with Carlene Bennett, your office
Administrative Assistant, regarding the exciting opportunities for pharmaceutical sales
consultants and have enclosed my resume for your consideration.

My extensive employment experience, along with my background in sales in
both the travel and real estate industries, coupled with excellent educational
qualifications, provide me with ideal credentials for a position in pharmaceutical sales.
In addition, my LPN training has served to refocus my own professional objective
toward sales in this important, rapidly expanding, and fascinating arena of the health
services field.

Perceptive to the needs of clients and resolute in securing all potential sales, [
have built a solid reputation with employers and customers for being trustworthy,
dependable, and dedicated in my responsibilities. A self-starter willing to take on
significant responsibilities, I have worked competently on independent projects and
often as a contributing team member.

1 hope to share my qualifications with you and /or another representative of
Smith Kline Beecham in a personal interview, and will follow up next Wednesday to
set a date and time convenient for your schedule.

Thank you for considering my application for employment

Sincerely,

Louise B. Shannon, LPN

Enclosure

Wnittes By: Edward Turilli
Fant: Bookran 01 Style
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TIMOTHY L. MICHAELS

22 King Street » Fairport, New York 13450  S85-555-9895 « fimm2@localnet.net
January 25,2007

M. William Dorman
Chief Information Offcer
Important Industrcs,Inc.
1234 Industrial Parkway
Rochester, New York 14699

Dear M. Dorman:

Capitalizing on a 12-plus ycar carcer with the Yellow Box Company that has encompassed.
Systems Administration, IT Project Management, and Business Analyses experiences, | am seeking (0
utilize my broad-based IT knowledge i a challenging positon with your firm. In pursuit of tht goal, |
have enclosed for your review a résumsé that outings my professional background.

Someofthe ky capabiies that | ca bring 0. poston with you frm nchude:

« Supporting precision manufacturing operations,including clean room
environments. During the start-up and launch of YBC's thin film
‘manufacturing faciliy, | was accountable for setting up and maintaining,
process control, inventory management, and resource planning applications
that contributed to the effcient and profitable operation of that plant.

« Managing database tools that allow sales and marketing tcams to capture
customer information, rack marke trends, and plan sales/marketing
strategies. In my current assignment, | maintain applications that are
utilized by 100 managers in the field, plus close (0 100 marketing and
headquarrs staff (o manage relationships with a customer base exceeding
one million total accounts.

« Implementing and maintaining HR applications and c-mail uiliies to serve
up 10 500 end-users. As a Senior Systems Analyst with the team that
launched the Office Imaging Group, I had responsibiliie in these areas,
including controling user access and establishing accounts.

« Serving in Business Analyst roles that have included using then innovat
T solutions o streamline and optimize various matcrias forccasting
funcions.

believe that the knowledge and expertise developed over the course of my career can be a
valuable asse 0 a smaller firm on theric. | would enjoy mesting with you o explore how I can best srve:
‘your current and fture s, and encourage you {0 contact me (0 arrange an initial intrview.

“Thank you for your time and consideration. | ook forward to speaking with you soon.

Sinee

Timothy L. Michaels
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Critical Information_To_Include:

EMPLOYER'S #1 KEY REQUIREMENT (or need identified from your research)

YOUR SKILLS/ACCOMPLISHMENTS THAT MATCH REQUIREMENT #1

EMPLOYER'S #2 KEY REQUIREMENT (or need identified from your research):
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SUSAN SORENSON
43 Beacon Court, Robbinsville, NJ 08691
Tel: 609.371.4444 » Emal: susansorenson27@btp.net

October 21, 2006

M. Tom O'ane
Human Resources Manager
Firmenich Incorporated
P.0. Box 5880

Princeton, \) 08543

Dear M. O¥ane:

Kirsten Alexander of Human Resources suggested that I contact you regarding the apen position of
Administrative Manager. If you have need of a wel-qualfied professional with German and French
language skills a5 wel as experience in ofice administration, customer service, sales, training, and
marketing, then we should meet. My resume i enciosed for your review. Highights include:

@ Over eight years of experience in organizaton, coordinaton, communicaion,
‘and customer service with Charmareaux, an nternational exporter of consumer
‘goods. Consistent focus on creating and maintaining profitable clent relatonships.
Supervised and rained 15 administrative assstants and custommer senvice
representatives n sellar lient commurications.

A resourceful problem-solver with a track record of getting positive resuls,
Incuding a recorcsettng 75% colecton ate on accounts 90 days past dve.

@ Abilty o build confidence and trust at i levels with domestic and international
customers, and demonstrated experience in promating resuls-orented
environments. Achieved lowest tumover ratefor administrative assstants and
customer service representatives in company's isory.

@ Proven communication skills, ncluding luency in French and German. Up-
to-date technology skl in MS Office Suite (Word, Excel, Access, PowerPoint,
and Outiook), Internet, email, and multpl peripherai (fax machines, scanners,
digital cameras, and printrs).

My career success has been due i large part to building supportive relationships, and tacking persstent
problem areas with creative approaches. I am seeking the opportunity to transiion my experience, skls,
and enthusias nto a new organizaton where 1 can have an impact on company growth.

Lwill call your offce next week to answer any ital questions you may have, and to set up @ mutualy
‘convenient appointment. Thank you for your consideraton.

Sincerely,
‘Susan Sorenson
Encosure: RESUME

“Susan's concern for the customer and her organizatonal strengths have sustaned our confidence in
‘Charmareaux's commitment to qualty service AND delvery. We simply would not use anather source.”
— Georges Damieau, VP of Operations, Marketplace Francais

Anaton By: Susan Guameri
Fout: Tahoma
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Jason VanDeveer
8123 Jackson Boulevard
Bridgeport, CT 06604
Jayvea@cyberspace.com (203) 5559625

October 17, 2006

Mr. Eugene Baumann
Director of Food and Beverage Operations
Adington Hotel Group

5009 Madison Avenue

New York, NY 10001

Dear Mr. Baumann:

1.am endiosing a copy of my resume for your review with the thought that the kitchen operations of
one of your metropoitan area hotels could be greatly enhanced by my skills as an award-winning
Executive Chef. For the past nine years, my culinary talents were demonstrated in food
preparation from a la carte to arge-scale banquets, with particular expertise in design and
presentation.  have broad knowledge of al current trends i fine cuisine. AS a back-of-house:
‘manager, I have an astute awareness of business finances and am successful at directing a
productive staff with low turover in an industry notorious for personnel problems.

o give you an example of some of my achievements:

» Created distinctive signature dishes named for the various rooms at
the Crystal Manor, and oversaw preparation of all foods made on
premises, including wedding cakes, pastries, hors d'oeuvres, patés,
and hot dishes.

> Managed a $1.5 million dollar purchasing budget (90% food),
keeping costs well below industry standards through accurate
inventory control, competitive bidding with over 30 purveyors, and
stewardship of provisions and stables to avoid spoilage and waste.

> Won 10 gold medals, 5 silver medals, and 4 bronze medals

conferred by prestigious organizations in various culinary

‘competitions since 2001.

» Featured as "Chef of the Week” in The News Courier , May 2004

Based on my background and skills, I feel confident I can handie the responsibiltes of executive
chef at one of your fine hotels. 1 would appreciate an opportunity to discuss with your regional
‘management team how I may contribute my expertise
Tam looking forward to a positive response.

sincerely,

Jason VanDeveer

Apaton By: Melanie Noonan
Fout: Tahoma
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3986 T Court 10398 3985
Solumbia, HD21054 o Brtt Reyoyooo com

April 20, 2006
Marc Byron, Human Resources Director
Raytheon
2398 James Road, Sute 123
Baltimore, MD 21205
RE: Systems Engineer
Dear Mr. Byron:
1am currently enrolled at the Universiy of Baltimore to attain a Master's Degree in Systems
Engineering, which wil complement my Bachelor's Degree in Electrcal Engineering and my
experience as an Associate Engineer/Research Engineer.
In the past year, I was called to active duty to lead troops in the Middie East, boosting my
leadership and communication skils. Please refer to the enclosed resume to review highiights
of my Systems Engineering experience.
T meet the requirements you posted for the position of Systems Engineer:

© Worked on a number of design projects to create solutions related to processes.

o Served on a number of teams, as a team player or team leader. Managed contractor
processes and provided excellent clent relations.

o Technical knowledge of £3, S, R, EV, TOC, and MAS Ifecyc.
Management experence inthe U.S. miltary (reserves).
o SECRET Clearance (require for your company).
1wl contact your ofce in  few days to se i thereis @ converient tm to schedule an
appointment to meet and further clcuss this employment opportunty vith your fim. 1 look

forward to providing value and innovation to your projects and project teams.

Sincerely,
Brett Reynolds

Enciosure: Resume.

Wntton By: Diane Burns
Fat: Tahoma
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JAMES BURROWS
3515 36" Avenue » Astoria, NY 11102 USA » Cell: 917-852-4411 » jburrows@gmail.com

January 21, 2006

Ms. Marilyn Pratt
HR Manager

Counter Terrorist Coordination Command (CTCC)
PO Box 1322

Washington, DC 20090

Dear Ms. Pratt:

Investigating and analyzing disparate and sometimes conflicting sources of information and
synthesizing data to make all the pieces of the puzzle fit is what I do best. It s with great
interest that | submit my candidacy for your agency’s open position for a Senior Intelligence
Analyst. My value proposition, as it elates to your selection crieria, is detailed below.

Your Selection Criteria
wonstrated high-level research, analytical, oral, and written communication skils;experience
preparing intellgence reports and delivering briefings.

My Value-Added
‘Uncovered over USS270M in fraudulent banking transactions and analyzed all related
financial documentation in conjunction with my investigative rol for the Independent
Inquiry Committce into the United Nations Oilfor-Food Program. Documented and
briefed the findings to the editorial panel for the Committee’s reports on program
infractions to the UN Security Councl.

Your Selection Criteria
‘A high working knowledge of tactcal and strategic intelligence and the ability to apply inteligence
concepts. High level of ability to use computerized information management systems

My Value-Added
« Contributed geo-political and socio-economic knowledge of Middle Eastern business
practices and culture to expose ilict commercial actvities, and maximized effciency of
evidence collection for the Independent Inquiry Committee. Leveraged experience in
proven data mining abilities o “connect the dots” concerning entity affliations to
uncover improprieties.

« Implemented a new process to reduce time spent in responding to police inquiries,
resulting in significant improvement in data accuracy, integity, and relevancy for
Interpol. Sourced alternative methos for collecting and analyzing incoming information
expeditiously by identifying patterns and establishing and streamlining distinct search
and extrapolation criteria. Procedure was developed and implemented in the immediate.
aftermath of the March 11%, 2004 terrorist bombing in Madrid and proved crucial in
providing time-sensitive analyses.
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ALLEN T. BORNEO
8001 Satchel Drive
Greenfield, MA 98554
Home: (413) 550-6643 » Cell: (413) 559-7799
E-mail: allentb@aol.com

July 24, 2006

Mr. John Deering
Director of Facility Maintenance
Marietta Manufacturing
Marietta Plaza

Greenfield, MA 98554

Dear Mr. Deering:

Although circumstances allowed me to retire at a young age, | have come
to realize that I have too much energy and many skills that I still enjoy using.
Therefore, your ad for a Maintenance Specialist caught my attention, as I offer
the key qualifications your company needs.

Specifically, I have an excellent performance record in the operation and
maintenance of building systems and equipment, including electrical, HVAC,
telecommunications, pneumatic, electro-mechanical, and hydraulics. I also
have in-depth knowledge of state building codes, safety, and other regulatory
guidelines,

My expertise encompasses multi-site facilities oversight, staff
supervision, project management, and vendor relations. Examples of relevant
accomplishments include reducing annual maintenance costs and improving
functional capabilities while consistently delivering quality service.

Equally important are my planning, organization, and communication
strengths. Despite the challenges that can often be encountered, | have,
completed projects on time and under budget on a consistent basis.

I would welcome a personal interview to discuss the value I would add to
your company and look forward to speaking with you

Sincerely,

Allen T. Borneo

Enclosure

Unitten By Lovise Garver
Faat: Bookman 01d Style
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Sharon T. Grassi

2772 Alberta Place, Lawrenceville, NJ 08648
609-771-5555 Home + 609-201-7777 Cell + sharonT@comcast.net

May 14,2006

Ms. Delores Atherton
Secretary to the Superintendent.
Board of Education

1665 Lawrenceville Road
Lawrencevile, N) 08648

Dear M. Atherton:

1ts that time again! Springishere and your office will probably be receiing many inquiries from
applicantsinteested in teaching in your distric. You may be asking yourse, “What makes ths person
(Sharon) stand out from the crowd?” In one word - plenty!

Please take a moment to review my resume (endosed). Like many teaching appiicants, 1 am cestifed in
New Jersey as an Elementary Education Teacher (K-5). Howevr, with 25 months of elementary and

middie-school teaching experience, coupled with a Master's Degree in Elementary Educaton, | am most
‘ecidedly unike many teaching appiicants. Here are a few more facts that set me apar from the crow:

= Increased Student Learning in Math. Designed and delvered skil-buiding actity
for basic math that improved second-grade students testresuls by 50%.

= Improved Students’ Writing Skills. Dramaticll improved second-graders’ witing
sklls by introducing a step wrting process, modeiing effectve writng trategies, and
sharing my passion fo writng. Student portolios and stories now encompass advanced
oncepts such as storylogic and progression, along with improved grammar,
punctuation, and sentence structure.

= Developed Students’ Social Skills. Encouraged positive interactons, sef-respect
and respect for others, sharing and generosty, awareness of others needs, and good
manners it current cass of second-grade students. They are now recognized by
teachers, taff, administrators, parents, and other students as role-model” students for
the entre school

= Built Students’ Self-Confidence. Used creative opportunites, such as role-pays,
choreographed dance routines, and short plays to get students involved i seff-esteem
building actvities (some of these before the entire student bocy). Recognition by ther
peers and others has led to remarkable student transformations and eagerly anticipated
planning for upcoming events.

Al of this was accomplished during my firstyear as a ful-time teacher (20052006 schoolyear)!
1 you have an elementary-level teaching position availabl for someone who gets sold instructional
resis by taking iniitive, promoting students’creativty and confidence, and engaging the FUN factor,
then we should meet. I would be delighted to speak with you at your convenience. Thark you for your
consideraton.

Sincerely,

Sharon T Grasst

Encosure: Resume.

Apaten By: Susan Guameri
Fout: Tahoma
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ANGELO PALERMO

palermotalum.calberkeley.org

115 Hardy Parkway
San Diego, CA 94888
Residence: (621) 6636733
Cell: (821) 310-3446

June 22, 2006

John Macey
Stewart-Hess Recruiters.
PO Box 10290

Los Angeles, CA 90087

Dear Mr. Macey.

1am responding to the Senior Investment Representative position advertised in the LA Times,
and am certain that my skills and experience position me as an ideal candidate. What's more,
T confident that your cient company will be impressed by the strength and depth of my
qualifcations.

As a resultsdriven Licensed Investment Professional, | am experienced at educating individual
clints and businesses on investments and insurance plans, and providing advice on options.
that achieve short-term and long-term goals. | am skilled in account management, portiolio
management, estate planning, reticement planning, financial planning, investment planning, tax
laws, and mutual funds. With strong organizational and analytcal skils, | am proficient at
managing muliple tasks and creating financial solutions that improve business operations.

With demonstrated communication and customer service skils, | am talented at presenting
financial planning and investment products and solutions to individuals and group audiences.
My professional credentials include a Bachelor's degree in Economics and Series 7, 66, and
Calffornia Life and Health Insurance licenses. My proven abilty to consistently buid clent
relationships and develop new business willbe a valuable asset to your team. My resume
provides further details of my skils and accomplishments

eel confident | can make an immediate and positve contribution to your client company and
‘would welcome the opportunity for an interview. Be advised that my salary requirements are
85,000+ and that | am open to relocation within California.

“Thank you for your time and consideration. | look forward to your reply.

Sincerely,

Angelo Palermo

Enclosure: Resume.

Wnaton By: lohn Fermia
Pout: Arial
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Davip Mapison, LUTCF, CLTC, CFA
el 203-599-0308 Office: 203-951.213 dmadison@yaoo.com

May 16,2006

George Ramey, Partnce
Ramey, Rather and Stmyth Parcners
1000 Chimney Branch Road
Boston, MA 01909

Dear M. Ramey:

Delivering stakeholder valu through cfecive eadership, marketng and businss devclopment s my forc.
‘o the past 20 years, | have played a pivotal ol i creaing and managing successfl financial operations for
s industry giants—MassMotaal and MetLife. During this i, e no only been recogoized s 2 0p.
performmer, honored with numerous industy and corporate awards, bt  have also been 3 catalyst in
Helping o ignite the carcers of many other op-flight saes professionals. Tm hoping that you can help me

find a new and cqually challenging exccutive asignment.

T am at my best when  fce a new set of challenges nd am known for my abily o shater corpore sales
reconds through both my own iiatives and by developing high-octane teams of saes professionals. The
opportuny sou have rght nossseems to present a winin sitution fo both of us. Highlghts of what 1 can
offernclude:

+ Expertse in developing and excrsccing highly successful operations. Crescd s obust
financil sevces pracic o theground floor up that, within two yeurs, ranked i the top 10
ot of 350 in sles, profabily an cstomer saficion.

+ Unique abiliy o distillcorporatc barricrs, cut through red tape, and effctively
manage systems and resources to achicve an organization’s mission. Trsck record of
consistently oupeformming sale goul by executing pactical and appeling sales strtegies
and kindling 1 strong team spiic

+ Onc-of-a-kind marketing campaigns that deliver highly proftable resuls. Ploted an

outtcach intative that was the irs of s kind in the financial services industry. Developed a

torefron” marketing program to aract Hispanic clients tha wus endorsed by commarity
leaders in Hanford, CT: Reslted in 3 40% revenue increase within that market segment.

+ Magnetic neworking, client rclationship and customer retention abiliics. Headed up.
& retntion progam at MetLifc with brokers and affiltes that curbed the loss of cicats and
protected over $5.6 million in assets under management.

+ Innate abiliy to champion professional excellence through saffrecruiting, training
and mentoring. Pioncered  new financl service s tining “Boor Camp” program hut
incressdth revenue performance of sl epresentaives by 35% i juse ight months.

1 would welcome the opporturit tospesk with you sbost gout current serch sssignments approprite for an
individual with my qualfcaions. 1 am open 1 relocation and wold ancicipue 4 total compensation pickage
well over $200000 anovally. Thark you for your me. 11 follos up with youin a few days.

incerel,

Dave Madison

(gomery Place + West Hurford, CT 06117

Wnctter By: Nl Grindle
Fout: Garamond
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Mark Forbart, Operations Manager
555 Frank Road, Winthrop, MA 02152 (617) 5552084
miorbartayahoo.com

July 15,2006

ATTN: Human Resource Department
‘GENCO Manufacturing.

451 Andover Strect

Lowell, MA 01852

Dear Hiring Professional:
In response o you search for a quality Manufacturing Management professional, | bring eight years o
extensive, hands-on experience in Operations. This includes projectand faclty management, people

development, quality procedures, and new product development.

Tam an extremely high-cnergy and innovative engineer wholeads by example. I consistently produce
strong results with a high degee of integrity, dedication, and problem-solving skils.

Many of my achievements are due to my ablity to reate and maintan rapport with individuals within the
organization. This quality, coupled with a drive o think analtically and manage deadlines, has given me a
track record of success. Some highlights include:

4 Promotionsfrom Process Engincer to Manufacturing Supervisor to Productions Engincer to
Manufacturing Manager to my current Operations Manager positon within an eight-year
span.

Success with both 1S0 9001 and IS0 9002 programs.

Led new product launch, pilot plant production, and nationwide rollout.

Setup new facilis in record time,

Made several process improvements, inventory levelimprovements, and reductions in
standard product costs.

o Hired, trained, and developed a eam of 38 employees with 21 direet reports.

My resume and a summary page provide further dtails of my accomplishments. You will note that have
progressed in esponsibiiy levels throughout my career. | look forward to discussing; a challenging new.
opportunity with you, and will contact you next ek fo arrange @ meetng so we may

company’s necds in greater detil

Sincerely,

Mark Forbart

Enclosure

Unitten By Gall Frank
Fout: Palatino Linotype
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Deborah Torney

248 South Maple Avenue, Livingston, NJ 07039 + (973) 4028590

October 12, 2006

Mr. Thomas Smit
Director of Training
Brillant Toys, Inc.

101 Eisenhower Parkway
Roseland, NJ 07068

Dear Mr. Smith,

You recently advertised in The Star-Ledger for a Corporate Trainer.  feel my background and
expertise are a strong match with your needs.

Highlights of my background include:

« Provenability to train and mentor employees (in both group and one-on-
one settings) for increased performance and greater customer satisfaction.

« Quality control background provides the ability to offer effective
Suggestions with a focus on enhanced productivity and process flow.

+ Dedicated, loyal employee with a successful track record in both lrge and
small corporate environments.

« Bachelor's degree in education as well as teaching certificates in both New
Jersey and New York.

My resume is enclosed for your review. I moved back to New Jersey earlier this year to be
closer to family and am now looking to secure employment. Should you want to discuss my
qualifications in further detail, you may reach me at the above telephone number.

‘Thank you for your time and thoughtful consideration.

Sincerely yours,

Deborah Torney

Enclosure

Wpitea By Lawrie Berenson
Foat: Bock Aniqua
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DARREN A. SIMPSON

9701 Holmes Road das9g9@earthiink.net
Stockton, CA 90872 Home: (909) 555-6548

August 15, 2006

Spencer Greenwald
Executive Vice President

Meyerson Manufacturing Industries, Inc.
133 Main Street

Dallas, TX 77802

Dear Mr. Greenwald:

Building top-performing manufacturing organizations is my expertise. Whether
launching a start-up venture, spearheading a turnaround or leading a company through
accelerated growth, I have consistently delivered strong financial results:

« Currently on target to deliver 30% revenue growth and 400% income
‘growth to Diers Millin 2006.

« Achieved 50% revenue growth and 544% profit growth for Comet
Industries, Inc., an industrial equipment manufacturer.

« Built revenues from $18 million to $35 million with a $5 milion
increase in EBIT for Lewiston Industries, an international industrial
manufacturer.

These achievements are indicative of the quality and caliber of my professional
career—eliminating organizational weaknesses and optimizing product, technology and
market advantages. My teams and I have repeatedly demonstrated our ability to produce
and outperform major competition.

My strengths span the entire spectrum of general management with particular
emphasis on manufacturing operations, sales/marketing, finance, product development and
information technology. In addition, I have solid skils in strategic planning and
organizational development in tandem with outstanding performance in team-building and
group leadership.

Currently I am confidentially exploring new executive opportunities and would
welcome a personal interview at your convenience. I guarantee that the combination of my
entrepreneurial drive and solid management skills will add value to your operations.

Thank you.

Sincerely,

Darren A. Simpson

Enclosure.

picen B Wendy Enelow
Fout:Verdana
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GREG PEARL
91 MillStreet - Mississauga, Ontario + L8R 121
Telephone: 905.699.0100 - Cellular: 416.410.8309 - Email: spearlagmail.com

December 15, 2006

Mr. Christopher Robbins
Vice President, Strategic Sales Opportunities
Strathcona Direct Marketing

880 Bay Street, Suite 100

‘Toronto, Ontario M4R 2J9

RE: Director, Business Development
Dear Mr. Robbins:

Sales and marketing s about developing and implementing an innovative and tactical
vision that will generate outstanding sales resuts and profitability for an organization. My

teadership abilities and extensive hands-on experience create a synergy between ideas and

people that will not only meet, but exceed, your expectations. Promoted to progressively

more challenging and responsible positions, | have had the opportunity to excel in the areas

of business development, channel management, and operations.
My strengths are as follows:

« Leadership - Outstanding record in the recruitment, motivation, and
performance of sales teams. Currently manage a team of eight that has
exceeded their margin target in Q3 of the current fiscal year.

« Business Development - Demonstrated ability to assess the marketplace and
uncover new clients, coupled with strengths in growing market share and sales.
with existing clients.

« Relationship Management - Solid skils in forging and solidifying client,
partner, and vendor relationships. Proven ability to negotiate fair and
reasonable expectations and deliver an exemplary return on investment to all
parties involved.

+ Operations Management - Ability to function as the focal point of contact for
project implementations and enable organizations to transform ideas into
reality.

My skils at leading sales teams to conceptualize, buld, and implement ground-breaking
marketing strategies will bring Strathcona Direct Marketing to the forefront of the industry.

1 am excited by the potential challenges and growth your position offers and | would
welcome a personal interview to explore our mutual interests. | look forward to your call.

Sincerely,

Greg Pearl

Enclosure

Wnaton By: Denyse Confing
Fout: Trebuchet MS.
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ADELAIDE SPECLEMAN

123 WOODBINE AVENUE

(#16)555-1212 ‘SCARBOROUGH, ONTARIO
specleman@sympatico.ca MIB 243
June 21,2006
M. Lucy Mak

Human Resources
Ministy of Community and Social Services

246 College Street

Toronto, ON M4G 2X5

Dear Ms. Mak:

Re: Posting #GO06-135 Administrative Director

‘When I read the posting o an Administratve Dircctor on the GOjobs websit, 1 coukd not hlp but
otice how well your requirements align with my experience, education, skill, and background.

Whike my enclosed resume provides a good overview of my strengths and achievements, | have also

Jisted some of your specific requiremens for the positon and my applicable kills:

You require:

Toffer:

“Ability to coordinate and oversce the work of
administrative assstants

Experience in superviing 23 office cmployees.
and ensuring staff flciency as the manager of
administrative services ina lrge downtown
hospital

“Abilty to strategically plan, develop, and
implement programs and operations toward
achicvement of team’s mission, goals, and
objectives

Experience developing and mplementing
operations programs designed to strengthen the
effciency of the administrative support tcam

Financial and personnel management expertie

Apetise n both arcas, through accounting and
office management background

Tnterpersonal and communication SKI that
promote abilty to serve as  faison and
resource

Signiicant experience GIVng presentations,
Speaking persuasively, and ineracting.
successfully with diverse ndividuals

Since my experience and expertise fit your requircments so closely  look forward to meeting with you
‘and the Ministry of Community and Social Services management team.

Sincerely,

‘Adelaide Specleman

Enclosure

Hnaten By Anne Brunelle
Fant: Tines NewBoman
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May 20, 2006
Office of Human Resources
Page Two

Excellent communicator ‘Coach, instruct, and mentor students from
varied socioeconomic, cultural, and religious.
backgrounds; communicate athietic,
recreational, PE, and intramural policies, goals,
and obligations to saff, students/ athletes,
parents, and the community, including coaches.
as the President of the Division VIII National
Coaches Association.

Contracting Pursue, negotiate, and administer contracts for
various services: busses, faciltis, food, and
equipment.

Vision, Values, and Goals for the CCS Fifteen years of experience developing visions
for sports teams and sports departments —to

create the best possible learning and athiet

environments for students and staf.

Enclosed please find the completed application package for the position of District Director of
Athletis, Physical Education, and Recreation

+ Signed Application Form
- Letter of Application
* Detailed Resume
- Transcripts
I would welcome the opportunity to speak with your interview team to further describe how |
can fulfill your requirements as the District Director of Athletics, Physical Education, and
Recreation. Please refer to the enclosed resume and application package for more deailed
information regarding my carcer history and contributions.

ook forward to hearing from your offce regarding the next step in the interview process with
your college system. Please contact me for additional information.

“Thank you for your time and consideration.

Sincerely,

George R. Demer, E4D.

Enclosures.

Wpttee &y Diane Burns
Fout: Book Aiqua
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Abygael Aleksandra, s, s Home: 200 5553827
1o L Drve Nobi: o0 5558273
Boend o905 Enai aacaGopion

October 1, 2006

HR Director
City of Newark

9000 City Boulevard
Newark, NJ 09088,

Dear Sir/Madams

Throughout my carcer, [ have not only displayed strong business management expertise,but also the
uniqueabilty to build consensus among diverse political and special interest groups to work cooperatively
towards common goals. With extensive experience working for the highest levels of governmentand on
high-profile eross-agency projects, 1 have demonstrated outstanding leadership skill and the abilty to
‘manage extensive, diverse responsiblitis that have been of high value to organizations.

Leading by example, I plan strategies to help aciltate departmental vision by committing to action

andaceving gonls nthe mostffient and ffetive maner Through cogitive thinking 1 am e

to understand and respond methodically to the complexites inherent i project management,

protecting departmental interests through the development of long and short-term strategies that will
ntif, analyze, and solve problems.

M)’K;\!“mm‘ strength lies in my:bl\,i:z lol:\i i hil.\'l‘v!r'ﬂmanmh,:msd(d ’ary teams- Vi!aldln
SReEl prject maement apd ot e RecognAng 3 dhcrt Of cipernce
Knowledge can oly cnhancethe ualty of th s work,  ontribute vl o team pojects by
vorking i pesrs and eoleaues colaboratvely toward Conscqoul scokons. Prleging an s o
e et ot Blemce i b o bk o il P et cortis
i promote cpeyes oyaiy and mvoherment

With an excellent mix of skills, experience, and knowledge that delivers result,  bring to your
organization proven project management skils, combined with an in-depth knowlede of many facets
of government operations and management, Communicating in a compelling and articulate manner
that instills commitment, and adapting communication to ensure that different audiences understand
key message, allows me to negotiate and maintain relationships that produce “win-win” results,

My resume i enclosdt provid you with etails of my kil and accomplishments, but 1 am certainthat
apersona nterview would more uly reveal my desiv and abily o contrbuteto your oganization.
Tharcyon fo our e and onskdration, and do ot hesiae o comact e you haveany estions.
Took forwand 0 speaking with you soon.

Yours sincerely,

Abygael Aleksandra

Enclosure

Apaten By: Jennifer Rushton
Fout: Georgia
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HARRY STRONG
900 String Lane Cell: (505) 555-2637
Indanapols, IN 98019 harrystong@yahoo.com offce: (505) 5553309

January 25,2007

Donna parkerson
Recrutting Director - Accourting & Finance
Martn Shaw Recruters

22 Ambrose Parkway, Sute 1150
Chicago IL 60693

Dear s, Parkersons:

Like many recent raduates, 1 am eager to begn my caree i finance. Unike others,  realize that a new
bachelor’s degree s not encugh to qualfy i today’s hghly competitive market. A5  rel, 1 have worked
diigently o supplement my college educaton with hands-on experience in financial envronments, equIppINg
me vith a wide range o skis as a Fnancil Analyst. Though my employment and educational traning, | ave
developed the qualficatons that Im sure il make me an a5set o one ofyour clin companies:
Financial Skills and Experience
More than two years of experience in a corporate environment a a inancal advisr along with a soid
background infiancial analyss, reporting, budgeting, negotiating, and business/financil planing. Apply
financial tools to dentiy, manage, and maximize investment funds.
Keen Research, Analytical, and Quantitative Skills
‘Adept n reviewing, analyzing and synthesizng finandial data as wella viewing challnges from diferent
perspectives to arive at reatve slutons.
Computer Software Tools
Demonstrated proficency n earming new applications quicly; 1 am skl in using Microsoft Word, Excel and
‘Acoess database software. 1 aso utize Moringstar extensivey to research data on mutua unds.
Proven Communications, Organization and Interpersonal Skills

My colective experiences have enabled me to hone bath my iterpersonal written, and verbal commurications
Sk, which incude developing financil repors,interfacing ith nternaland externalcustomers, and delivering
preséntations. Culivating and maintaining posiive reltionshps with  wide range of personalties have esulted
in'alarge refera ntviork from Satsied clents. Another Strenath i my abilty to effciently rganize and
manage my day-to-day responsiitis for maximum productity.

1am open o relocation anywhere in the .S, and am flexibe n my salary requirements. T know that your
recuiting practce speclizes in placing recent grauates, so I'm hopeful you can be assistance to me. Thank
you.

Sicerely,

Hany Strong

Enclosure

Apaton By: Lovise Garver
Fout: Tahoma
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LILLIAN A. ARMSTRONG

909 Lucy Lane
Denver, €0 30309 lilarmstrongaacl.com

September 1, 2006

Grayson Arthur
Managing Dircctor
Elevant Technologies, Inc.
700 Miller Boulevard
Denver, CO 30311

Dear Mr. Arthur

Beginning my carcer as one of the first female engincers ever hired by Sprint, I progressed
rapidly through a series of responsible technical, product development, marketing and sales
management positions with Sprint, Lucent and Quasant (an early stage telecommunications venture
acquired by Sprint). And, to each organization, I delivered strong and sustainable financial results:

« With Lucent for seven years, I closed a $25¢ million contract with Dell and
created the company’s national_account model. 1 then restored the Kodak
relationship and negotiated a $20 million contract for telecommunications.
support throughout the Far East

« With Quasant Telecommunications, I delivered a 122% increase in corporate sales
in just one year as I raised $35 million to support product development and
market expansion. The latter demonstrates the tremendous value and impact of
my sales abiltis, negotiating with investors and financiers 1o “sell” something
that did not even yet exist.

« During my 14-year tenure with Sprint, I excelled. 1 sold their first-ever $100
million satellit contract, created a global technical sales support organization
and delivered up to 200% of quota within just six months. The experience with
Sprint was extraordinary.

Not only is my personal sales performance extremely strong, | am cqually effective in
recruiting, training and mentoring other sales professionals. | am able to develop a clear strategy,
build consensus across diverse functional organizations, and drive sales teams o surpass the best
of expectations. Further, my successes in building and managing relationships with top decision-
‘malers of major corporate accounts have been vital to my performance.

1 would welcome the chance (o speak with you about senior sales and marketing leadership
positions with your organization, and thank you for your consideration. | guarantee there has never
been a sales situation or challenge that 1 was not able o meet and conquer.

Sincerely,

Lillan A. Armstrong.

Enclosure

Wpttea By Wendy Enelow
Foat: Bookman 0ld Style
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JOHN J. SCHMIDT
7758 Royal Oak Drive
West Chester, PA 19508
414.720'8853

Business Philosophy: “You can' buid a reputaton on what you are going o do.” Henry Ford.

January 4, 2007

Mr. Dale Rastetter, CEO
Camden Controls Inc.
8554 Camden Parkway
Philadelphia, PA 19521

Dear Mr. Rastetter:

John Rand, our mutual friend, suggested | contact you to et you know of my
intent to search for a challenging, executive-level position in the Philadelphia market.
John speaks qite highly of you and Camden Controls, and mentioned several of the
most critcal projects that you're currently launching. It certainly Sounds as though you
have a dynamic organization that is poised for remarkable growth over the next few.
years.

Corporate profitability and sales depend on continual innovation and excellence
in the area of customer service. The customers of Camden Controls are entitled to the

best customer service possible. To this end, my plan for attaining the highest level of
service can be stated this way.

Dedication to
Excellence in
Employee Training | Will Ultimately Result In

and Development. Profitability

Q. 7~~~

Implementation of targeted employee training has been the biggest reason for
my success as Vice President of Sales with Roth Industries. When | accepted this
turnaround position five years ago, the customer service departments in all twenty
locations focused on sales, not customers!

My own research showed that our former customers were purchasing from
companies that actually charged slightly higher prices, but gave the customers the
world-class service they expected and deserved. Predictably, the result was decreased
sales (with a real potential for layoffs), and an increasingly negative reputation in the
‘marketplace. Through direct observation, | realized that my staff was woefully inept at
problem-solving and articulating viable solutions to customers to capture and maintain
their business
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ZACHARY MONTANA (home) 2716842853

2346 Clearwater Way, Kitimat, BC VOR 611 Zackmontana@iclusnet  (mobile) 406,853,207

September 13, 2006

Foresall Wood Products
Suite 2001575 Chambersin St
Nansimo, BC V7L 4C6

Atention: Ms.Lay Culliberson (Vice President—Savsl Opertions)
Re Sawmill Manager—Noiimo Opersions

Dese M. Cuthberson

Lam a 28-year veteran of the coustal BC swmilling indusey and have spet over 24 ofthoseyears handling
scudilyincreasing supervsorysnd mansgement responsibilics. Most o my carcr s becn on Vancouver
Tsand,and fo the s nine years L ave been employed in Kitimat 3.3 Plant Superimendent. Now 1 would like
o move back to Central Vancouver sand and manage s savil ther,

With my engthy experince a. mil worker,supervior, managr, and supeinindent, [ ave “wom al of the
" nd Bave ol se f skills o meet he challenges ofa fstpaced Savill Mansger posion:

> Healh and safety focus: This s 4 aea in which L most proud of my achievemen's.
Though my inititvesas e Safety Prevenion Oficr for my cuent cploye,  hae.
tumed aound what wasance  emibe safty and sbscatecsm ecord o on at s
exeamplaryfor the sawmiling ndusty

Expericnce in millplanning and upgrading: Over the ycars, 1 have ld svers projcts
1o plannew mill and upgrode exising ciles. From a ands-on prspctive, | have
worked i pracicaly sl of he machinery snd ol sed in ol

> Operationsexpertse: Regandiess of whether ' deling witha production, personnc,
afiy,organisational, or any othes ssu, my abilty o quickly sise up siations and
ather informaton cnbles me fo make el effvie decsions.

> Proven alentin marketing and sales:Frequenly, 1 have bad the pportunity t masket
my employers ware and work with cletsfo e hes reguiements, el e
itcove rofsble apporiniies nvaling o products, and provide hem with
xeamplary custmer serice 1 am pariclily vperenced in working with Asian nd
American clicnt.

Thank you o eviewing my resume. am very keen 0 shire withyou my ideas ot how | could eficenty,
ey, and profably lead your Nansimo operstions. il contact you i (w0 Weeks o srange  meetig: in
B meanim, please don't heSHat 0 get . oueh with me | s provid sny urher information. 1ok
forwand o talking withyou soan.

Zachary Monana

Enclosure resume)

Wpaten By: Pal Bennett
Foat:Tines New Roman
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ALFREDO BHONI
alfrcdo@aol.com

292 West 104° Seet, 2028 Home: 2125551872
New York, NY 10001 Work: 2123558212

October 10,2006

M. Lesier R Maddox
Human Resources Mansger
“The Bank One Corporsion
2 Wall Srct.

New York NY 10022

DsrMr Maddor
have but one profssionslgosl—to contine o build highgrowh private banking programs tngeed speciicaly

o high networth ol imvstors. I's where my carer has focused for th past 10 years and where 1 have deivered
oustanding perormance resuls:

 Cumntly with Mello Bank's Inermationsl Divison | crested an enirely new marke sgment of
ol invesons that curetly have more than S300 illon in imvested snd deposited svets wilh
Mellon.

« Dusing my tenure with one of Haly's lagest and most diversified inacil insttions, |
peronslly brovgh more than 100 million inssct o the bk over four years.

 While working with Bames and Company, 1 was one of only three finace professonsls
responsible for esblishing the company's il market presence teoughout laly. Frstyesr
resuls exceeded expecttons by over 120%.
bing to the Bk One Corpaation 3 srong bend of busicss development, marketing, sles and cusomer
managementexperise. Combin that Wit my sold Tnancal,ivestment,porflio management,a3ct mandgement and
analytcal skills and 1 gusrance my ailty 10 procuce. My oy nerest n Icaving Mellon (1 bec 3 great experiencefor
five years) s that | ready for new responsibliies,challenges and pportaites,

1 you e ntrested i candidte withmy qulifictions and abjectves, | would welome personal ntrview a.
your eslcst onvenience B dvisd thet 1 open 10 elocation and exensive avel 8 may be required

Thank you.
Sincercly,

Altedo Bhori

Enclosure

Apttee By Vlendy Enelow
Fout: Times New Roman
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ROSEMARY REILLY

1954 West Highland Avenue » Elnwood Park, IL 66666
Home (847) 987-6543 » Cell (547) 234-5678 + rr1954(@aol com

July 13,2006

Hiring Commilice
Jones Manufscturing, Inc
9087 Walker Road

Franklin Park, IL. 66903

Dear Hiring Comitee:

With a diverse background that encompasses office management, process improvement, benefits
administration, and facilities management, | am curently secking a challenging and rewarding position
where I can continue to contribute t office effciency and productivity. I would welcome an opportuniy
o discuss the mutual benefits of an employment partnership at your caliest convenience.

Forthe past 20 years,  have worked for Casman Incorporated and have grown professionally during this
period as the company expanded and launched new ventures and liited partnership organizations.
Originally, my role was managing a one-person office, and has now evolved into managing all office
operatons with five back-offce employees and 140 commodites raders

My responsibiliies encompass a wide range of functions, including systems development, process
improvement, fuciliies management, huran resource and benefits administration, egultory compliance,
and stafT raining and development. Among my strengths are metiulous organization, attntive listening,
articulate communication, diplomacy, and level-headedness under the most strssful situations.

Afle reviewing my atached resume, please contact me 1o discuss opportunitis with your fim. | look
forward to spesking with you soon, and thank you for your consideraton.

Sincercly,

Rosemary Reilly

Enclosure

Tunaton By: Rosemary Fish luten
Fowt: Times.
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JOHN J. SCHMIDT
7758 Royal Oak Drive

West Chester, PA 19508
4147298853

Business Philosophy: “You can buid a reputalion on what you are going o do." Henry Ford

Mr. Dale Rastetter, CEO
January 4, 2007
Page 2

‘The correlation between lack of training and low levels of customer satisfaction
became clear. In response to this finding, funds were reallocated to provide employees
with customized training programs with specific, measurable objectives. A series of
intensive, hands-on, team-training workshops (which included positive reinforcement
and rewards) were conducted with amazing resuls. In under six months' time, the staff
transformed itself into a highly focused, results-driven, solution-seeking machine! Sales
increased by 48% within one year. New, existing, and a growing number of former
customers have expressed satisfaction with our commitment to service and our genuine
desire to eam their business!

1 look forward to the opportunity to discuss the position of Vice President of
Customer Service with you personally, and to outline a few of the proven strategies that
will work for Camden Controls. | will call you in the next two weeks as a follow-up to this
letter.

Best Regards,

John J. Schmidt
Enclosure

cc: John Rand

Wtton By: Susan Hoopes
Fout: Al
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ARNOLD COLLINS
3219 Eisenhower Avenue  Junction City, KS 66441
Home: 7852786220 Work: 7853297800
amold.collins@yahoo.com

November 20, 2006

M. William Black
City Manager
Municipal Buikling
900 N. Washington
Junction City, KS 66441

Dear Mr. Black:

Tt with considerable interet hat | enclose my appliation and resume inresponse (0 your recent
advertsement in the Junction City Daily Union for a Human Resource Director. This appears to be an
exciting career opportunity, and | would welcome the chance to meet with you personally (0 discuss the
contributions I could make {0 your organization. 1 believe that my resume will atest to my strong
eredentals for this position

I have more than 20 years of human resource management raining and experience. As the head publisher
for the Air Force, | maintained an excellent reationship with labor union offcals at the publications
disribution fcilies located in Baltimore, Maryland and St. Lous, Missour. I had formal and informal
visits with these offcals and actively participatedin union contract negoliations.

My experience also includes a heavy emphasis on organizational performance, cmployes incenlives,
exccutive HR briefings, recruitment planning / analyss, and performance appraisals. In additon, | have
estified at EEOC procecdings.

Y currently reside in Geary County and serve as & member of the Parks and Recreation Board for the City
of Milford. My other local actviiesinclude scrving as the Assistant Dircstor for Girl Scouts at Fort Rley
and as a patron o the Junction City Litle Theater and the Geary County Historical Socicty. | can be
reached at my home umber lsted above afer 6 pm. or during the day at 783-329-7500. 1 il all you in
the near future to follow up, and thank you for your consideration.

Sincerely,

Amold Collins

Enclosure

Wi By James Walker
Fant:Tines New Roman





OEBPS/bano_9781601638168_oeb_001_r1.jpg
Val-Nonsense

COVER
LETTERS

The Essential Guide to
Creating Attention-Grabbing
Cover Letters That Get
Interviews & Job Offers

Wendy S. Enelow

Master Resume Writer

Arnold G. Boldt

Certified Professional Resume Writer

PRESS
Franklin Lakes, NJ

i CAREER






OEBPS/bano_9781601638168_oeb_108_r1.gif
HARRIS R. MORGAN
hrmme@msn.com
8901 Martin Road * Lewiston, ME 02001 * (381) 555-8712
D —————————————————————————]

May 17, 2006

Allen R. Mendelsohn
Managing Director

ALCO Sports Products, Inc.
11211 Beechwood Boulevard
Raines, W1 78309

Dear Mr. Mendelsohn:

I started out as a baseball player in 9% grade, and played all through high school and
college. At the same time, 1 was fortunate to become involved with the Charlotte Cavaliers, a
AAA bascbal club. Eventually, | became Clubhouse Manager, coordinating all equipment,
facilities, personnel and more for over 60 games cach season. It was great experience!

In the meantime, I graduated from college and “fll” into a job with a major insurance
agency that was actively recruiting on campus. 1 quickly learned two important things about
myself—1 had a natural talent for sales and customer relationship management, and | had
strong analytical, deductive reasoning and financial skills. The combination of both was the
foundation for what has been a strong sales carcer within the insurance industry.

Now I want to go back to where I belong—the sports industry. Open to a number of
different types of sales, marketing and account management positions, I'm looking for the
opportunity to use my professional qualifications wherever they may be of most value to you

On more a personal note, | guarantee you that | am intensely hard working and driven
to deliver strong results. What's more, | have extensive public speaking, community relations
and leadership experience that is of significant value in any situation.

Lappreciate your time and consideration, and look forward to speaking with you. If do
ot hear from you in two weeks, 1l follow up with a phone call

Sincerely,

Harris R. Morgan

Enclosure

st By Vendy Enclow
Font: Bokiran 04 Stle
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LOUISE MIELZEWSKI
1221 Beaver Creek Road Phone: 601.555.9088
Crayton, AL 33090-8877 millsiou@datastar.net

May 24, 2006

David Wright
Technology Talent, Lt

11 Martinsburg Parkway
Buiding 22, Suite 202
Birmingham, AL 33982-1009

Dear M. Wright:

1 am writing and forwarding my resume in anticipation that you may be interested in @
candidate with more than 10 years of experience in information technology, software design
and applications development. Highiights of my career that may be of particular interest to you
‘and your clent companies include:

+ Ploneering innovative, next-generation GPS and GIS applications.
+ Evaluating organizational and operating needs to determine appropriate technologies.

+ Designing, testing, and implementing new software and new applications for a broad range
of enginesring, technical, business, administrative, analysis, and reporting needs.

« Training and supervising less experienced technical and design teams.
+ Developing new uses and applications for existing technologles.

+ Improving performance, productivity, and effciency of operations through technological
enhancement.

1 am most proud of a particular IT project I managed—the development of the only tidal
projection Software in the U.S. Navy. This was a major iniiative that delivered a signifiant
improvement in the Navy's ability to predict adverse tidal impact on land masses worldwide and, in
turn, prevent catastrophic damage to people and property. Another notable project 1 orchestrated was
the design of the back-end system for retail POS technology now in use by 11 out of 20 of the top
retail firms n the country.

Currently, 1 am confidentialy exploring new professional opportunities and would welcome a
personal nterview at your earliest convenience. I am open to relocation and anticipate a base salary
at & minimum of $75,000, along with a strong portfolio of benefits. Thank you for your time and
‘consideration. 1 follow up with you next week.

Sincerely,

Louise Mielzewski

Enclosure

Anttea By Wendy Enelow
Tt Verdara
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CALVIN JAMES
8676 Townline Road
Oakfield, New York 14135
(H) 585-344-9876 calj@resumesos.com

Noverber 2, 2006

Ms. Brenda Johnson
Batavia City School District
1000 Commerce Drive
Batavia, NY 14128

Dear Ms. Johnson:

1.am writing to inquire about employment opportunities within your transportation /
equipment maintenance department that would utilze my extensive mechanical experience and
training. As a previous employee of Batavia City School District, 1 performed a wide array of
mechanical repairs on a fleet of 37 buses and distict vhicles, most with diesel engines.

‘The endiosed resume outines some of my qualifcations which include:

 Masterful mechanical abilty with more than 15 years of combined experience
providing mechanical repair and maintenance to trucks, heavy equipment, and
buses; plus elght years of experience as  Journeyman Maintenance Mechanic for
Eastman Kodak responding to maintenance and repair calls on ndustrial machinery.

+ Comprehensive training that ranges from diagnostics and repair of air brakes,
transmissions, and automative charging systems, to the millwright, tinsmith, and
plumbing trades.

¥ Journeyman Automotive Mechanic, previously licensed to perform automobile
inspections. During my work with LeRoy Motors, I received the GM Mark of
Excellence Quaity Service Award. In addition, 1 have been certified o inspect
‘and repair overhead industrial cranes.

 Strong leadership abiity and motivation. In aditon to previously owning and
‘operating my own towing business, I have been elected by coworkers to several
two-year terms 25 a Group Leader at Kodak.

¥ Class B COL with Passenger and Towing endorsements; certiied to operate:
forkit.

1 would appreciate the opportunity to speak with you about my qualiications and how they
might best serve the needs of your organization. Please contact me to schedule an interview at
a mutually convenient time. 1 ook forward to speaking with you soon. Thank you for your time
and consideration.

Sincerely,

Calvin James.

Enclosure

Wniten By: Chistine Robinson
Fout: Tahoma
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SHAWN CORTES, LSCW-R

456 South Strect (©@)5558921
PortJfferson, NY 11777 scortesemalcom
July 21,2006

John . Mastiner
Long Island Mental Health Services
47 Fifth Avenue

Bay Shore, NY 11706

Dear Mr. Martinez:

Working collaboratively with clients, I offer an approachable, compassionate, and adaptable
therapeutic style that meets each clients unique and individual needs. Through my abilty to
draw upon client strenghs to explore and develop strategies, | am confident | can help your
clients address s of growth.

Interacting with clients suffering from various illnesses and conditions, I have gained the
experience needed to provide them with ongoing support to overcome self-imiting belics.
find that individuals scek counseling for various reasons, including stress, depression, anxiety,
family and relationship issues, physical and sexual abuse, and substance dependence. Although
different reasons drive them 1o seck assistance, they all want the same result —the ability o lead
fulfilling and rewarding lives.

Atthis time, 1 am open to feefor-service or a fll-time social work position in which | an create
an environment allowing clents o get a deeper and broader understanding of thei behavior.
My resume i enclosed to provide you with additional details concerning my background and
qualifications for this position. | am certain an interview would flly reveal my abilites and
enthusiasm for the opportunity to contribute to your faclity.

“Thank you for your time and consideration. Please do not hesitate o contact me f you have any.
questions. | ook forward to meeting with you.

Sincerely,

‘Shawn Cortes, LCSW-R.

Enclosure

Uit By: Linda Matias
Fant: Book Antiqua
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PAM CHARLES

7 Titus Road + Pennington, NJ 08543 + (609) 4662222 + pamcharles@aol.com

October 31, 2006

John Rodgers, Partner
Rodgers, Stein & Goldman
12 Ammold Avenue, 19% Floor
Newark, NJ 02902

Dear Mr. Rodgers:

As an accomplished sales coordinator with a demonstrated commitment to service
excellence and a proven drive to succeed, I believe I offer a set of skills that will be of
benefit to one of your client companies. With outstanding organizational abilities, a talent
for building productive business relationships, and exceptional customer service skills, I
would like to explore the possibiliy of putting my talents to work at an organization in need
of strong and decisive sales leadership.

As you can see from my enclosed resume, | am currently employed as a Sales Coordinator
at the Holiday Inn in Pennington. Promoted to this position at a time when revenues from
‘meeting room bookings and other group services were in decline, I pride myself on the new
life I brought to the business. Among my accomplishments: T lured back the business of
Pharmacia, a key client, attracted significant repeat and referral business, and rebuilt
customer loyalty through the implementation of new service standards.

Key to my success, you villfind that I am passionate about customer service and will do
whatever I can to ensure customer satisfaction. Organized and efficient, T easily handle
‘multiple tasks and am successful in balancing the competing demands of  busy hotel,
Valued for strong communication skills and responsive problem-solving capabilities, T am
also a polished presenter who inspires confidence and trust which translates into sucess in
‘marketing products and closing sales.

‘With this combination of skills and trais, I have proven to be a valued employee in the
past, and with the track record I offer, you can be confident that T will be an asset any one
of your client companies. I am open to relocation and anticipate a salary between $75,000
and $85,000 annually. Please feelfree to contact me at the address and phone number
listed above to arrange a meeting.

‘Thank you for your consideration.

Sincerely,

Pam Charles

Enclosure

Unctn By: Carol Altomare
Foat: Georgia
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LISA HILLIARD
Winde Avense Chicag, L 0605 55220 e

February 21, 2007

“The Community Foundation
P.0. Box 569
Chicag, I 60605

Dear Hiring Professional

I response to your search for & Viee President of Finance and Administration, | bring over 20 years of
extensive experience i all reasof Finance and Administrtion,as well as Information Technology and
Human Resoutces.

Fam an extremely high-cnergy and innovative manager who leads by example, | consistently produce srong.
resls with a igh degre of integrty, dedicaton, nd srong communication skills. My track ecord spesks
for itsel; T have been involved in vitually every sres of an organizaton, and have made subsiantisl
contibutions wherever | have been. One of my former bosses hd this o sy about me in revicy:

Lisa isatthe high end of the exceprional scale She hastop-flight management kil
inteligence, and people skils. She has done an exceptional job i a wide varety of
areas. Sheis exiremely capable as an individual nd as a manager and leader. Her
entie group exudes a “can-do” enthusiasn.

spoke with Jim Maynard, a Board Mermber Emeritus of The Commuity Foundation about the posiion and
my interest snd excitement about t.  know Jim from my volunteer work at the Uity Church, s he is
President of the Church Board. e, o0, was enihusistic about my potential it with your organization and
thausghtthat | could help you reach your gosls.

My interet in moving 10 the non-profit world is genuine; [ ave spent years in orporate environmens, and
since L went back 0 school, have had a chane 10 bettr define where and how [ want to ontribute my lalents.
Thave become very involved both in my church and ss & volunteer in the bookstore, technology and
fundraising commitces, and on the techology and financ task orces of the organizing/Stcering commitiee
for the Dlinos Institue of Sciences.

My resume provides further detailsof my accomplishments. You wil noe that [ ave progresed in
respansbilty levels throsghout my carcer. | ook forwrd to discussing this exciting carcer opportunity with
‘you,and will contact you next week 0 arange 2 meeting 5o we may discuss the organization's eds in
reste detil,

Sincerely,

Lisa Hillard
Enclosure

e Jim Maynard

Wpatn By: Gall Frank
Fout: Times New Roman
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(165551212 . 2245 Jane Street
camold@gmail.com Caitlin Arnold Toronto, ON M9P 2X4

February 21, 2006

Ms. Amanda Smith
Manager, Administrative Services
Cadzee Consulting LLB.

223 Bay Street

Toronto, ON

M2N6Y2

Dear Ms. Smith;

1am a highly trained, knowledgeable Administrative Assst
chosen profession and am now secking a full-time position.

it with a srong background in my

Please consider my credentials

Five years as Executive Assistant o senior managers in an HR consulting firm
‘Two years as Office Administrator for a non-profi organization

Four years as Departmental Administrator at a private school

Extensive working knowledge of the MS Offce suitc

Certificate in Travel and Tourism

As you can see, | have a diverse background in the administrative feld. My employment
‘experience is broad, covering a wide range of office functions including reception, customer
service, travel, HR, and education.

I have always enjoyed a strong reputation as a highly profcssional and innovative individual who
knows the daily functions of the office environment at many levels. I am confident that I can
make similar contibutions to Cadzee Consulting and would welcome the opportunity to meet
with you. I will call your office next week to discuss the potential for a mutually beneficial
relationship.

Sincerely,

Caitlin Arnold

Enclosure

Hnaton By Anne Brunelle
Fant: Tines NewBoman
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Gabriel Connor Mobile: (505) 5553928
22 GreeneCornerCove Home: (505) 5550028
Abaquergue, \M 56538 Email e optametcom

September 30, 2006

‘David Smith, Esq.

HR Director

Mallesons Stephen Jacques

12 Monet Boulevard, 237 Floor
Taos, NM 55823

Dear M. Smith;

Itis with great interest that 1 am forwarding my resume for consideration as an Artile Clerk with
your law firm. With a sound understanding of law practices gained through academic and
Volunteer experience, combined with outstanding communication,rescarch, and analytical skills,
am confident you will quickly realize my abilty to make major contributions to your firm.

My experience demonstrates attributes that make me a valuable candidate:

+ Transferable skills gained through extensive volunteer experience that would be
‘an asset to any organization - leadership qualites,creative and analytical think
training and presentation skill, communication, negotiation, and problerm solving.

+ Discipline to handle complex challenges well. Thisis videnced through my
volunteer experience as a board member at the Community Services Group for the
last 4 years. This position requires that I listen attentively,assess situations,
question assumptions,and propose well-considered solutions. I thrive on
‘opportunitis to deliver resuls that address challenging problems.

+ Excellent communicator capable of working effectively with adiverse group of
individuals from allvels, and ing anexcellent rapport with peers and
interliciplinary staf. Communication i citcal in my volunteer rols s a tennis
coach and as a board member of the Community Services Group.

+ Highly organized with the ability 1o set priorities and manage multiple
projects. This is demonstrated by my ability to successfully balance my university
studies, part-time work experience and volunteer experience as a management
board member at the Community Services Group.

As my ultimate carcer goal s to become an atorney, I believe the opportunity to work with your
firm presents me with a great learning experience and start to my legal career. Working with some
of the leading corporate lawyers in the country and observing the handling of complex matters.
would be a tremendously valuable way to launch my carcer.

The key qualitis that outline my relevant capabiliy for your frm include a great passion for the
law, commitment to excellence,strong logical and reasoning skils, and attention to detal. I enjoy
the hands-on experience and interaction with people and believe I hav the skills and enthusiasm
totackle any task se before me.

“Thank you for your time and consideration of my application. I look forward to discussing the
significant value 1 bring o your irm and invit you to contact me, at your convenience, at any of
the above numbers.

Yours sincerely,

Gabriel Connor

Enclosure

Hnaos By: lemifer Rushton
Fout: Georgia
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NORA BENET
97 Crestville Court + Easton, PA 18040 + (215) 7300500 + benet@aol.com

October7, 2006

James Johnson, Ed. D, Principal
Elmerton School District

11 Main Street

Easton, PA 18042

Dear Dr. Johnson:

‘Asa well-regarded elementary sehool teacher who is passionate about creating positive
educational experiences for students,  believe I ofer expertse that would make me a welcome
and valuable addition to your teaching staff. With strong lesson planning and classroom
‘management skill, a talent for engaging and enthusing Students, and the proven ability to tailor
activities to meet a broad range of student needs, I would like to consider the possibilty of
putting my knowledge and experience to work for you.

A you can see from my enclosed resume, my background includes an array of instructional
‘experiences. Most recently, I served as a substitute teacher i the Kingwood Township School
Distict, where I was highly sought afterfor my dedication and willingness to actively participate
inthe presentation of daily lessons. T also have more than seven years of full-time teaching
expericnee, most notably at the Tenth Street School in Newark where I spent four years teaching
grades 4 through 6.

Asa teacher, I pride myself on my ereativity and adaptabilty in the lassroom and my
determination to do everything I can to help students succeed. T am pleased to say that my
efforts have paid off considerably. For example, I have been successful in substantially raising
mathematics test scores in an inner-city school, bringing math and science teams from that
same school to district-wide competitions, and helping students develop mastery in
‘mathematics, reading, writing, and study skills.

Among my other strengths, you willfind that I am someone who always seeks to expand my
skills and who enjoys bringing new knowledge into the classroom. T also enjoy being actively
involved in education and have a strong record in leadership and service. Dedicated to my
students and passionate about helping them to suceced, I believe I exude a sense of warmth and
caring that students readily respond to. With these skills and my solid instructional foundation,
Tam confident that I will prove to be an asset to your school.

Twould be pleased to have the opportunity to discuss your needs and how my capabilities can
meet them. Please feel free to contact me at the address and phone number listed above to
arrange an interview. I look forward to speaking with you soon.

‘Thank you for your consideration.

Sincerely,

Nora Benet

Enclosure

Wpaton By: Carol Atomare
Fout: Georga
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ALAN JOHNSON
847 Indian Landing Road
Rochester, New York 14699
585-555-1234
alanjeresunesos. con

November 20, 2006

Mr. John Joseph
operations Manager
Citizens Communications
1234 Telephone Road
Rochester, New York 14688

Re: Call Center Director
Dear John,

After a successful 10-year track record with Finger Lakes Telecomm, I
am confidentially exploring new career possibilities that will
capitalize on my call center operations, account management, and sales
management capabilities. Your posting for Call Center Director appears
to be an excellent match for my existing skill sets. Accordingly, I
have enclosed for your reference a resume that outlines my
capabilities.

My key areas of expertise relevant to this position include

* Managing call centers with up to 99 representatives and addressing
functions that include inbound and outbound telesales, lead
generation, order entry, and customer care.

* Assessing needs, defining project parameters, and developing
specifications for providing services to corporate clients

* Recruiting, training, and developing high-performing call center
teams that have delivered multi-million dollar revenues with high-
profit margine to my employers

T am convinced that I can contribute to Citizens’ continuing success,
and would appreciate the opportunity to speak with you about this Call
Center Manager opportunity. I will call you early next week to arrange
a mutually convenient time for us to meet. Meanwhile, please feel free
to contact me sconer at my home phone or e-mail address shown above
Thank you for your time. I look forward to speaking with you soon.

sincerely,

Alan Johnson

Enclosure
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Daniel Wallace

15N Clark Strec

Chicago, llinois 60640
(773) 907-8660
dwall@acme.com

August 11,2006

Dan Gordon

Gordon Recruiting Agency

12 Elm Street

Chicago, IL. 60662
Dear Mr. Gordon:
Tam seekinga position (fulltime or consulting) in benefits administration, human resources,or a related

area, and have enclosed my resume for your review. 1 will be happy to provide references or urther
information at your request.

“Throughout my career,  have helped large and mid-sized companies streamline benefits operations, so
employees are given excellent service and administrative costs are controled. | have broad expertise in
arcas that arevital to ffective benefits administration:

+ Section 125 of the IRS code
« ERISA

« Public Plan Policies

« Taft-Hartley Act

+ PPO/HMO coding

“This background has alloweed me to address specific employee necds while lso protecting the company
from overcharges by insurance companics and other vendors.

Teanalso contribute if your client’s benefits are outsourced. My experience managing phone centers has.
taught me how to evaluate the performance of those important partners and ensure that they are
providing the level o servicethey promise. I approach outsoureed vendors and insurance companies
Knnowing that thei interests are not the same a5 yours. By setting clear expectations and tracking
performance, I can keep costs down without diminishing service.

Characteris an intangible value I offer any prospective employer. I pride myself on soling problems and
puting systems i place so those problems do not arisein the future. Morcover, Ilead n a way tha sets
an example for my staffof somcone who is honest, hard working, and dedicated. My mission s to inspirc
ach employee to work with the goal of toal clent satisfaction in mind.

Realizing that ths summary cannot fully communicate my potential contribution, 1 would appreciate the
ith you personally about any current search assignments you may hav for a
cations. My salary requirements are $75,000+, but are negotiable. Thank you

Sincerely,

Daniel Wallace:

Enclosure

Uniten By Clay Cerny
Foat: Georgia
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GEORGE R. DEMER, ED.D.

6749 Shipley * Virginia Beach, VA 23865
410:338.9845 () * demerdaol.com

May 20, 2006

Offce o Human Resources
Community Colleges of Virginia
205 N, Baines Bivd

PO, Box 6489

Richmond, VA 23860

RE: District:

rector of Athletics Physical Education, and Recreation
Dear Human Resources Director:

Lam inerested in applyin; for the position of District Director o Athletis, Physical Education
and Recreatio for the Community Colleges of Virgina to provide your students and the
colleges with the greatest opporturities o flourish n athietics. Over the years, | have efectively
rown the wrestling department at Rogers College nto a winning organization, well-
recognized and respecte in the sports community. Morcover, my experience i a unique

combination of education, coaching, business, and administration

Lam an enthusiastic University Associate Professar, Sports Coach, and Business Owner,
offeing my expertise in planning, organizing, and administering sports departments. | meet or
exceed your requirements with a mix o education and experience for the positon of District
Dictor of Athletics, Physical Education, and Recreaton:

our Requirements My Qualifictions.
Master's Degree. PhD. n Spor, Lesure, and Exercie Science,
Concentration in Educational Sport
Pychology.
MS.in Physical Education, Concentration in
‘Sport Psychology
5% years of experience in eaching and T5 years of combined experience as an
admiistratve functions including fscal and. | instructor/teacher, head wresting coach, and
budget management administrator for business, an athletic

department, and Graduate Independent
Stadies. Manage multple operational budgets
and control fscal management for sports and
business organizations.
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'WALTER E. ELLIS
75 Clover Street
Rochester, New York 146104261
585-777-9988 (Home)  585-83-9988 (Cellular)
walleree(@sesumesos com

November 27, 2006

Mr. B. Thomas Golisano
President & CEO

Payches, Inc

911 Panorama Trail, South
Rochester, New York 14625

Dear Mr. Golisano:

Capitalizing on a career that encompasses broad-based experience i brand marketing, public
relations, and customer relations, | am seeking an opportunity 1o apply these sklls in a marketing
communications position that wil offer the poteniial or advancement based on performance. 1 belive:
that I possess knowledge and expertise that can be an asset 10 your firm and have, therefore, enclosed for
your teview a résume that outlnes my professional background.

‘Some key points that you may find relevant to a marketing communications role with your
organization include the following:

- deifing trget udiences and developing markering messages that reach
those audiences, In bor busines-to-business and consumer produets setings, |
have been successful i rescarching potential market scgments and ceating
srateies thateffcively communicare product features and promore brand
Inplemening innovaive,technologs-based approaches 1o markering, ncluding
championing ¢-commerce niiaises that both uigment prodict sales and
fford opportunitis 1o cther information about customers.

- Spearheading public relations efforts that coordinare with marketing siraegies
‘and advance overall business goals. These have included placemen of features
in both electronic and print media, participation in highprofile public evens,
and implementation of “strategic philanthropy ” iiatives.

- Directing an array of brand management activites, which have encompassed
‘graphic design, copy writing. and production of collaterals, point-of sales
materials, and product packaging.
1am confident that my experience, education, and enthusiasm will llow me to make o
‘meaningful contribution to your ongoing business success. | would enjoy meeting with you to discuss in
detail how my capabliies can best serve your marketing communications needs. Please contact me to
amange a mutally convenient date and time when we might initite a dialoguc.

Thank you for your time and consideration. 1 look forward to speaking with you soon.

Enclosure
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Your Requirements:

My Relevant Qualifications:

Lean Six Sigma Certification

- Experience with Kaizan Events
- Ten years of Manufacturing
Experience

- Proficient in MS Project

- 1S0-9000 Experience

- Green Belt Certified; currently
pursuing Black Belt

- Championed four successful
Kaizan events over a three-
year period

- Five years as machine
operator, followed by seven
years as production supervisor

- Advanced training and
practical experience with
MS Project

- More than 12 years in QS-9000
environment (auto industry
equivalent of 1SO-9000)
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Matthew P. Hashimoto
501708 Mainlnd Boulevard, Vancouver, BC VOE SL7  matthashimn

mailcon  (604)694-1062

September 14,2006

Ms. Elizabeth Sweet, General Manager
Diamond Hotels and Resorts

Stite 2700, 1200 West Georgia Stret
Vancouver, BC VSH 3B7

Re: Exceutive Chef opportunity ~ Diamond “Crown Plaza Vancouver”

Dear Ms. Sweet

Ihave long admired the professionalism with which Diammond propertis arc managed, and 1 was exited to hear
from Jerry Richardson ofJery’s Hospitaity Consultng about a posible opening for an Exccutive Chefat your
Crown Plaza facilty. As a hospitaity and food serices specalst with over ety yeas of experience, in-
epth culinary knowledge, and extensiv hands-on experience i allarcas of high-end ood serviee preparation
and management, | could effciently and cost effctively handle your Crown Plaza operatons

Here area few reasons why 1 would make an excellent addiion o the Crown Plaza tcans

> Substantial cooking expericnce: | have oved to ook since the age of sixtcen
“Passionate”is merely an adequate descripton of my love for the crafl. My years in
Kichens have afforded me the opportunity to work with many diffrentcusines and for &
wide varicty of clentee.

> Restaurant management expertise: Almost since | first graduated with my Commercial
Cookery Certifiate in 1987, business management has been @ cental part of many ofthe
positions that | have held. 1 have plenty of experience with hiring. scheduling, training.
mentoring, and supervising. Additionally, | am highlyskiledat menu planring.
purchasing, nventory management, and many of the financial activites associated with
ruming a ood service establishment.

> Extensive training and cducation: My education at TAFE (New South Walcs, Australia)
includes extensive training in commercial cooking a wel a advanced specializatons in
chocolate, confectionaries, clinary art, and vegetabl carving. Also, my five years of
apprenticeships were with two businesses known for having top-notch sandards i all
aspectsof ther operations,

> A success-oriented personality: Inmy case,“a hard worker” would be
understatement. | hrive onsituations involving pressure, deadlins, and new challenges.
My aimis o deliver a dining experience above expectatons,every i, and 10 promote a
harmonious,efiient, environment for my team, which enablesther succes.

“Thank you for reviewing the atached resume. | would ke 0 meetwith you withi the next few weeks to review,
indetil, th challenges and opportuniis fcing the Crowen Plaza operations. Pease don'thesitate 1o et in
touch with me if 1 can provide any futher information.

Sincerely,
Matthew P, Hashimoto

Enclosure (resume)

Uncton By: Paul Bemett
Pout: Times New Roman
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CARLOS RAMIREZ

6 Howiand Avean, Easton, PA 1802
(610) 442-0618  calos 8042 yaho.com

November 14,2006

Nir. David Lewis
Human Resources Manager
Testron Business Services, I,
1200 Arch Strct, 44 Floor
Philadelphia, PA 19103

Dear M. Lewis
“The posted opportunity for n Assistant Manager of Corporate Traning s excellent match with my

experince. My carcer inclades more than cight yearsof progressve responsibilt n tvning, marketing, snd

Highlights of my sienghs include:

> Program Development. Designand delvr i miterss o il and sivss il
dclment, g rsiv—and uesfol—pln o e g spporiivics for cutomer
mice s i cull e oiments,ithon aking vy from e e i

v

Skils Assessment. A and inkpe gt g it b et b workplce
practivity offe fncionalty, and empls pefrmans, Propsed v it e fvdbock
il o i g ks s b

> Goaching Techniducs. Desep and e it snconone i rthods. Co-eted o
g bt el o coching cutomer e s o el of teir vt Eaily
b o dete the s o a ssion n i he coa s the emploe i deting
] ber o gt and amas frfrthr e, Cratd et ing e, and eplyed
Hewigue i ctual ochingsxions.

Carrenty exploring new opporturies, 1 3m confident in my abily o make an immedise and listing
contrbution to your organiation and would welcome aninteriew at your carlct converiene.

Tlook forsard o spesking with you soon.
Sincerely,

Carlos Ranirer

Endosure

Wniten By: Laurie Berenson
Fout: Garamond
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Budget Planning & Administration
Continuous Process Improvement
Cost Reduction & Avoidance
Efficiency Improvement

Facilitics Engincering

Inventory Planning & Control

Logistics
Manufacturing Technology
Multi-Site Operations Management

Oceupational Health & Safety

Operations Re-engineering
Plant Management

Process Automation

Productivity Improvement

Quality Assurance & Control
Resource Planning & Management
Supply Chain Management
Technology Integration

Workflow Optimi;
Workforce Planning & Management

tion
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RYAN R. MITCHELSON ryanrmitchelson@aol.com

hdicol Xochester, New Yort
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DENNIS L. DAYTON
124 Elm Grove Road (606) 555-2763
Duluth, MN 57382 dia2244@msn.com

December 11, 2006

Ms. Delores Jamerson
Director of Technical Recruiting
MARSH Technalogy, Inc.

4709 Delray Boulevard
Chicago, IL 60609

Dear M. Jamerson:

1am a Microsoft Certified Systems Engineer (MCSE) with 15 years of experience in Information
Systems & Technology. My expertise spans two entirely diferent functions within the IT arena:

+ Systems Operations. For 12 years, 1 managed all IT operations for the Emergency
Medical Services Division of Laurel County in Minnesota. During that time, I drected
Several system upgrades to transition Ito a state-of-the-art Windows environment.

+ Systems Design & Installation. For the past four years, 1 have managed an
‘entrepreneurial venture with sole responsibilty for the sale of technology consuting
services and the design/delivery of customized technologies to meet a broad range
of business applications. Most significanty, I faciltated over 1000 system and device
upgrades, built and installed NT systems and networks, and supported 2000+
customers.

My technical proficiency is extensive and s summarized at the top of my resume. Additional
Information that may be of interest to you includes:

+ Outstanding customer relations skills. 1 am able to quickly build and maintain
positive working relationships with my customers, responding quickly to their
technology support needs, and providing them with technical expertise fo manage
their work functions.

+ Entrepreneurial spirit and drive. 1 thrive in challenging and fast-paced
environments, relying on myself to make decisions, solve problems and move
projects forward. 1 am an independent thinker, constantly ready to accept new
Challenges and new opportunitis.

+ Staff training and leadership. 1 have extensive experience i training, supervising
‘and mentoring teams of technology professionals.

I would welcome the opportunity for a personal interview and thank you for your
consideration. 1 guarantee you'l be Impressed with the quality and depth of my technical expertise.

Sincerely,

Dennis L. Dayton

Enclosure

Anttea By Wendy Enelow
Tt Verdara
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ELIZABETH CARNEY, RN, BSN, PHRN, CN Il

23701 Oviatt Road 818.733.3611
Nortridge, Caifornia 91312 ‘ecamey@msn com

February 25, 2006

Leo Constanza
Neuroscience-Orthopedic Nurse Manager
UCLA Medical Center

10833 Le Conte Avenue

Los Angeles, Calforia 90095

RE: New Lead Nurse Position
Dear M. Constanza:

Are you looking for an enfhusiastic, energetic leader? Someane o promote UCLA's spirt
while upholding UCLA's mission to provide the best in healthcare? A lead nurse with a partnering
Philosophy?

1f 0, lease consider my candidacy. With 12 years of experience at UCLA Medical
Center, 10 as a charge nurse and the last 6 as.a CN Il as well as being a UCLA alumna, | would
‘embody all that UCLA could wish for n a Lead Nurse. As an instructor and presenter at the UCLA
Medical Center, | am constantly srving to stay on the cutting edge of technology and healthcare
by continuously educating myself beyond the required ongoing training.

“This new positon offers many challenges and opportunities for professional growth and
would allow me to contribute to my journey toward nursing excellence. | have created harmonious
work teams and don't ask anything of my staff that | wouldn' do myself | lead by example and
have precepted RNs n specialty and floa teams, as well as both novice and experienced RN |
am always willing o help and pitch in where needed.

My strengihs li in my iinical expertise, neuroscience knowledge, analyical thnking,
outstanding leadership skils, patient care competencies, and teaching style. | am able to convey.
complex information in meaningul terms.

You also acquite a wellrounded individual with a strong work ethic and high standards.
Inave several outside intrests which allow me to be a beter nurse and leader. AS my resume
shows, | am a support group leader for Resolve of Greater Los Angeles (a National Inferiity
Organization), a ciassroom volunteer at Pico Canyon Elementary School, and an active,
partiipant in PTA actvities.

1 would very much like to be a part o this new and exciling venture. As such, | ook
forward to a personal interview.

Respectflly submitted,

Elizabeth Carey

Enciosure

Apacen By: yriam-Rose Kohn
Fowt: hrial
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JOSHUA K. SKITTLE

1082 K:

Lane_e_Cincinnati, OH 45211 » (513)598-9100 e _skitle@hotmaiL.net

October 21,2006

M. Michal Vash
Sports Network, Inc/SNI
1082 Dory Corporate Center
Chire, NY 11020

Dear Mr. Vast

Your SNI website posting for the “dream job™ of Marketing Maager, i right n
Have exactl the qualifcations you are sccking.including signifcant marke

st .. U1S my drcam job. 1
and advertising cxperence with

a lading retale of consumer products. While th enclosed rsume flustates more flly ow my background s

Suited 0 your needs, lease consider the following:

Your Needs

My Qualif

* Bachelor's degree plus 3-5 years of
marketing experience with he marketing
department ofa consumer packaged
‘oodsreail company,

* Solidunderstanding of marketng.
fundamenials, qualiative / quaniative
rescarch, marketing srategies, and abily (0
manage budgets.

Passion fo spots.

* P proficiency with Word / Excel/
PowcrPoin.

cellentoral/ witen communication
sills,

Bachclors degrees in Marketng and Finane,
enbanced by over S years o experience n the
rketing department with Procter & Gamble.

Educaton and experence have provided solid
understanding of marketing fundamentals Work
‘with qualiative and quaniiaiv resareh methods
on adaiy bass Have writien and dircsod he
writing ofad copy fo pint,radio, and TV.
Managed budgets up 0 352 milion.

Curtenly enjoy glf, running, weighiifling.
sofibal, g fooball, and baskeball. Colcge
sports nclded varsty softbal, namural
basketball,and couchin Litle League. High
Selool: football, basketbal, and track.

Lam profcient with Word, Excel, and PowerPoint.

My current postion requirs excelent
communicaton ki, including the ability o
speak effetively befoe groups, a wellas the
abiiyto ensure instrctions and expecttions arc
clarly outinedfor everyone nvolved n  given
projctalso have excelent ollow-trough sl

As my resume indicates, my current posiion involes working with ad ageneics, coordinatng bothercarie and
production processes, and handling timetabls and medi budgts. | work with ur market rescarch partoers on

daily basis and understand the importanc of blaning legal approvals. Final
helping my current mployer o leverag thei fll complemcnt of corporte asse

Thave played a key role i
o gt the mostvalue for

very marketing dllar e spend. | am how ready to do the sam for SN

1 can make myselfavailabl for an interview at your convenience. Thark you for your considraton.

Sincercly,

Joshua K. Skitle

Enclosre

nttten By Michelle Mastruserio Reitz
Fant: Times NewRoman
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ROGER PATEL

344 Hunters Glen Road + Amarlo, TX 12168 + (518) 482-9813 + rogerpatci@hotmatcom

July 23,2006

Martin R. Reiss
Hiring Dircctor
Smith-Brown Enterprises, Inc
9800 Rocky Gorge Road
Dallas, TX 77809

Dear Mr. Reiss:

If you are in need of a highly qualified Hotel Management Professional, then we have good
reason to meet. After researching your firm and your needs, I believe my skills and experience
may be of value to your team.

offe 16 years of successful experience in the hospitalit industry at various hotels, serv
positions of progressive responsibilty at the corporate and hotel level. 1 offer broad-based skills
a5 a Controller and Hotel Accountant,including budgeting, forccasting. auditing, account
management, financial statements, accounts payable, accounts receivabl, axes, general ledger,
cash flow. profit and loss, and asset management, Throughout my carcer, | have been recognized
by upper management as a top performer for consisently meeting or exceeding company goals,
and always achieving commendable scores on SOX and interal audits

‘With a keen eye for detail and strong organizational skils, 1 am known for always meeting
deadlines and handling multipl projects, tasks, and priorites effectively. As a skilled
communicator, | am proficient at training and motivating teams of professionals in meeting goals
and challenges. My dedication o high-quality work and commitment to organizational goals will
be a valuable asset to your team. My educational background includes an Associate’s degree in
Hotel/ Motel Management. My resume provides further details of my skills and
accomplishmens.

1 feel confdent I can make an immediae and postive contribution to your organization. Ifit
appears that my qualifications meet your current needs, 1 would like (0 further discuss my
background i a meeting with you. Thank you for your time and consideration. | look forward to
your reply.

Sincerely,

Roger Patel

Enclosure: Resume

Wnaton By: lohn Fermia
Fout: Times New Roman
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LOUISE E. APPLETON £404. 6382 EASTPOINT DRIVE, VANCOUVER, BC V6N 4HS

DEOLOLINT (W GSSINT  (QEIESN6 (PSS90 iumrammuser

January 12,2007

Progressie Law Carporston
Stite 2001927 Willams Avenc
Toronto, Ontaro MSC 3KS

Adtenton: M. Rick Callaway, Direcor of Adninistcative Services
Re: Office Admiistrator/Bookkeeper employment apportunity (42005-0A2)

Dear M. Callaway:

Fam  proscive, dedicaed Offce Administatos Bookkeeper who knows the job, equires minimal raining, and
would be quick o assist with other areasof your business. People desribe me as well-organized, effctive,
comforable with athers, and having a great sense of humor. My highly profesional manner,posive atitude, and
enjoyment for administative work really help me t0 conssintly deliver qualiy resuls.

A5 a bighly experienced Office Administstor with approximately 20 sccessful years working i  logal
environment 1 have the il eguired 0 mest the needs ofyour practice in  very shorttme. 1 prform wel for
‘my current employer and ave sl found namerous ways to mprove operatons.Hereare a e easons why |
would make a good addiion 0 the Progessive team:

My experience in both legal and administrative activites began s 4 egal secretary v lter
continued o i offce administration, maing me very familiar with the accviies of both
obs. My administrtive work has encompassed both Gnancial/sccounting and humas,
resources aspects, and this s given e sirong grasp of curent methods and guidelines.

My extensive peaple skills bave come from years of working with a wide variey of iferent
peopl, incluing lawyers, lients, support saf, and supliers. Besides requently supervising
others, T make it my business o both humor and motivate them. A dedicaed team player, |
enjoy working with my coleagues o creaie rder out of chaos,

« Finally my solid personal work ethic cosbles me o stay punciual, Tocused, rganized.
reliabie, and abl o handle Whatever tasks come my way.

“Thank you fo reading my sesume. [ will follow up with you i (w0 weeks 0 st p & mesting 0 discuss the fine

detals of what you seckin an Office Adminisiator and how [ might help you stramine your operations. Plesse

ontac me at anytime i I can provide you withany addional information. | ok forward 0 tlking with you

Sincerely,

Loise E. Appleton

Enclosure

Apaten By Paul Bemmett
Feut: Times New Roman
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DAN DULANEY
909 Srmith Lake Road Home (540) 5552765
Manela, VA 24877 ‘ddulaney@msn com

November 19, 2005

Androw McCariney
President

Dial Corporation

One Dl Bovievard
‘San Simean, FL 39083

Dear M. McCartey:

| am submiting my name as a candidate for your advertsed CFO posion. Brifly summarized, my.
qualficatons include:

+ Twenty years of seniorlevel financia leadership experence with Donnely Corporation and
several of s largest operaing companies.

+ Expert qualfcations across il core sccounting and financil practces, incluing financial
planning and reportng tax. reasury. cash management, genera and cost accountng, ntemal
‘audt,cred, budgetng orecasting, and ntemal controls.

+ Negotaton o more than $16 millon n corporate fnancing ransactons and partcipation i over
10 mergers and acquisions.

+ Extensive quaificatons in the srategic design and implemenation of advanced informaton
systems.

+ Management of corporat fciities, ralestate leasing and a massive purchasing program.

+ Ploneer in innovalive business practices (.9, outsoutcing, worlow and.performance
efficencies and corporate etics)

s the Senior Financial Advisor o 10p executve and operating management teams, | have provided both he
stategic and operating leadershp crilcal to mproving financil resuls, srengthening markel posiion. enhancing
product qualty and manufacturabiy.and Upgrading ourorganzational siructure. Furher | have dolvered more han
520 millon n costsavings {NGugh he niroduchion of mproved business processes, best pracices and standards
for financial management.along wiha potiolio of advanced technoiogy 1ools.

Characierized by others as creative,intitiv, lexible and decisiv, | blieve my greatest value i my broad
operatonal and business perspectve. Domnely has boen an outstanding organization wih which (0 Grow and
Gemonsirate my capabiities. Now, howevr, | am ready for now challenges and now oppertuniies.

ook forward 0 speaking with you regarding th referenced postion, and thank you fo you consideration

Sincersly

Oan Duaney

Endosure

Hnato By: Vendy Enelow
Fowt: hrial
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Jana Elyse Franconia

628 East Church Street (303) 935-8672
Denver, CO 80207 jefranconia@yahoo.com

March 31,2006

Ms. Ruth Frazier
Green Valley Elementary School
400 Jericho Street
Denver, CO 80249

Dear Ms. Frazier:

Iam an Elementary School Teacher with five years of experience and a strong.
desire to grow as a professional educator. After carning my Bachelor's degree from Flagler
College in Florida, I moved to Colorado so that I could be a part of the International
Baccalaureate—Primary Years Program at Liberty Magnet Elementary School. My days at
Liberty have been tremendously rewarding, but | am now ready and cager to consider
opportunities at innovative schools in the Denver arca.

My teaching methodologies focus on hands-on, investigative, and collaborative
activities. These strategies engage my students, encouraging them to learn and apply key
concepts. I have also found that lessons with these components allow me to provide
differentiated instruction. In addition to applying my current knowledge to the classroom, I
am continually expanding my teaching strategies and currently earing a Master of Arts in
Curriculum and Instruction at the University of Denver.

I have heard great things about Green Valley Elementary School including its.
excellence in student performance, teacher collaboration, and parental involvement. My
teaching approach and credentials should make me a great match for your school. I would
like to speak with you about openings for the 2006/2007 school year. If you have
questions, please call me at 935-8672 or c-mail me at jefranconia@yahoo.com. I will
contact you soon to arrange a meeting and look forward to speaking with you.

Sincerely,

Jana Elyse Franconia

Enclosure

Wpaton By: e Rains
Fewt: Bookman Old Style
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CCONRAD JAMES

T22 Pine BT Circle + Manius, New York 13105 » 3152717551 + comi@yahoo com

October

M. Sally Close
Vice President for Sales & Marketing
‘Sunshine Industris, Inc.

1234 Seminole Boulevard

Orlando, Florida 33333

Dear Ms. Close:

Capitalizing o close 1 six years of experience in sales and management roles ith customer-
oriented organizations, | am secking an opportunity in a corporate sttng where my capabilitis can
frther your business objectives, whil offring carcer development opportunitics. With this goal n mind,
Thave enclosed for your consideration a résume outlining my experience.

‘Some key points you may find relevant t0.a sales, marketing, and/or management traince role
with your frm include:

Selling capital equipment to business and government accounts, including.
developing long:term, consultative relationships with customers.

« Supporting sales operations by developing specifications, responding to
compeitive bid requests, and managing a variety of vendor relations
Sunciions.

« Managing capital projects, including $S00K and S750K renovations of
restaurant facilities, as well as the assembly fabrication of custom equipment
Jor municipal highvay departmens.

« Providing leadership to groups of up to 24 customer service employees in
retail and hospitality business environments, including recruiting and
training team members.

1 am convincd that my skill can contribute o your ongoing business success, and that my.
professional development can signifcantly benefit from joining a eading organization such as yours. |
would enjoy speaking with you in person about potential opportunites and ways that | can address your
necds. I will be visiting Orlando the wesk of May 21t and would be pleased to met with you during that
ime. Please contact me to arange an nitial interview.

“Thank you for your time and consideration. | ook forward o talking with you soon.

Sincerely,

Conrad James.

Enclosure





OEBPS/bano_9781601638168_oeb_145_r1.gif
YOUR SKILLS/ACCOMPLISHMENTS THAT MATCH REQUIREMENT #4;

EMPLOYER'S #5 KEY REQUIREMENT (or need identified from your research):

YOUR SKILLS/ACCOMPLISHMENTS THAT MATCH REQUIREMENT #5:

(Useadtonalsheets, if necessary, to capture more of yourskils and accomplshments,)
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CURTIS J. MERICA
88 W16226 Park Boulevard merica@w.rr.com Residence: (262) 375-3498
Cedarburg, W 53012 Mobile: (262) 803-453¢ Offce: (262) 377-1700

‘September 13, 2006

Gty of Cedarburg
Attn: Human Resources.

W61 NS67 Washington Avenue
Cedarburg, W1 53012

o the Human Resaurces Director and the Search Committee:

S your advertisement indicated, the position of Chiefof Police requires an individual with a strong
faw enforcement leadership background, a5 well 25 a complete understanding of the many unique
challenges facing the City of Cedarburg. A lfelong resident with more than 20 years as a certified
law enforcement professional, I am the best-qualified candidate to continue the effective police
leadership the city has received under Chief Roska.

4 You require 10 years of law enforcement experience with at least five years.
at the administrative and command level. Additionally, you require a proven
record of leadership including successful labor management experience. |
have 3 16-year record of effective leadership and management that has included (1)
‘Command-level planning and organizing; (2) supervision of 40 employees and
delegation of authority; (3) effcient adminitration of resources; (4) communication
and successful relations with union-represented and non-represented employees,
Staff, and constituents; and (5) the involvement of others in consensus building and
decision making. My experience covers several functional and specialy areas.
including patro, detective bureau / investigation, court services, tactical
enforcement, schoal / police aison effots, and search / rescue,

4 You require a demonstration of community-oriented policing experience.
Throughout my tenure with the City of Cedarburg, 1 have directed and / or served in
‘community policing iitatives including command of the school / police aison
program, direction of law enforcement service contracts, and command of the search
and rescue team,

+ You require a demonstration of budgeting experience. Over the [ast 15 years, |
have assisted with the development of operational and capital budgets, as well as
‘examining and re-allocating resources to achieve higher return on Investment.

1 would appreciate the opportunity to interview for this positon. My salary and benefits

requirements are negotiable. AS you begin the screening process, Should you have any additional

questions, piease fee! free to contact me at (262) 377-1700.

Sincerely,

Curtis ). Merica

Enclosure:  Resume
Letter of Recommendation

Apaton By Michelle Haffer
Fout: \erdana.
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Jose M. VAsQuEz

17855 Hollywood Bvd. 415.555.8433
Hollywood. CA 92371 jvasauez@hoimai.com
June 1,208
Martn Spicer

Macy’s Department Stores
100 Macy Run Road
Dallas, TX 77080

Dear M. Spiicer:

To remain competiive in today's global Internet marketplace, you need to have a clear vision, technical
direction and strategy to take your business o ts nextlevel of operationa, Internet market, and financial
performance. Additonally, you need savy and innovative Web developers who have already created front
ends that have increased nterest and addiional revenue and traffic to the sit.

My valve to Macy's lies i the foundation of my experience in e-commerce: buiing out,testing ites, and
‘maintaining sites. What sefs me apart fom ofhers is my core understanding of front-end Web
development, usabilty testing, search engine optmization, and e-mail marketing campaigns. Along with
these, ther highights include:

« Revitalized a lackluster Intemet wine retaier through site optimization, strong e-mail
‘Campaigns, and a front-end facelf,increasing sales up {o 10% within 3 weeks,

« Created a widly successful new testing method for application servers at ABC Computer
‘Systoms that is now 2 benchmark for testing new systems.

+ Drove widget.con's ranking on Google 1o #1 aftr being in the #2 st for years.

« Authored a hardware review that was published in PC Computing magazine.

Wrile my core competencies lis i front.end Web development and ite management, perhaps the
greatest strength | offer can be found in my abiltyto drve change throughout an organization. Im very
Successful at convincing management and saff alike of the corporate value o be gained through speedy
resolutions to search engine optimizaton fssues uncovered during testing. With dedicated trining and
‘molivation, e bult high-performance sites that mee customer requirements and standards.

Further, having taken 2 years off to travelthrough South America, Europe, and the Urited States, | was,
able to brush up on my Portuguese and Spanish, an asset when working with nternational accounts.

‘Confident that | would add immense value to Macy's, | would welcome the opportuniy o discuss
‘opportuniies to join your Web development team where insights in designing and executing new qualfy
strategies wil resultin significant op-and bottomine growth. To that end, | have taken the iberty of
enclosing a copy of my resume, and i phone next week to schedule an interview. Thank you.

Sincerely,

Jose Vasquez

Enclosure

Uit By: Erin Kemnedy
Foat: Aial
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ALAN JOHNSON
847 Indian Landing Road
Rochester, New York 14699
585-555-1234
alanj@resumesos.com

November 20, 2006

M. John Joseph
Operations Manager
Citizens Communications.
1234 Telephone Road
Rochester, New York 14688

Re: Call Center Director
Dear John,

After a successful 10-year track record with Finger Lakes Telecomm, | am confidentially
‘exploring new career possibiliies that will capitalize on my call center operations,
account management, and sales management capabiliies. Your posting for a Call
Center Director appears to be an excellent match for my existing skill sets. Accordingly,
I'have enclosed for your reference a resume that outiines my capabiiies.

My key areas of expertise relevant to this position include:

* Managing call centers with up to 99 representatives and addressing
functions that include inbound and outbound telesales, lead

generation, order entry, and customer care.

Assessing needs, defining project parameters, and developing

specifications for providing services to corporate clents.

* Recniting,trining. and developing high-performing call center teams
that have delivered multi-million dollar revenues with high-profit
margins to my employers.

1 am convinced that | can contribute to Citizens' continuing success, and would
appreciate the opportuniy to speak with you about this Call Center Manager
opportunity. | will callyou early next week to arrange a mutually convenent time for us
tomeet. Meanwhi, please feel free to contact me sooner at my home phone or e-mail
address shown above.

“Thank you for your time. | 100k forward to speaking with you soon.

Sincerely,

Alan Johnson

Enclosure
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SAVANNAH BUTLER

19 Lawnside Drive, Leichhardt NSW 2040
(02) 9999 0000 - savannahb@hotmail.com - Mobil

28% February, 2007

Mr. Gary H. Mulcahy
Senior Accountant
Bankers Trust

Level 32, 184 Clarence Street
SYDNEY NSW 2000

Dear Mr. Mulcahy:

s with great interest that 1 am forwarding my resume for consideration as Systems Accountant within
your organisation. With significant accounting experience and systems accounting exposure, | am
confident that you wil quickly recognise my ability to deliver immediate benefits to your organisation.
“Therefore, T ask that you consider the following in addition to my enclosed resume

> Associate Member of the Chartered Insttute of Management Accountants (CIMA)
with nine years of accounting experience across diverse arcas — systems accounting
(Sun Systems & SAP), managemen accounting, financialaccounting, and project
accounting.

> Proven exposure o systems implementation, development, and maintenance. Played
a pivotal ole in the implementation of Sun Systems at AEC and Price Waterhouse,
including testing, validating, and asistin in the transition from spreadsheet
accounting to Sun Systems.

> Acknowledged by management forstron systems accounting knowledge. Selected to
provide guidance and instruction to finance stafin system usage, provide systems
Support, and maintain and update the system as required.

> Proactive leader with proven experience inidentifying organisational necds, analysing
‘opportunitis, developing reporting protocols, and implementing initiatives that

improved financial operations. Thrive on challenges to overcome obstacles ith
Solutions that are sound and inancially feasibl,

> Excellent written and verbal communication skill with demonstrated ability to
develop relationships with senior members of staff. Aided in decision making by
providing recommendations and solutions to management.

With a well-rounded background and  record of strong performance, 1 am well equipped and eager to
handle diverse new challenges. Personally committed to continued growth and excellence, I have the drive,
energy,vision,leadership and implementation skills to make a positive difference to your organisation.

My resume isenclosed t provide you with detals of my skillsand accomplishments, ut [ am certin that
personalintrview would mor fll revesl my desir and ability to contribute o your onganisation. Thank you
for your time and consideration, and do not hestate o contact mef ou have any questions. 1 ook forward to
speaking with you soon.

Yours sincercly,

Savannah Butler

Enclosure
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Mackenzie “Mac”™ Michaels

(585)383.4321

December 2,

Sencea Nation Casinos, LLC
Jobs@cascadecasino com

Dear Hiring Authoriy

Your recent posing for a Stationary Engincer is an excellent match for my cxisting skills, and I
believe I can be an asset fo your organization n this role. Therefore,  have enclosed a resume outlining,
my qualificaions

Considering your requin

nents, th following points may be of particula iterest:

> s alicensed Sationary Engineer (City of Rochester, New York),  have
uaifications and experience operating stcam boilers, urbines, and sicam
generators.

> s an Operating Engineer for a 26-story offce building, | ave experience
maintaining and operating a wide array of clectvical, plumbing, and fire
control systems.

> Inmy current position, L am accountable for purchasing parts and supplie,
and maintaining pars supplies inventory

> Lhase experience operating computerized environmental controls,including
Johnson Controls— Metasys.

Inadditon, [believe that my 10 years of experience a Mapledale Party House gives me special
insights into the unique challenges faced by large faciltes hosting special cvents on  routine bas's.

1 would welcome an opportunity to meet and discuss hov my capabiliies can address your needs.
Please contact me to amange a mutually convenient tme for an intal inerview.

Thank you for your time and consideraton. | ook forward to speaking with you soon.

Sincerely,

Mackenzic Michaels

Wniten By: Arie Boldt
Fout: Tes New Rorman
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(Company Ad-Response Letter)
MARCIA ABELSON
2209 Specduay Drive (095557352
Toledo, OH 10925 sbelonm@msn.com
July 21,2006

Blisberh Suter
President & CEO
Keamer Technologies,Inc.
1000 Keumer Bovievard
Boston, MA 02953

RE: Esceutive Vice Presdent - Product Devclopment & Nirketing
D Ms Suer:

To gin a compeiive e in today’stechnology-dsven macketplce equies an exceutive with  sccord of
nmovarion and performance succes across the full aray of core business functons - from orgunzatonal design
and leadersip o prodsctdevelopment and market posioning 1 globl e leadershp to bottom lne inancil
el

Wit morethan 16 ears of senior managenment experienc i saet-up, cnazound, bigh growh and
Fortune 500 technology companie, 1 have creted the vision, developed the sivegicsan exccuted the tcticl
acions 10 incucase revenues and customer loyaly edue operating costs,expand marketpenctraton, sucngthen
organizaion] performance and improve bottom-fine profc. This s the vlue 1 bring o Keamer Technologcs

Ay success s diect rsult of my abily 0 leverage the srengihs of cach organzation’s personnel,
echnology and capitl sesouces. Under my leadership  hae ben instrumental i

* Restrcruring and evializing non-pesforming organiztions t achicve record financil rsul,
« Esubiihing bestin class operations that have bec the benchmack for numerous ventucs
« Recruiing and lead

1 top peforming ickd and corporat teams to nprecdented peformance

Strucruring ot parncrsbips and strsegic allnces to levrage opportutes worduide

denifing and egoating corporate and technology acapistions (0 siengthen suei posiion.

iy spprosch i hands.on, with e commitment o the successof my tan, my organiztion nd the
corporation ¢ rge. Never daunted b challenge, 1 view each obstcle as an opportuniy o buld,lead and dliver
What's mor, 1 have consistntly demonstatcd my ably (o outpeform the competion,dominate the marketplice
and scecerte revense groth beyond corporatc, nsestor and hareholder cxpectaions

Twould welcome the opportuniy o nterviw for the sbove efeeenced poston and can et he
e of my expericnce and knowledge ofour industy and s majo payers il add messrsble vale to Kesmer
Technologis T follow up st ik t sehedule n ncerview and thank you for youe considerion.

Regards,

Macia Abelson

Enclosure
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LEWIS TURNER, JR.
2324 Lucy Bouleverd Phone: 601.555.0287
Smithtown, PA 19093 lewtumer@datastar.net

June 10, 2006

Dawn Mumphy

Head of Recruiting Department
Oceanic Research Center, Inc.
100 Dade Mil Run

Miami, FL 33092

Dear Ms. Mumphy:
For the past 12 years, I have advanced through a sries of ncreasingly responsible scentific and
engineering positions with the Coast Guard Oceanographic Offce. The opportunities have been
tremendous, allowing me to work across a broad range of disciplines and providing me with outstanding
qualficatons in:
+ Planning and independently conducting scentiic research and experimentation,
from initial planning through experimental design, data collection, analysis,
Synthesis and reporting.

« Managing oceanographic, sefsmic, geologic, electronic, and systems engineering
projects

« Coordinating project planning, staffing and performance management, including
direct supervisory responsiblty for up to 20 engineers, scientsts and
technologists.

« Developing advanced IT, software and applications as noted on the enclosed
resume, with partcular émphasis on digial, imaging and signal-processing
technologies.

+ Controling $4 milion in scientic, engineering and technology assets.

In additon, T have extensive technicascientiic writing and pubic presentation experience,

Currently, 1 am confidentially exploring new professional opportunities and would welcome a
personal nterview at your earliest convenience. Thank you.

Sincerely,
Lews Tumer, Jr.

Endosure

Wpat By Vendy Enclow
Fout: Tahoma
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GEORGE B. HEIDEN 516 Flatbush Avenue + Brooklyn, NY 11225
7IS748-5112 + ghheiden@comeast.net

February 14, 2007

Jackson Lamar, VP, Business Development
B&R Technologies

420 Park Avenue South

New York, NY 10016

Dear Mr. Lamar:

Creating marketing campaigns that build brand identity and new revenue centers is my
strength and my passion. During my 12+ year carcer in sales and markeing, | have launched
‘multiple product less, home center, computer, electronic, retail, and
supermarket indust ions of dollars in revenue. A partiallsting of my key
accomplishments is detailed belov:

* Catapulted revenue from $400M to $1.3B in four years for leading insurance
company and third-party marketer.

* Created and patented a $400M portfolio of products for the wireless, home
center, computer, and electronic industries.

* Bolstered revenues by 45% by compiling competitive market intelligence,
utilzing multi-channel distribution systems, and instituting a formal brand
management process.

* Reduced time spent on sales process exponentially by systematizing
procedures for sales delivery and developing improved marketing collaterals.

In addition, I have an MBA and was selected to participate in a 12-month marketing program at
Columbia University.

Impressed by your company’s steady expansion in recent years, as well as the positive press
you've received from The Wl Street Journal and Fast Conpany magazine, | would welcome the
chance to meet with you to discuss my qualifications in more defail. | am conf

contribute to the growth of your organization and look forward to a personal

Sincerely,

George B. Heiden

Enclosure

Wniten By Barbara Safani
Font: Bock Aniqua
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JANE BERG
702 Waukegan Rd., #102
Glenview, IL 60025
847-998-5823
bergacomeast.net

October 13,2006

Dennis Custer
Hiring Manager

Cosmos Transportation Company.
6633 Toastmasters Drive
Chicago, IL 60087

RE: Job Posting for Accountant (#928372)
Dear Mr. Custer:

I.am a well-qualified Accounting Professional writing in response to your
advertisement for an Accountant. Highlights of my professional carcer include:

« Considerable experience in Accounts Receivable, Billing, Credit/Collection,
Accounts Payable, and Accounting/Financial Reporting,

«  Introduction of PC applications to automate accounting functions and increase
data accuracy for payment billings.

« Extensive qualifications in customer relationship management,
communications, and negotiations.

« Excellent analytical, decision-making and problem-solving skills

After you have the opportunity to review my resume, I would like to meet with you
to discuss how I can effectively contribute to Cosmos Transportation. Should you have any
questions before scheduling an appointment, I may be reached at the number listed above.

‘Thank you for your time and professional courtesy in reviewing the enclosed
resume. I will call next week to schedule an interview.

sincerely,

Jane Berg

Enclosure

Uit By: Loretta Heck
Fout: Bockrnan 01 St
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Available for relocation to the Punta Dorada area

Keith Grassing
1247 Carmon Boulevard Boston, Massachusetts 02101
* cityproman22@belsouth.net - = 339.555.8655 (home) - 339.555.3429 (cell)

July 27,2006

Mr.Jack Kleinst
City Manager

City of Punta Dorada

City Hall Annex, 3rd Floor
4444 Conch Avenue

Punta Dorada, FL. 33000

Dear Mr. Kleinst:

1 you could design the perfect Assistant City Manager for Punta Dorada, would the following
meet the most demanding requirements of your broadest constituency?

Q A passionate team player who doesn't care who gets the credit as long as the
job is done with excellence,

O A manager who knows how to get things done so well that people think his
suggestions are their own good ideas, and

O Aleader who uses his own professional development programs to help others.

‘You have just read the 4-word version of my resume. You'll find the full document on the
following pages. It probably doesn'tlook like other applications you have seen. I thought you
deserved tosee, ight at the top of the first page, capabiltis that itizens associate with the best in
municipal government. Backing them up are 17 examples o programs moved forward, teamuwork
improved, and performance enhanced.

If my approach and track record appeal to you, Id like to suggest a logical next step. I want to
explore Punta Dorada’s most pressing municipal problems, hearing the priorities in your own
words, so I can begin to think about how I can serve you best. May 1 call i a few days to set
aside time to do that?

Sincerely,

Keith Grassing

Enclosure: Resume

Wpatee Ey: Don Orlando
Fant: Book Anliqua.





OEBPS/bano_9781601638168_oeb_053_r1.jpg





OEBPS/bano_9781601638168_oeb_024_r1.gif
ALAN JOHNSON
847 Indian Landing Road Phone 585-555-1234
Rochester, New York 14699 alanj@resumesos.com

November 20, 2006

Mr. John Joseph
Operations Manager
Citizens Communications
1234 Telephone Road
Rochester, New York 14688

Re: Call Center Director
Dear John,

After a successful 10-year track record with Finger Lakes Telecomm, 1 am
confidentially exploring new career possibilities that wil capitalize on my call center
operations, account management, and sales management capabilties. Your posting
for a Call Center Director appears to be an excellent match for my existing skill
sets. Accordingly, I have enclosed for your reference a resume that outliines my
capabilities.

My key areas of expertise relevant to this position includ

* Managing call centers with up to 99 representatives and addressing
functions that include inbound and outbound telesales, lead generation,
order entry, and customer care.

* Assessing needs, defining project parameters, and developing
specifications for providing services to corporate clients.

* Recruiting, training, and developing high-performing call center teams
that have delivered multi-million dollar revenues with high-profit margins
to my employers.

1am convinced that I can contribute to Citizens’ continuing success, and
would appreciate the opportunity to speak with you about this Call Center Manager
opportunity. I will call you early next week to arrange 2 mutually convenient time
for us to meet. Meanwhile, please feel free to contact me sooner at my home phone
o e-mail address shown above.

Thank you for your time. I look forward to speaking with you soon.

Sincerely,

Alan Johnson

Enclosure
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JOSEPH BLOOMBERG

8756 Choice Drive. bloombergjb@aol com
Sterling Heights, M1 48312 5865557726
March 11,2006

Hiring Committee
Cincinnati Public School System
9000 Recd Boulevard

nati, OH 43242
Dear Dr. Scbastian:
Having made the decision t relocate my family to Cincinnat, P've found your advertisement fo an

Elementary School Principal position on the Ohio Association of School Administrators” website. This
leter is to introduce myself a a candidat for that opportunity.

With over 14 years of experience s an adminisrator and educator, | believe my quaifiations idally
match your requirements. As a Principal of a rural clementary school, | have the experience necessary to
lead, supervise, and evaluate the instructional program for your school. My achievements range from
successfully bridging the gap between low-income and high-income students, o rebuikding both the
school buiding and hopes of students and staff Highiights of my qualifications include:

 Built by hand, with the help of parent’student volunteers, a new computer lab,
library,resource facilt, and athitic tadium afier an arson fir destroyed the school,

« Achicved the highest rating amang 13 schools inthe district, having the highest State
test scores inthe county for seven years in @ row

 Created an cnthusiastic lcaming approsch through cmpowering faculty with support
and positive reinforcement

« Partnered with United States Forest Service and Michigan State Parks to author
funding grants that governed two outdoor schools.

« Collaborated with and trained staff on introducing
curriculum and it implementation through clctives.

ew “character-teaching™

Having the opportunity to actually teach children i an extremely humbling experience. Having the
opportunity to govern the procedurcs, processcs, and performances of taff and students i jus as
challenging, but even more rewarding.

“The enclosed resume briefly outlins my expericnce and accomplishments. With family in Ohio, I am
planning to relocat to the Cincinnati area, and can begin work immediatly. I i appears that my
qualificaions met your current s, | an be avilable for an intrvicw at your convenicnce. | look
forward to it

Sincerely,

Joscph Bloomberg

Enclosure

Wpaton By Ern Kemnedy
ant: Tines NewBoman
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DENNIS Grigony  ———-Conacinfomaton |

6 Cranberry Grove + Farmingion, New York 14425 + S85-924-9999 + denniv tesumesoscom

Apri 24, 2007
~ zome

s, Rosamo Rodriguez Ty
i R Y
Excautive Search Partners, LLC

1234 Exccutive Tomer 4 Reforsnce Line
New York, Y 10199

6
Re: Financial Management / Operations Management nities Introductory

i
ot —— s swon ]

Following a rewarding career inthe US. AlrForc, where I gained extrsive experience n the

areas of fiancial management,operations managerment, employee developmen, and project

management, 1 am secking @ ew opportunity that will optalize on one o mre of my skliset. With

this ol i mind, 1 have encosed a resume or your consideration that briefly outnes my background.
Some of the ways  canbring unique vale to one of your cllents ncludes

¥ Analyzing business operations and developing srategies that ptinize the
lztonf cptal st and man e, O b bosnable oot N
costs and reduce headcount whie Smltancousy expandig operational
capablities and production capacites.

 Desiging srateic plans for large:scal global organizatons o ensure that
‘operational objectives and budgetary requirements are maintined. I served as
Diectorof Operations for headquarters and subordinate operating unts i3

encompeing 1,300 poople and $57 o sl bucgt oy

v Employing innovative, “out-of-the-box” approaches to solving complex financial, [~
logistical, and operational problems. During my career, I have pursued creative Ustier
i e e o DY oL o
o

bt oa ¥ vt i g e i
o e o e A
s e e e

ey it et gt e N
oo g e et e ek
o

bhr ot e 0 Qo e ozt

e o
e e e

g s convenin e o ot 8 G80gue D
ciosingt
T youforyour e and conscration. 1 ok forvard o tlking it you scon, | aragraph
il peion
Socere,
Deanis Gregony +
closing
Do gy Sonmire
e





OEBPS/bano_9781601638168_oeb_101_r1.gif
Jane A. Simmons
5007 R s+ Cre i,

Hain orked it o i
oy i ond it pad
P ey
imprsed it o iy o
kit bl v
g e e e
g T bty
e 0 e g
wben sk il s
eratons, ppl and
provss o b
e
ek s ansig b
e vl
maiain. on o e
latrip o i s ommon
it of e ctomr
and e rkeng
naiin, s willas o
it e onicaton i
afing s and
prauns o i this
martat

Frod o, V—Makciog

ol

Jone o b ot on 0
ke an st or
o prbdes it pul
b s s e
and i) o
e Sheworks
e —
et nd pan i,
o s o 1
i iy St s
s o et ith
ot npendne and i
e for gk, it
o cptonal o
bl of e ndser
o and i sy
Sheian sy
o mdone fthe mat
s it e
el o work it
oy 18 s,
[
Contr T, I

€ 65540+ Home: 436990468+ Nobies 569973578 + ncsimmons@aciom

Ma 1,2006

Joe Alerson
President & CEO
Acmada Techaologis, o
PO Box 1109

Raleigh, NC 220931109

Deae Ms. Alberson:

A busines aad marketiog Jeader i program manigement and peoces
imposements that reslt i ncressd revnues and educed cots, 1 ca offe 3
‘el of knowledge 1o Armads Teehnologies N expecise i exding companics
{hrough periods of grovwth and changs has prpared me fo any mumber of
chllnges tha Arrada may be fcng.

Highghts of my achicements duiog my apid growh a1 Center Techoologs, o
include

As Marketing Mansger forthe gobal busincss uni

Lo gobaleam of marketng and prodact mnsges 0 i the
progeam scope,which ncreasedresenue by more han $50 million
ncrementlly i 6 monihs.

As Markeing Mansger for the hardware progran:

 Dirscte the redacion of er 120 markein progeams with 1 S13 o
quared budget down 0 ight marketingprograms with n $5 millon
b

 Implmned promorions and exteive tsinin progeas o ncecse o
Sl of PCs and support srvces by ver 25% anpual

Ax Busincss Planning Manager:

 Leversgedthe company’sglobal secount ongusizaion nd sl foce 10
increse lobl ceounts e by more tha 12

 Improved ebonships beeween the Americasrgional busincs
markeing teams through the implementaion of bes pracice.

1 you need  siesegic macketing exccative with szong busioess acumen and out -
the-box proble solving ket blended with extrsondinay eam leadeesip e the
il o excte sl then T am yout codidue | would weleome the
opportuity 1 discus how my vison,cesivity and ket coud bt our
organizton. My we mec?

Sinceely,

Jane A Simmons

Hncto By: Lovise Garver
Fout: Garamond
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MARTIN BUTLER
2222 Desert View Street Reno, Nevada 89501
+7 martin.butler@aol.com #775.567.8901 (Home) - 775.678.9012 (Cell)

June 28, 2006

Mr. Mark Broome
Central Control, Inc.

4444 Industrial Boulevard
Kansas City, MO 64101

Dear Mr. Broome:

I want to join the Central Control’s team as a “productivity multiplier” | believe
your firm calls this position a Production Manager.

My resume shows many job titles; all of them were related to production. | was
never officially called “The Productivity Multiplier,” but that's the outlook | bring to
every problem | solve. My resume includes a half dozen selected examples of my
solutions in action. All of them came from setting the standards for my team,
getting my hands dirty, and asking others to work as hard as | do. Each time, the
outcome contributed right to our bottom line.

My company has promoted me four times, but | feel | am approaching the limit of
what I can expect to achieve and am, therefore, looking for new challenges.
‘That's why | am sending this confidential application.

If Central Control can use my energy and expertise, we should meet so | can
hear about your production needs. | would like to call in a few days to set up an
appointment. | appreciate your discretion, as my current employer is unaware of
my job search.

Sincerely,

Martin Butler

Enclosure: Resume

Wit By: Don Orlando
Fout: el
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DALE GROSSMAN, SPHR
620 0 vista Lane vor Cellr: (479) 640-3265
Bela Vita, AR 72717 Emai: dgrosamanGhotmai com Home: (479) 2357332

October 20, 2006

Daniel Lorenson, President
Springdale Manfacturing
5300 Bryant Bolevard
Springdale, AR 72764

Dear Mr. Lorenson:

Your recent advertisement at Monster.com for a Director of Human Resources captured my.
interest because your needs and my background are a dlose match.

A Human Resources Director with more than 20 years of experience, I am known for creating
HR organizations that are innovative, customer-service oriented, and focused on bottom-ine
results. My career accomplishments include successful re-engineering intatives, as well as
corporate-wide recrutmen, staffing, and employee development programs. In adition to
performance improvements, my efforts have contributed to the overallong-term sabilty of my
employers.

Please note that whil directing the overall R function, I have also remained an extremely
strong generalst i all core HR functons. Major projects have included benefits/compensation
design, HRIS selection/implementation, and large-scale recruitment activites in business pre-
opening situations (more than 2,000 employees recrute).

1 would welcome the opportunity to speak with you about your needs and how I can contribute.
o your success. T will follow up in the next few days to ensure you've received my materials
and answer any preliminary questions you may have. Thank you for your consideration.

Sincerely,

Dale Grossman

Endlosure: Resume

Wnttea By: Michelle Haffner
Foat: Tahoma





OEBPS/bano_9781601638168_oeb_107_r1.gif
THAN KYUNGHO
thyunghoaolcom

2040 Kennedy Boulevard ... Fresno, CA 90872 .. (909) 555-2736
September 13,2006

Tony Andrews, President & CEO
- Time Technology Ventures, Inc.

100 Main Strct,Suite 115

San Dicgo, CA 95720

Dear M. Andrews:

Tunty years ago, technology innovations virually sold themsclves. With a bit of advertsing hre and there,
a company was st 0 launch a new produc. Today, however, things have changed dramatically and
‘marketing has become one of the most ital componens (0 any technology venture. With both global
‘competiton and new product ollouts atan all-tie high, it s no longer cnough 0 just develop @ roduct
‘What i required is an astute marketer with tcchnological expertise. And that s precisely who L am.

‘Working with some of the work's leading technology companies (¢.¢., Del, Emcrson, AMERIA), | have led
imovative technology R&D programs with complete responsibility for product markeling.
‘commercialization, oint ventures, partnerships, icensing and rlatd busines development functions. Most
significant have been my financial resuls:

« For Emcrson, | drove development of ix new products generaing total revenues of 35
million annualy.

 For Morcom, a Swiss-based compay
10510 millon.

« For AMERIA, 1 developed and commercialized 20 products with a 70% win rate on
competiive contracts.

 For Dell I reenginceed exising product tcchnology and saved over 1.5 million in
company operating costs.

. Vincreased European market sales from $2 milion

“These achieverments are indicativ of the quality and caliber of my entire professional career—identifying
‘market opportunties, diving echnology development, and creating profiuble sales and marketing programs.
“The strength of my hands-on tehnology skils has bech vialto my suceess in business development and
revenue gencration. Further, my abilty to build cooperative clint reltionships and delivr what we have
promised, has aceeleated our growth and market dominance.

Since Ieaving Emerson last year, | have continucd to focus my efforts on technology dexelopment and lobal
‘marketng, and would be pleased o share speific ngagements with you during an interview. Currntly, |
‘am exploring new carcer opportuniies n technology marketing and would b delightd to mest with you.
Thark you.

Sincerely,

Than Kyungho

Apatee By Vendy Enelow
ot Times New Roman
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'MARCIA ABELSON

2209 Specdway Drive (9095557352

Toledo, OH. 40925 sbdsonm@min.com

——————————————
Jly 29,2006

Drew Mongomery
“Technology Recruter
Levis & Monon Recnising
900 Min Sreet

Boston, MA 02965

RE: Exccutive Vice Pesident - Product Development & Macketing - Fortune 300 Technology Company

Dear Me Montgomery

Please sccept this ettr and resume in consideration for the above.referenced positon. I bring &
‘unique biend of IT eadership alent 10 the posidon with my most notable achievements in organizational
design and leadership, product development, market positoning, global saes eadership and bottom-line
financial management.

Wit more than 16 caes of s managenment experienc i staet. up, uenaeound, bigh growth and
Fortune 300 technology comparics,  hae cratethe vision,develope te srtesiesand exceuted the tacical
actons o incrcae revenes and customeeloyaly, educe operaing conts, expand macke penctaton, sengthen
rganizaional performance and improve bostom i profics. Thi i the vlue | brin to Kesmer Technologics.

My succes is  divce reslt of my bty  leverage th seengehsof ach osganizaton's pessonnel
echnology and cpitl sesourecs. Under my ladership, 1 have been nseumentl in

Restrucruring snd ssialing non-perfoming organiztions toachixe record financilresul,
Establishing besein-clas opertions tht have b the benchnac for mumerous venurcs.
Recaiing and lading op-perfomming fek and cosporte teams 10 unprecedented peformance.
Stuceuing o prtacrships snd stevegi llances t leversge opporeuniies workdwide,

Ldeniying and negoating corporat and technology acquisiions to srengthen ststegic posion.

Ny approsch i hands-on,with  truc commitment 0 the success of my tean, my oganization and the
corporrion at age. Never daunted b chaleng, 1 view each obsacl s an opporunicy to build, lead nd delve.
Whit' more, 1 hase consiseendy demonstated y abily o oo th compettion, dominate the markerplce
and accelee revenue growth beyond corporte investor and sharcholder expectuions.

T swould welcome the opportunity to intervis forthe abose-referenced position and am availible
for relacation. As requested, my recent compensation has averaged $175,000 and T would andicipate 4 new
position would afford me & package well i cxcess o $200,000. 1 ook forward to heseing from you.

Marcia Abclson

Endlosuce
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KATE PAYTON

15 Whitchouse Drive + Yardicy, PA 19067 o (215) 353-6677 + kpays@msn.com

September 13,2006

Ms. Jeanne Oscarson
HR Dircctor

Comfort Care Learning Center
7700 Greene Boulevard
Pitsburgh, PA 19093

Dear Ms. Oscarson:

As a competent occupational therapist with extensive expericnee working with children in
school setings, 1 beleve | am somcone who will be an asset (0 your stafT. With solid skills and a
proven record of success in assessing children’s OT needs and developing and excuting targeted
treatment plans, T would ke to consider puttng my talents and experience 10 work for you.

As you can see from my enclosed resume, my background includes more than eight yeas of
experience as an occupational therapist. For the last six years, however, my work has been
exclusively with students from ages three and up. Providing sérviees in both public school
isrits and special needs schools during this time, | have addressed and teated 2 broad range of
necds while accumulating a wealth of knowledge and expertise. Indicative of my success, | have
received frequent praise from teachers and parens alike for both my therapeuti skils and my-
cooperative approach. As a resul, I have cnjoyed the benefit of rpcat, long-term assigrments.

Among the keys to my success, my strengths include solid training and up-to-dat therapeutic
skils. Inaddition,  offr an independent natur, cxceptional creatvity in adapting cquipment and
‘modifying environmental factors, and excellent communication skills. Known for the abilty o
build an casy rapport with others, I work exceptionally well with teachers and am valued for my
flexibl, accommodating style. However, 1 believe the trait that sets me apart is my unsurpassed
‘commitment (0 servie. Truly motivated (o help studens reach goals and objectives, | am
relentless in my approach and quick to do what 1 think best serves studens” nccds.

Withthe track record 1 offr, you can be confident that I wil be an asset 0 your organization
‘and your students. As such, | would be pleased o have the opporturity o discuss future
employment and ook forward to speaking with you. Please contact me at the address and phone.
number listed above to arrange an inferview.

“Thank you for your consideration.

Sincerely,

Kate Payton

Enclosure

Wpaton By: Carol Atomare
Fant: Tines NewBoman
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MARTIN R. REEDSON
12 Grove Run Road
Lancaster, PA 19087
(707) 3552873

Apeil 12,2006

Joyce Bames.
President

DYK Manufacturing Inc.
9000 Bland Boulevard.
Philadelphia, PA 19023

Dear Ms. Barmes:

Buiding highprofi,high-end consumer products manufcturing operationsis my expertise. Whther
Taunching a new malt-site manufactring organization, developing private Label and branded products, o
coordinating nterational product distibution, | have consistenly delivered strong and susainable inancial
resls. Most noably, |

« Founded and buil  new venture from concept o $120 million in annual sales with
disibution ceners in 10 counties an conract manufsctuing partnerships with 20
companics hroughout Asia

* Launched a product development company tha introduced stae-ofthe-art sbris to
the global garment industry and generated over 70 millon in profitable annual sales

« Curently,as Director of Manufacturing fo an apparel design company, I'v builta
e market niche, established a irm market hold and am currently generating double-
digit profits.

Each of these companies has catred to an exclusive and upscale lienel, discriminating inthir tastes, and
willing t spend significan dolars for the “right” image, the fook and the “ight” label.

“The greatest value | bring 10 DYK i thedepth and divrsity of my management alent—from strategic
planning, marketing and new business developmentto roduct design, manufacturing and distribution. What's
more, | havestrong inancial, analytica, negotation and teanvbuikding sklls. | am never satisfed withthe
‘status quo, but constantly working (0 enhance performance, trengthen qualty of operations and service, and
improve bottomlin profitability:

Authis point in my career, | amsccking a p leadership opportunity witha well-ctablished and prominent
‘manufacturer wh understandsthe ale of the customer relatonship and the imnovation i takes 0 win in
today’s marketplace. What's more, | am nteested n a company with an ifense commitment (0 growth. As
such, there i no organizaton | would rather b associated with than DYK and would welcome a personal
interview at your calist convenience.

Thank you.

Sincerely,

Marin R. Recdson

Enclosure

Apaton By Vendy Enelow
- Times NewRonan
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Allyson Green

5415 N. Clark Street
Chicago, Ilinois 60640
(773) 907-8660
allygreen@acme.com

‘September 1, 2006

Ms. Wendy Leis
General Manager

Marriott Food Services Corporation
+ Marriott Plaza

Vienna, VA 22090

Dear Ms. Lewis:

Lam interested in joining Marriott Food Serviees Corporation in a managerial position. The
enclosed resume outlines my experience and achievements. 1wl be happy to provide references or
further information at your request

As my resume indicates, I have broad experience in the hospitalityindustry having worked as
a Manager in Corporate Sales, Conference Services, and Catering Sales. I all of these positions, |
have met and exceeded goals o sales and guest service. At the same time, I have worked with other
departments to find new ways to improve relationships with corporate clients and expand product
offerings. My priority is always to listen carefully and understand what each client expects. Then I
work hard to satisfy that person and their guests in a way that exceeds initial expectations. Tam
confident that this combination of skills and experience will make me a valuable member of your
team.

Toffer you the following qualitis:

« Organization: Establish goals and consistently meet or exceed them by
setting priorities and managing time effectively.

« Self-motivation: Approach all tasks with a sense of ownershi
responsibility, and a dedication to doing quality work.

« Personality: Disciplined performer who focuses on resuls.

cate my potential contribution, I would
I follow up next Thursday to schedule an

Realizing that this summary cannot fully commu
appreciate the opportunity to speak with you personally.
interview.

‘Thank you for your consideration.

Sincerely,

Allyson Green

Enclosure

Wsaten By Uy Cerny.
Fout: Georga
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MATTHEW R. JONES
4315 East Elizabeth Street « Tampa, FL 33607
Phone (813) 934-7362 + mrjones@hotmail.com

June 7, 2006

Mr. Albert Heinz

Principal

Baxter Elementary School
250 Sampson Road
Tampa, FL 33629

Dear M. Heir

“This letter is to express my strong interest i joining your elementary school as a Physical Education
teacher. With specifc il in student instructon, athietic conditioning, and team sports, I feel T can
provide your Physical Education department with a high degree of professionalism and excellence.

Highlights of my strengths inclu

« Student Instruction - Assisted in coordinating summer baseball camps for 5-13
year olds (averaging 50 campers per week) for the past four years. Also served as.
Head Coach for the Junior Varsity Baseball Team at The University of South Florida
for the past four years. Relevant experience also includes working as a Summer
‘Camp Instructor for six summers for 5-13 year olds.

* Well-versed in Conditioning & Weight Training - Currently, a YNCA Fitness
Assistant and previously the Conditioning Coordinator for The Uriversity of South
Florida's baseball team.

« Strong Background in Baseball; Overall Love of Sports - Presently, the.
Assistant Pitching Coach for the University of South Florida. Responsible for 21V
players moving up to Varsity over the course of ive seasons. AS an undergraduate, a
four-year pitcher with the team.

For these reasons and more, 1 am confident that your students would benefitfrom my diligent work
ethic, friendly demeanor, and professional instructional style.

Tam available to interview at your earliest convenience. Your time and consideration are much
‘appreciated.

Sincerely,

Matthew R. Jones

Enclosure

Apaten By: Laurie Berenson
Fowt: Tahoma
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Reynaldo T. Martincz
95 Wt 7 Seeh, Apr21C » New York, NY 10023 + 21253 0737
RTrin@nye feéom

December 15, 2006

M. Michael Gray,
Astociate General Counsel
Early Dispute Resolution Group
Lehman Brothers

3 World Financial Center

New York, NY 10080

Dear Mz, Gray:

Recently, I met with Peter Morss of Lehman Brothers'legaldepatment, whom I have,
known for several years. He suggested contacting you about a possible position with Lehman
Brothers, and I have enclosed my resume for yous review. After meeding with Mr. Morss, [ am very
interested in working for yout firm,

With over five years of experience in corporate and sccuriies aw, | am well-versed in
deafing and reviewing contractsin such areas as corporite finance, employment,seal estate, and
commercial and intellecrual properry. I am also knowledgeable in the registration and reporting.
requirements under the Securites Exchange Act of 1934,

Partcularly relevant experience from my background includes working 15 an attorney in
the Alternative Dispute Resolution Unit for New York Life Insurance Company, analyzing
‘complains made by policy owners against their agens, concerning agents’sales facics to determine
‘compliance with company guidelines and state insurance department tegulations. | reviwed
allegations,interviewed agents, and made determinations of iability and relif.

My skils and experience will make a valuable contrbution to your legal depastment. |
would be pleased to meet with you to discuss fusther how my qualifications may lead to a carcer
with Lehman Brothers

Please contact me at (212) 5310731 to set up an interview at your earlest convenience.

Very truly yours,

Reynaldo T. Martinez

Enclosure

Wittea By Lautie Berenson
Fant: Garamond
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