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Introduction
The Cover Letter Is How It All Starts
Whether you’re selling yourself for a new position or proposing a new
book, product, service, or advertising campaign, you begin with a cover letter. You write a letter in an attempt to generate interest, enthusiasm, and
action from your reader. That is precisely what we did to interest JIST in
publishing this book. And, see, it worked!
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Your job search is no different. You have a commodity to sell—yourself—and
you must approach your search campaign just as you would any other sales
or marketing campaign. You begin by identifying the key features and benefits of that product (you!) and then work to develop a resume and cover
letter that clearly communicate those specific points. It’s that easy, yet that
complex.
In this book, we focus almost exclusively on cover letter writing, although
we do include a brief, yet solid introduction to resume writing in chapter
16, “Winning Resume Strategies.” Although you might think that writing
job search materials is all the same, the difference between writing resumes
and writing cover letters is dramatic. They are two entirely different documents, each with its own structure, strategy, and agenda.

Tip

If you have not yet written your resume, are having trouble with one
section, are questioning the wording that you used, or are uncertain about
its overall effectiveness, we recommend that you pick up Résumé Magic, the
companion to this book, by Susan Britton Whitcomb, CCMC, CCM, NCRW, CPRW.
Susan’s book is one of the most comprehensive resources we’ve ever seen. It covers
virtually every topic imaginable related to resume development, strategy, writing,
and production. No matter how obscure your questions are, you will find the
answers in Résumé Magic.

Consider the following. When you’re writing your resume, you’re writing a
document that you hope to use over and over, for almost every job search
opportunity, advertisement, or referral. Of course, at times you might have
to modify your resume a bit, and in some situations you might have two or
three different versions (depending on your objectives). The bottom line,
however, is that you are writing a single document that gives a broad-based
overview of your entire career.
The cover letter process is entirely different from resume writing. Almost
every time you write a cover letter, you are writing a unique letter to a
specific person for a particular reason and with a unique message. That
process, in and of itself, requires that you tailor your letters to each individual situation.

Introduction

Tip

To optimize the impact of your cover letters and the response that
they generate, you must be willing to invest the time and energy to create
customized letters that sell you for a specific opportunity. Anything less will
reduce your chances of capturing your reader’s attention and being offered the
opportunity for an interview.

How This Book Is Organized
Cover letter writing is an art that requires you to write a brief, hard-hitting
document that catches a reader’s attention. If you’re not an experienced
writer or haven’t used your writing skills in years, this can be a daunting
task. But have no fear. We’ve made it easy for you with Cover Letter Magic!
Here’s how the book is structured.
The Introduction offers an exploration of the history of cover letters, how
they have evolved, their purpose, and why cover letters are so important to
your job search. The Introduction ends with the top 10 strategies for writing winning cover letters.
Chapter 1 contains a comprehensive discussion of the 10 different kinds of
cover letters. You’ll learn to identify the one that’s right for each particular
situation you encounter.
In chapter 2, you’ll begin your preparation by developing your cover letter
strategy and your key “selling points.” This up-front work will make the
actual writing of your cover letters much simpler and faster; you won’t have
to plan and write each letter from the ground up.
Then it’s time to write. In chapter 3 we’ll coach you in the process of writing a winning cover letter, from the strategy behind the words to the actual
words themselves. We’ll teach you how to write the three essential sections
of every cover letter and give you a cover letter checklist to guarantee that
your letters are appropriate, on target, and designed to produce results.
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Chapter 4 follows with the unique characteristics of electronic cover
letters—their similarities to and their differences from the more “traditional” cover letter.
Chapter 5 furnishes you with tools of the trade, so that you can improve
the visual presentation and impact of your cover letters. Fonts, format,
and paper are just a few of the topics we’ll cover. Then we’ll move on to
discuss related technology issues such as mail merge, e-mail broadcast
campaigns, and other PC-based methods for cover letter reproduction and
distribution.
Before we begin reviewing actual cover letter samples, chapter 6 rounds
out our discussion with answers to frequently asked questions (FAQs).
Should your letter always fit on one page? When should you discuss salary
in a cover letter, and when is this topic best left for the interview? This
chapter also includes tips and tricks from the top—insider strategies
gleaned from our decades of experience in writing cover letters for every
imaginable job search situation.
Chapters 7 through 13 are what this book is all about: more than 100 “reallife” cover letters written by members of the Career Masters Institute—
professional resume writers, career coaches, career counselors, recruiters,
military and government transition specialists, and others in the career
and employment industry. These letters were used in actual job search
campaigns—successful campaigns with powerful resumes and cover letters
as their foundation. Chapter 7 shows the “magic” of before-and-after cover
letter transformations. Chapters 8 through 11 include letters for bluecollar/trades positions, new graduates/young professionals, mid-career
professionals, and senior managers/executives. Chapter 12 is devoted to
technical and scientific professionals; and in chapter 13, you’ll find cover
letters for people who are making a significant career change, from one
field to another. You can quickly identify the chapter that is most pertinent
to your situation and use the examples in that chapter as inspiration for
your own cover letters.
Chapter 14 is dedicated to writing winning thank-you letters, the strategy
behind them, and the style in which to present them. Also included are
several outstanding samples that will help you make your thank-you letters
work as powerful marketing tools.
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In chapter 15, after you’ve read more than 200 pages showing the rules
for writing powerful cover letters, we’ll show you cover letters written by
recruiters. Many of these letters break all the rules!
In chapter 16, we share information on writing winning resumes. Learn
the best strategies, formats, and presentations for developing resumes that
are powerful and well-positioned and produce the results that you want—
interviews and offers!
Finally, the Appendix provides valuable career resources to help you plan
and manage your winning job search campaign.
Throughout the book, “Tips” and “Examples” are highlighted with special
symbols. These sections provide quick insights to enhance the section
you’ve just read, further explain specific strategies, and share insider strategies we’ve developed in our many years of writing cover letters. And perhaps most importantly, you’ll find numerous “Action Item” lists that give
you detailed and specific activities to complete as you go about the task of
writing your own cover letters.

A Short History of Cover Letters and Their Evolution
Cover letters began to evolve several decades ago. In their original form,
they were known as transmittal letters—brief letters indicating that the writer
was transmitting a resume. Over the course of time, transmittal letters
evolved into cover letters—letters that “covered” the resume and introduced
the job seeker. Today, cover letters have again transformed themselves and
can be much more accurately described as career marketing letters—letters
that are designed to market the job seeker, highlight notable qualifications
and career successes, and generate an invitation for a personal interview.

Tip

Throughout this book, we refer to these documents as cover letters,
because that is still the most widely used terminology; but what we are
really referring to are career marketing letters. The passive approach of
“Here’s my resume…give me a job” is out. The active approach of “Here’s my
resume…here’s why you should hire me…now, give me a job” is what works!
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Today, a job search is an intensely competitive process. For every position
for which you apply, there are countless other unqualified, somewhatqualified, and extremely well-qualified competitors. Compounding this is
the fact that the employment market has changed dramatically over the
past 10 to 15 years as companies have downsized, rightsized, reengineered,
reorganized, streamlined, consolidated, merged, acquired, and reinvented
themselves. What’s more, businesses everywhere have globalized.
In fact, the world of employment has fundamentally changed. Job security
exists only as long as you are providing value to the organization; the old
model of joining a company for your entire career is essentially over.
This radical shift means that smart workers are always prepared for new
opportunities and that there is constant flux in employment. And, in an
increasingly competitive global economy, companies are not content to fill
open positions with just a warm body. They want the “best and the brightest” to capitalize on the business challenges and market opportunities that
are present today. Thus, job search remains intensely competitive.
The successful job seeker understands how competitive the employment
market is and knows that a job search must be approached as a marketing
campaign. One of the most vital components to that marketing campaign
is your cover letter. To ensure that you stay current with emerging trends
and market conditions, you must remember that you are not writing a
transmittal letter, and you are not writing a cover letter. Rather, you are
writing a career marketing letter in which you must sell the product you
are offering—yourself.

The Purpose and Objectives of a Cover Letter
Every time you sit down to write a cover letter, ask yourself the following
question: “Why am I writing this letter?” Believe it or not, your answer will
always ultimately be the same—“to ask for an interview.” Bottom line, there
is no reason to forward your resume and cover letter other than to ask for
an interview.

Introduction

Tip

There are exceptions to this “rule.” Consider the letter you write
asking someone to pass along your resume to someone they know (to
ultimately get an interview with them) or the letter you write when forwarding a copy of your resume to a friend for feedback (so that you can ultimately send it
to someone else and get an interview with them). What about the letter you write to
an old college professor who is now serving on the board of directors of a Fortune
100 company, asking for contact names and referrals (so that you can ultimately get
an interview)? These are not what we traditionally refer to as cover letters; and therefore, the “rule” of asking for the interview does not apply to these situations.

Now, if writing your cover letters were only that easy—just a quick little note
asking for an interview! Unfortunately, nothing worthwhile is ever that easy.
Before you can ask for the interview, you must accomplish several objectives
in your cover letters. These include the following:
Introducing yourself and clearly defining “who” you are—a welder,
teacher, sales manager, accountant, computer programmer, aerospace
engineer, historian, chef, graphic designer, purchasing agent, security
manager, or CEO.
Highlighting your most notable qualifications, experiences, credentials, skills, and achievements.
Identifying the value you can bring to the organization.
Capturing your reader’s interest in you, your resume, and your
availability.
Motivating the reader to call and offer you the opportunity for an
interview.
What’s more, whenever possible, you want to relate your qualifications,
experiences, credentials, skills, and achievements to the specific needs of
the company or recruiter to whom you are writing the letter. Sometimes this
information is readily available (such as when the job advertisement lists the
company’s needs); other times you’ll have to do some research (perhaps by
talking to someone who already works at the organization); and on occasion
you will not be able to find it. Whenever you are able to obtain company
information, use that “market intelligence” to present your qualifications as
they relate to that organization’s needs. Position yourself as the best solution
to the specific needs, challenges, or issues you have identified. Here are
some examples:
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If you know that the company is looking for a production supervisor
with extensive SAP experience, tell them about the SAP project team
you managed.
If you know that the criminal practice firm you’re applying to is in
desperate need of an experienced paralegal, be sure to highlight the
fact that you have six years of experience as a paralegal for a criminal
practice firm.
If you know that the hospital you’re applying to has had tremendous
problems with retaining its JCAHO certification, write about your
years of experience managing relationships with JCAHO accreditation personnel.
If you know that an electronics firm wants a candidate with experience selling into both large and small accounts, relate your sales successes with both emerging companies and Fortune 100 accounts.
When writing your cover letters, picture this: You’ve taken each career
experience, responsibility, and project you’ve ever had and laid them all
out on a table. Every time you write a letter, you’re going to look at everything on that table and then choose what to include based specifically on
that company’s needs.
What if you’ve been unable to learn much about the company and its
specific needs? In that case, the best strategy is to make “educated guesses”
about needs and concerns you can address for that company. A cover
letter that presents you as a solution to business challenges is much more
effective than one that simply presents your qualifications.

Tip

One-third of the individuals to whom you write a letter will never
read it; one-third will always read it; and one-third might read it if the
resume is interesting and catches their immediate attention. When writing
your letters, remember that you are always writing to the latter two categories of
readers—the ones who are most likely to read your letter and take action (such as
extending you the opportunity for a personal interview). Because you do not know
which readers fall into which categories, all of your cover letters must be powerful,
well written, and well presented.

Introduction

The Importance of Cover Letters in Your Winning Job
Search Campaign
You might be wondering whether you need to use a cover letter at all. The
answer to that question is simple and straightforward: Every job seeker must
have a cover letter. There are virtually no exceptions to this rule, unless a particular company or recruiter has instructed you to forward just a resume,
without a cover letter. (This rarely happens.)
There is no doubt that a great cover letter can make the difference in
whether you get noticed or passed over. A great cover letter can be a powerful marketing tool that does all of the following:
Positions you above the competition.
Sells your qualifications and your successes.
Demonstrates your knowledge, experience, and expertise.
Creates excitement, enthusiasm, and action (and thus, an interview).
What is it about your cover letter that can do all of this? Is it the words that
you write? Is it the style or the tone of your cover letter? Is it the visual
presentation? Is it the color of paper that you choose and the type style
that you use? Is it the specific achievements that you highlight? The years
of experience you have? Your educational credentials? Yes—to all of the
above!
As we will show you hundreds of times in this book, your cover letters can
have a tremendous impact on the quality and success of your search campaign. To best demonstrate this concept, let’s look at a typical job search
situation in which you are contacting a company to express your interest in
employment opportunities. You don’t know of any specific job openings at
the company. And you might not even know a specific person to address
the letter to. This kind of letter is sometimes referred to as a “cold-call”
letter.
Now, what are you going to send to that company? First, you will include
your resume, full of factual information about your experience, educational credentials, and more. Your resume, in and of itself, is a powerful tool
to sell your qualifications and highlight your achievements. However, the
typical scenario is that you will prepare just one resume and use it for every
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employment contact you make—including cold calls, newspaper ad
responses, online posting responses, networking communications, and
more.
Your cover letter serves a different purpose. It is designed as a personal
introduction to who you are, custom-made for that specific opportunity,
and allowing you the chance to communicate a great deal of information
about yourself—both the personal you and the professional you. In theory,
you’re taking excerpts from your resume—the most important excerpts as
they relate to a specific position—and rewording them to communicate the
same concepts, qualifications, experiences, and accomplishments, just in
different words. It is not a good idea, however, to type word-for-word the
exact language that you’ve already used in your resume.

Tip

Your cover letter should complement your resume, not repeat it
verbatim!

The Rules: There Aren’t Any!
Cover letters can be fun to write, although you might not think so. In fact,
there may be little that you find fun at this point in your job search. But
with the right perspective and a positive attitude, you will find that writing
cover letters affords you great flexibility. There is no one set format in
which they must be written. There is no one style in which they must be
presented. There are virtually no rules to writing cover letters, other than a
few basics, which we cover in “The Top 10 Strategies for Writing Winning
Cover Letters,” which follows. Because they are so flexible, cover letters
allow you to positively present just those skills, qualifications, achievements,
and credentials that you want to bring to a specific reader’s immediate
attention.

Tip

Cover letters allow you the opportunity to “paint the picture you
want someone to see while remaining in the realm of reality.”You can pick
and choose the skills and qualifications you want to highlight in each letter
based on the requirements of a particular position. Cover letters give you the platform to create a vision of who you are that relates directly to the company’s or
recruiter’s hiring criteria, while remaining 100-percent accurate and honest.

Introduction

One of the other advantages of cover letters is that you can be creative in
both content and presentation. There is no one standard format that you
must follow. In the chapters that contain sample cover letters (chapters 7
through 13), you will have the opportunity to review more than 100 actual
cover letters that are unique in their wording and style, striking in their
visual presentation, and successful in generating interest and interviews.

The Top 10 Strategies for Writing Winning Cover Letters
1. Make it easy for someone to understand “who” you are. Are you a
sales representative, actuary, nurse, college professor, chemical engineer, restaurant manager, customer service agent, or architect? Be
sure to clearly communicate that information at the beginning of
your cover letter. Don’t make someone read three paragraphs to find
this critical information. No one is going to take the time and energy
to figure it out!
2. Use a unique and professional format when writing and typing your
cover letters. Don’t fall into the trap of using cover letter formats
that have been used for years and now appear worn out. Make your
letters visually attractive and distinctive—not the overused “standard”
formats. Take a look at all the samples in this book to see how creative yet professional you can be in writing the text and designing the
presentation.
3. Highlight your most relevant qualifications. Use your cover letters to
highlight your skills, experiences, qualifications, honors, awards, and
credentials that are directly relevant to the company’s needs and the
type of position and/or career path you are pursuing.
4. Shine a spotlight on your most relevant achievements. Be certain to
highlight your career successes, results, and accomplishments that
will be most meaningful to the letter’s intended audience.
5. Include information that you know about the company or the position for which you are applying. If you know any particulars about
the company to which you are writing (for example, core issues, challenges, market opportunities, products, services, staffing changes, or
management changes), be sure to address those items in your cover
letter. What’s more, relate specifically how your experience can meet
the company’s needs and provide solutions to its challenges.
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6. Explain why you want to work for this company in particular. Do you
want to work for the company because of its reputation, financial
standing, products, services, personnel, location, or market potential?
Why this company? Everyone likes a good “pat on the back” for a job
well done. Companies are no different. Tell them what they’re doing
right that caught your attention.
7. Be sure that your cover letters are neat, clean, and well presented.
Remember, cover letters are business documents, not advertising
materials. They should be attractive and relatively conservative, not
“over-designed.”
8. Double-check, triple-check, and then have someone else check your
letter to be sure that it is error-free! Remember, people don’t meet
you; they meet a piece of paper. And that piece of paper—your cover
letter—reflects the quality and caliber of the work you will do on
their behalf. Even the smallest of errors is unacceptable.
9. Keep your cover letters short! Cover letters are not essays. We recommend a one-page letter in nearly all circumstances.
10. Always remind yourself why you are writing each cover letter and be
sure to ask for the interview! Remember, securing an interview is
your number-one objective for each cover letter that you write.
In the following cover letter, we show how each of these top-10 tips is
employed to create a letter that captures the reader’s attention and “sells”
the candidate for the Business Development position he is pursuing. The
notated numbers (1–10) illustrate where each of the 10 tips is used in the
cover letter.
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Chapter

1
Cover Letter Formats
and Types for
Every Situation
Writing cover letters can be one of the most difficult tasks in your job
search. Although it might have taken you a while to prepare your resume,
and it certainly required a great deal of effort, once it’s done, it’s done.
Although there are exceptions, generally a job seeker will use just one
resume throughout a job search. Cover letters, on the other hand, must be
individually written to have the most impact and generate the most
response. This means that you will have to create a new letter each time you
send a resume. Why?
Cover letters are “situation-dependent.” Are you writing in response
to an advertisement, reaching out to a network contact, following up
on a past letter and resume you submitted, or just sending a general
letter of inquiry? What if you’re writing the letter in response to a specific referral from one of your colleagues? What if you’re writing to
recruiters who specialize in your industry or your profession? The situation dictates the strategy behind the cover letter and the specific
information you will include.
You need to communicate different information to different people
in your cover letter. Suppose you’re a customer service representative
in the credit-card industry and you’re interested in a similar position
in the telecommunications industry. The focus in your letter should
be on (1) your years of experience in customer service, and not your
industry background. However, if you’re seeking to transition into a
3
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human resources position in telecommunications, your letter should
focus on (1) your years of experience in the industry and (2) the
skills and qualifications you have that are transferable to human
resources (for example, employee hiring, training, scheduling, and
salary administration). Remember, paint the picture you want the reader to
see while remaining in the realm of reality!
You must be creative in presenting your qualifications in your cover
letter. Cover letters should complement your resume, not repeat it.
Do not copy text, word for word, straight out of your resume. This
means that you will have to decide how to communicate similar information in different words. Here’s a quick example: If you’re a sales
representative and have highlighted specific sales achievements
under each position in your resume, you do not want to repeat that
same information in your letter. However, you still want to communicate that you’ve been successful. Instead of listing your individual
sales achievements, you might want to summarize them to span your
entire career or categorize them by type (for example, revenue
growth, new account development, and new product introduction).
Cover letters need to convey information that is meaningful in the
particular situation. For instance, if you’re responding to an advertisement, your letter should address all (or most) of the hiring requirements as stated in the ad. Demonstrate that you are the number-one
candidate. More information on this point follows later in this
chapter.
Some employers might require that you provide specific information
in your cover letter. If you are writing in response to an advertisement, the ad might tell you that you must submit requested information such as salary history (what you have earned in the past and in
your current position), salary requirements (what your current salary
expectations are), verification of U.S. nationality or residency, or
other specific data.
To make cover letter writing easier, faster, and more efficient, we’ve classified cover letters into 10 categories that apply to every situation you will
encounter in your job search. Each letter you write will fit into one of these
categories. Our list is an instant reference guide and map for you to use in
developing your own cover letters.
Here’s how to use the list. Simply determine why you are writing a specific
letter and to whom. Then review “The 10 Types of Cover Letters” to
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determine which category your letter fits into. Read the section and follow
the key points and recommendations. Then combine the recommendations with the writing suggestions in chapters 2 and 3, and you’ll be well
on your way to creating cover letters that are appropriate, on target, and
powerful.
But before we get into the “10 Types of Cover Letters,” we need to look at
the different formats that cover letters can follow.

Tip

One of your most valuable tools for writing cover letters is the “copy
and paste” function in your word-processing program. Although we talk
repeatedly throughout this book about how critical it is that you write letters individually to a specific company, individual, recruiter, venture capitalist, or other
contact, you do not have to reinvent the wheel. If you’ve written a sentence, a paragraph, or a list of bullet points that will work well in various letters, copy it in. Letters
must be customized, but you can easily copy them and edit them for another use.
Make it easy on yourself!

Cover Letter Formats
As we’ve stated, cover letters are business documents, and in most cases
they should follow a fairly conservative, professional format. Only in rare
circumstances is a wildly original cover letter appropriate. Unless you’re in
a creative or highly competitive field, we don’t recommend unusual cover
letter formats such as poetry, “wanted” posters, cover letters used as wrapping paper, advertisements, press releases, treasure hunts, or other innovative, nontraditional ideas. We do recommend a businesslike yet up-to-date
and polished format.
Within this general guideline, there are three specific formatting styles you
can use in the body of your letters:
Paragraph style
Comparison-list style (directly comparing your qualifications to the
position requirements)
Bullet style (with introductory and closing paragraphs surrounding
bullet-point statements)
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Which style you should select depends on the following:
Who you are writing to.
Why you are writing to them.
The type and amount of information you want to include.
The tone of the letter.
The writing style of the letter.
As you review the sample letters in this book, you’ll see examples of all
three of these formats, with the largest percentage falling into style #3—
bullet style. This is often the preferred strategy. It allows you to “talk” to a
prospective employer, using the paragraphs to introduce who you are and
give some insight into your personality and your professional characteristics. You can then use easily skimmed bullet points to highlight credentials,
experiences, special projects, honors, awards, and accomplishments that
directly relate to the position for which you are applying.

Tip No one style of cover letter is right for every situation. You must
closely evaluate why you are writing a specific letter, determine what information is essential to include, and then determine which style works best
with the information at hand.

Paragraph Style
Paragraph-style letters enable you to communicate information in the context of a “story” of what has happened, who you are, and what value you
bring to an organization. Your paragraph-style cover letter should be well
written, position you as a qualified candidate, and energize your reader to
action—an offer for a personal interview.

Comparison-List Style
Comparison-list-style letters—also known as “T”-style letters—allow you to
quickly and assertively respond to the specific requirements of a job as stated in an advertisement. If the advertisement is asking for five specific qualifications, this type of letter enables you to directly compare your specific
experiences and accomplishments to those qualifications, demonstrating
how they match the company’s stated needs. Your comparison-list-style
cover letter should be brief, aggressive, and on target.
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Sample Paragraph-Style Letter
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Sample Comparison-List-Style Letter
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Less positively, however, this kind of letter, as its name implies, offers a
direct comparison of your qualifications with the stated needs. Do not
attempt to use this format unless you meet or exceed every qualification
listed in the ad; otherwise, you will merely highlight where you are deficient. Further, this letter style does not allow you to “sell” any of your qualities other than through a direct point-by-point comparison. Although this
letter style is quite popular among some outplacement firms, in our opinion, it’s the least effective of the three. We feel its use will continue to
decline, primarily because of its limitations.

Bullet Style
Bullet-style letters enable you to take advantage of the best features of the
other two styles. You can begin with an introductory paragraph that communicates who you are and then follow up with a bulleted listing of the top
achievements of your career as they relate to a particular company, position, or industry. Then you can go back to the paragraph style for your
closing, communicating your interest in the position, detailing any specific
information that you feel is appropriate, and asking for the interview.
Bullet-style cover letters can often be the most powerful and most compelling style, enticing your reader to closely review your resume and call
you to schedule an interview.

The 10 Types of Cover Letters
Now let’s look at the 10 types of cover letters. Remember, these categories
are situation-specific —your reason for writing a specific letter will dictate the
type of letter you choose. Simply skim through the following list for the situation that applies to your present circumstance, and then use that type of
letter. To illustrate each concept, we’ve included sample letters for each of
the 10 types, and we’ve recommended the most appropriate of the three
styles (paragraph, comparison-list, or bullet) for each type of letter.

1. Ad-Response Letter to a Company
Recommended formats: Comparison-list style; bullet style
Writing letters in response to specific job advertisements will most likely be
an ongoing part of your job search campaign. When you see an advertisement or job posting seeking a candidate with your qualifications, you’ll
want to respond quickly with a resume and cover letter. The only problem

9
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Sample Bullet-Style Letter

&KDQGUD3DUNHU



&DUSHQWHUV/DQH
&LQFLQQDWL2+
FKDQGUDSDUNHU#IXVHQHW
 



$XJXVW


0U'DYLG$QGHUVRQ
9LFH3UHVLGHQWRI$GPLQLVWUDWLRQ
)URQWOLQH&RUSRUDWLRQ
:DOQXW6WUHHW
&LQFLQQDWL2+

'HDU0U$QGHUVRQ

5HDGLQJLQWRGD\·V3RVWDERXWWKHLQQRYDWLYHSURJUDPVFXUUHQWO\XQGHUZD\DW)URQWOLQH
,ZDVPRWLYDWHGWRIRUZDUGP\UHVXPHWRVHHLIP\TXDOLILFDWLRQVPLJKWEHDJRRGILWIRU
FXUUHQWQHHGVLQ\RXU6RXUFLQJ'HSDUWPHQW,QSDUWLFXODU)URQWOLQH·VIRFXVRQFRVW
LPSURYHPHQWVWUDWHJLHVPLUURUVP\LQWHUHVWVDQGFRQWULEXWLRQVDW$0&3DFNLQJZKHUH,
ZDVLQVWUXPHQWDOLQLGHQWLI\LQJDQGLPSOHPHQWLQJVLJQLILFDQWFRVWVDYLQJSURJUDPV
7KHVHLQFOXGHWKHIROORZLQJ
x 6DYLQJPRUHWKDQPLOOLRQD\HDUWKURXJKGLVWULEXWLRQFHQWHU
UHRUJDQL]DWLRQ
x 5HGXFLQJWUDQVSRUWDWLRQH[SHQVHVDQQXDOO\WKURXJK
LPSOHPHQWDWLRQRIDKLJKO\HIIHFWLYHRXWVRXUFLQJSURJUDP
x 1HJRWLDWLQJFRQWUDFWVIRUVHUYLFHVWKDWGHOLYHUHGFRVWVDYLQJVUHGXFHG
FRUSRUDWHREOLJDWLRQVDQGLPSURYHGFXVWRPHUVHUYLFH


0\PDQDJHPHQWH[SHULHQFHLQFOXGHVLGHQWLI\LQJRSSRUWXQLWLHVFRPSDQ\ZLGH
GHYHORSLQJLPSOHPHQWDWLRQVWUDWHJLHVDQGH[HFXWLQJSODQVWRDFKLHYHUHVXOWV,DPDQ
HIIHFWLYHFRPPXQLFDWRUDFURVVWKHRUJDQL]DWLRQDQGKDYHDWUDFNUHFRUGRIGHYHORSLQJ
SRVLWLYHUHODWLRQVKLSVERWKZLWKLQDQGRXWVLGHWKHRUJDQL]DWLRQ

)URQWOLQH·VSRWHQWLDOIRUFRQWLQXHGJURZWKLVH[FLWLQJDQG,IHHOFRQILGHQWWKDWP\VWURQJ
ERWWRPOLQHIRFXVDQGOHDGHUVKLSVNLOOVFDQEHQHILW\RXUFRPSDQ\0D\ZHPHHWWR
H[SORUH\RXUQHHGVDQGZKDW,KDYHWRRIIHU"

7KDQN\RXIRU\RXUFRQVLGHUDWLRQ

6LQFHUHO\



&KDQGUD3DUNHU

HQFORVXUHUHVXPH

Chapter 1 Cover Letter Formats and Types for Every Situation

is that these letters are best written individually so that you can highlight
how your experience and qualifications match the specific requirements
for the job. So, instead of just printing a standard cover letter from your
PC, you’re faced with having to write a separate letter each time. Now, all
of a sudden, getting out that quick resume and cover letter is not so quick.
Don’t panic! There are ways to get around this and to make the process
much easier. We recommend using a comparison-list or bullet style for adresponse letters. The items that you highlight in the bullets or columns—
experience, positions, achievements, educational credentials, and so on—
should directly match the hiring company’s needs. This type of cover letter
is easier to write than a paragraph-style letter, because you’re writing bulleted, stand-alone items and not a document in which each sentence must
flow with the next. What’s more, these letters are easy to edit, so you can
change an item or two and quickly create multiple versions of your letter
within minutes.

Tip Compile a comprehensive list of bullet-point statements about your
career, employment history, positions, achievements, educational credentials, leadership performance, and so on as ammunition for your cover letters. Then all you’ll need to do is select the bullets from the list that match the
requirements for each position for which you are applying. See “Step 1: Identify Your
Key Selling Points” in chapter 2 for a detailed discussion of preparing these bullet
points.
Be sure to reference the position title or number when writing an adresponse letter. You can do this best in one of three ways:
Include a “position reference line” at the beginning of your cover letter. Type this between the inside address and the salutation. For
example:
Mr. Harry Jones
President
ABC Manufacturing Company
123 Main Street
Elm, WI 39393
RE: Purchasing Manager Position—Posting #34837-12
Dear Mr. Jones:
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Reference the position in the last paragraph of your cover letter with
text such as “I would welcome the opportunity to interview for the
position of Purchasing Manager (#34837-12) and look forward to
speaking with you.” With this approach, however, you run the risk of
not capturing the reader’s attention immediately by appealing to the
advertised need.
Reference the position in the first sentence of your cover letter with a
sentence such as “I am writing in response to your advertisement for
a Purchasing Manager (#34837-12).” This is our least-favorite way of
referencing the position, however, because we prefer that cover letters start with a more dynamic and positive introduction.

Characteristics
Company ad-response letters are characterized by the following:
Targeted nature. Because these letters are written directly in response
to known hiring criteria and requirements, they closely target a
specific position.
Bullet style. Your objective when writing in response to an advertisement is to quickly and easily bring your qualifications to the forefront
as they directly relate to the position requirements. Using bullet
points is the easiest and “cleanest” way to accomplish this.
Comparison-list style. You might choose to use the direct-comparison
style in responding to ads; however, remember that this is effective
only if you meet or exceed every single one of the stated requirements.

Sample Ad-Response Letter to a Company
The company ad-response letter that follows was written in response to an
advertisement for a Cinematic Artist. Through a combination of paragraphs and bullet points, it addresses both the specific requirements
(Master’s degree, experience with StudioMax software, and project management abilities) and the less-tangible skills (creativity, teamwork, and
work ethic) listed in the advertisement.
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2. Ad-Response Letter to a Recruiter
Recommended formats: Comparison-list style; bullet style
Writing to recruiters in response to advertisements for specific positions
requires exactly the same process as developing company ad-response
letters, as detailed in section 1. You already know that
These letters are best written individually so that you can highlight
your experience in direct relation to the requirements of the position
as outlined in the advertisement.
Bullet-style letters are usually the most effective for this situation and
are the easiest to edit for use from one position to the next.
If you choose the comparison-list style, be absolutely certain that your
qualifications are a perfect match for the position requirements.
It is important to reference the position title and number in your
letter.
There are two principal differences between letters you write to recruiters
and those you write to companies. First, rather than refer to “you” or “your
company,” you should refer to “your client” or “your client’s organization.”
This demonstrates that you understand that the recruiter acts as an agent
for the hiring company. Second, it is common practice to include salary
information, location preferences, and other inclinations that you would
not mention in a letter directed to a company. In chapter 3 we elaborate
on the additional information that you should include in recruiter letters
and also give you suggested wordings.

Characteristics
Recruiter ad-response letters are characterized by the following:
Straightforwardness. Don’t mess around with recruiters! They know
their craft and they know their business—to find a candidate who
matches a company’s hiring criteria to a “T” and nothing less.
Bullet style. Generally speaking, you have even less time to catch arecruiter’s attention than you do a company’s. The bullet-style cover letter becomes even more important when you are writing to recruiters.
Be honest, and be “quick.”

Sample Ad-Response Letter to a Recruiter
The recruiter ad-response letter that follows was written in response to an
advertisement for a Manufacturing Manager. The bullet points correspond
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to the specific requirements of the position; the paragraphs highlight additional “selling points” this candidate has to offer.

3. Electronic (E-Mail) Letter
Recommended formats: Comparison-list style; bullet style; paragraph style
When you write an electronic letter, you are generally writing in response
to a specific advertisement on the Internet or in a print publication, in
which you’ve been instructed to respond via e-mail. Just as with other
ad-response letters, you should present your experience as it pertains to
each and every one of the requirements outlined in the advertisement.
The strategy behind these letters is actually identical to that behind adresponse letters (aimed at either companies or recruiters). However, several things differentiate these letters and make them unique, which is why we
have put them in their own classification.
First of all, e-mail cover letters are more brief than traditional printed letters. No one wants to read a lengthy e-mail message, so keep your letters
short and on target. Your challenge is to write a letter that meets all of the
criteria—defining who you are, highlighting your achievements and qualifications, clearly communicating your value, identifying the type of position
you are seeking, and asking for an interview. The only issue is that you
need to accomplish this in less space and with fewer words than you would
use if you were printing and mailing your letter.
In their visual presentation, e-mail letters are “plain Jane.” When you’re
preparing a letter that will be mailed on paper, you focus your attention on
both the content and the look of the document. With electronic letters,
there are no considerations regarding appearance. You simply type them as
e-mail messages in the normal default font of your e-mail program.
Although you can get fancy and include different types of highlighting, we
recommend that you keep these letters as simple and straightforward as
possible. Your reader is reviewing an e-mail message, not evaluating the
quality and feel of a visually distinctive paper document. But do be certain
to spell-check and proofread your e-mail letter, just as you would a traditional cover letter. Typos and misspellings are no more acceptable online
than they are on paper.
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Tip Although it might seem logical to include your nicely formatted
resume as an attachment to your e-mail cover letter, this might not be the
best method. In chapter 4, we’ve included a section on “Electronic Resume
Hints” that will help you choose the best way to transmit your resume.

Characteristics
Electronic letters are characterized by the following:
Brevity. E-mail cover letters are short and succinct, but long enough
to include the top two or three most significant “selling” points of
your career, experience, qualifications, and credentials. Although you
want to keep these letters brief, you do not want to totally eliminate all
substance.
Ease of readability. Because you will type these letters as e-mail messages (usually with your resume as an attachment or as part of that
same message), their presentation is plain, easy to read, and quick to
review.
Meaningful subject line. Use the subject line of your cover letter to
communicate why you are writing and a key point or two about your
background (see the following example). Feel free to use abbreviations so that you can fit more into this brief space. Never send an
e-mail cover letter with a blank subject line or a generic “resume”
subject. Let your readers know why you’re writing so that they’ll be
motivated to open your e-mail.

Sample Electronic Letter
The e-mail cover letter that follows was written in response to an Internet
job posting for a Territory Manager. Note the informative subject line.
Within the letter, see how the “who you are” information is highlighted in
capital letters. All caps is the only font enhancement available for use in an
electronic letter. Even if your e-mail program lets you use bold and italic
formatting, there is no guarantee that every recipient will be able to see
the formatting.
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4. Cold-Call Letter to a Company
Recommended formats: Paragraph style; bullet style
You might choose to write cold-call letters to companies to express your
interest in employment opportunities, without knowledge of specific advertisements or opportunities. Your challenge in writing this type of cover letter is to give your reader a broad introduction to your skills, qualifications,
employment experience, achievements, credentials, and other notable
traits that you anticipate will trigger their interest in you and make them
offer you the opportunity for an interview.
When writing this type of letter, it is critical that you clearly identify who
you are. Are you a sales professional, an accountant, a retail manager, a
production operations manager, or a chemical engineer? A Java programmer, a health-care administrator, a management executive, an advertising
director, or a graphic designer? Who are you, and how do you want to be
perceived?
Just as important, you must communicate what type of position you are
seeking. No one is going to take the time to figure this out. Do you want to
continue to work as a purchasing agent, or is your objective a purchasing
management position? If you’re a technology project leader, are you looking to make a lateral move, or are you interested in an IT management
position, perhaps as CIO or CTO?

Tip When writing a cold-call letter, it is critical to quickly identify who you
are, what value you bring to the company, and what type of positions you
are interested in. No one is going to take the time to read between the
lines and make assumptions. Spell it out!

Characteristics
Cold-call letters to companies are characterized by the following:
Clarity. Focus on creating a clear picture of yourself and your most
notable attributes, skills, experiences, and qualifications. It is essential
to quickly communicate this information, particularly when the company has not advertised for the type of position you are seeking.
Impact. Again, because these letters are not in response to a specific
opportunity, it is critical that they immediately and powerfully
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connect with the reader and move him to action to pick up the
phone and call you. An effective way to motivate a response is to
identify yourself as the solution to the company’s problems or needs.

Sample Cold-Call Letter to a Company
The company cold-call letter that follows was used by a technical writer to
approach software companies. She identifies with the company needs,
clearly states her expertise, and highlights her key selling points: her successful projects for other software producers.

5. Cold-Call Letter to a Recruiter
Recommended formats: Paragraph style; bullet style
Cold-call letters to recruiters are strategically identical to cold-call letters to
companies. In essence, you are writing to the recruiting firm to introduce
yourself (the who and the value) and explore your potential fit for current
search assignments (the type of position).
Two features distinguish recruiter cold-call letters from company cold-call
letters. First and foremost, it is important to disclose information about
your job preferences—specifically, your preferences for type of position,
type of company, and geographic location. If you are willing to consider
only management opportunities, share that information with the recruiter.
If you are interested in opportunities with only high-growth technology
companies or medical device R&D firms, state that in your letter. If you
know that you are not willing to relocate, say so. Or, if you are willing to
relocate but only in the Southeastern U.S., communicate that. Be as specific as you can, and don’t waste anybody’s time—yours or the recruiter’s.
The other unique feature of a recruiter cold-call letter is the straightforwardness with which you present information about your salary and compensation objectives. We recommend that you provide some information to
give the recruiter an idea of the level of salary or type of compensation you
are seeking. You can do this in several different ways, generally in the last
paragraph of your cover letter. The most common strategies for disclosing
this information without giving away too much information include the
following:
“Most recently, my salary has averaged $50,000 annually.” This is the
best strategy if your salary has varied over the years.
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“My current salary objectives are in the $100,000 to $150,000 range.”
This clearly defines the range without stating a specific figure. If you
state a specific number, it can potentially work to your disadvantage—
either by taking you out of consideration because your expectations
are too high, or short-changing you with a salary that is lower than
the company had expected to pay. And don’t assume that a low figure
will make you an attractive candidate. Both the recruiter and the
company might assume that you lack the level of experience they’re
seeking.
“My salary requirements are negotiable and can be discussed at the
time of an interview.” This is our least-favorite alternative because
you have not disclosed any information. Use this type of response
only when, for whatever reason, you do not want to provide any
details.
“My salary history can be discussed at the time of an interview.”
Again, our least-favorite for the same reasons as above.
Note that you can use these same types of statements when writing in
response to a company or recruiter advertisement that asks for your salary
history or current salary requirements.
Mentioning salary in cover letters is a controversial topic. In fact, discussing
compensation at this point in the job search process with any recruiter or
company is an issue of constant debate. For a much more comprehensive
discussion of this topic, refer to “Step 5: Write the Closing,” in chapter 3.

Characteristics
Cold-call letters to recruiters are uniquely characterized by the following:
Disclosure of job, company, and geographic preferences. Lay your
cards on the table, and be specific about your job preferences.
Disclosure of salary and compensation information. Unlike cold-call
letters to companies, where you should never discuss compensation,
it is a good policy to at least “define the ballpark” when writing to a
recruiter.

Sample Cold-Call Letter to a Recruiter
The recruiter cold-call letter that follows was written for a senior executive
looking for a new top-level opportunity. Pay close attention to both section
1 (the opening paragraphs and first set of bullet points, which highlight his
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JOSEPH R. GRANNSON
13876 Wilson Park South #1403
Memphis, TN 38134

jrg@inmind.com

Phone: (901) 555-3726
Fax: (901) 555-3683

August 20, 2003
Don Pardo
Managing Partner
SES Search, Inc.
8888 N. 154th Street, Suite 1212
New York, NY 10024
Dear Mr. Pardo:
Building corporate value is my expertise. Whether challenged to launch a start-up venture, orchestrate a
turnaround, or accelerate growth within an established corporation, I have consistently delivered strong
financial results. Now I’m looking for a new executive opportunity with a company poised for solid
growth and performance.
The value I bring to an organization can best be summarized as follows:
x
x
x
x

More than 10 years of direct P&L responsibility across diverse industries and market sectors.
Strong, decisive, and profitable leadership of global sales and marketing organizations.
Keen financial, negotiating, and strategic planning performance.
Consistent and measurable gains in operations, quality, efficiency, and productivity.

To each organization, my teams and I have delivered strong and sustainable operating, market, and
financial advantages critical to long-term growth, profitability, and competitive performance. Most
notably, I
x
x
x
x

Increased sales 19.6%, reduced staff 32%, shortened lead times 50%, and improved quality
performance 300%.
Orchestrated successful turnaround and return to profitability of a $54 million corporation. Cost
reductions surpassed $2 million, account base increased 15%, and annualized cash flow improved
$1.2 million.
Accelerated growth of a well-established market leader in a highly competitive and volatile
industry, increasing revenues 45% and delivering equally significant reductions in operating costs
and corporate debt.
Advanced rapidly during tenure with the Raffert Corporation, becoming the youngest corporate
executive in the 52-year history of the company.

My goal is a top-level management position with an organization seeking to achieve market dominance as
well as aggressive revenue and profit projections. I am open to relocate nationwide and would anticipate
an annual compensation package of $200,000+.
I look forward to the opportunity to speak with you regarding any current search assignments appropriate
for a candidate with my qualifications.
Sincerely,
Joseph R. Grannson
Enclosure
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general management competencies) and section 2 (the second set of bullet
points, which highlight his most significant career achievements). By
demonstrating strong experience across a broad range of functions and
combining that with tangible achievements, this letter positions Joseph for
a variety of senior-level opportunities.

6. Referral Letter
Recommended formats: Paragraph style; bullet style
When you are writing a referral letter, you are writing to a particular individual at a company or recruiting firm at the recommendation of someone
else. These letters can be very similar in style and strategy to cold-call letters. You’re not sure whether the company has a specific need for someone
with your talents. You don’t necessarily know the company’s situation. Is it
on a growth track? Is it downsizing? Does it have new products to introduce? Is it making money? Is it losing money? So, just as with the cold-call
letter discussed earlier, these letters are often more “general” in his or her
presentation and not necessarily focused on a particular position. As mentioned previously, you want to give your reader a broad-based introduction
to who you are, what expertise and qualifications you have, and why you
would be valuable to the organization.
Although referral letters are very similar in style to cold-call letters, the one
major exception is the introduction, in which you immediately reference
the individual who referred you to that person, company, or recruiter. It is
critical that you mention that person’s name and, if appropriate, his or
her company or professional affiliation, as the very first item in your cover
letter, to ensure that the recipient will read on.

Tip For a referral letter to be effective, the person who referred you must
be immediately recognizable to the reader because of name, company affiliation, or status within the business community or industry. There are no
exceptions! If not, the impact of your letter is negated, and its value is nonexistent.
Referral letters can work for individuals at all levels. For the senior executive, a referral letter can highlight contributions to revenue and profit
growth, strategic leadership, organizational development, turnaround, and
other senior-level functions. For the college graduate, a referral letter can
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focus on academic performance, internships, leadership, enthusiasm, and
interest in the organization. The message might change, but the strategy
remains the same: “Sell” who you are in a broad-brush fashion in the hope
that something within the breadth of your experience will capture your
reader’s attention.

Characteristics
Referral letters are characterized by the following:
Introduction. All referral letters begin with an immediate reference
to the person who referred you to that organization. This is the single distinguishing qualification of referral letters.
General in composition. Because you do not know whether the company is hiring, or for what types of positions, it is best to sell as much
about yourself, your experience, and your career as possible in an
attempt to find “common ground” with the company.

Sample Referral Letter
The referral letter that follows was written by a CFO looking for a similar
type of position. He referenced the name of the president of his current
company to capture the reader’s immediate attention, and then followed
with a brief yet hard-hitting summary of his expertise. This letter positioned him as an incredibly qualified candidate.

7. Networking Letter
Recommended format: Paragraph style
Networking letters are written to your personal and professional network of
contacts and are one of the single most vital components of your search
campaign. No matter who you are, what you do for a living, or where you
do it, you have developed a network of contacts over time, whether deliberately or not. Networking is a natural process that you almost can’t avoid.
Now, you can use those network contacts to your advantage in identifying
employment opportunities, getting interviews, and shortening your job
search cycle.
Who are your networking contacts? They can be divided into several categories:
Professional network. This network includes coworkers, colleagues,
supervisors, and managers from both past and current employers. If
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you are a senior executive, this network might also include bankers,
investors, business partners, vendors, and others within your professional community.
Community network. Business professionals from your local community—bankers, lawyers, real estate brokers, and others you have some
personal relationship with—can be an important part of your network.
College/university network. College alumni, professors, and administrators can be a priceless source of leads and contacts for your campaign.
Association network. Professional and community associations to
which you belong are an extremely valuable networking source.
Personal network. This network includes friends, neighbors, and
relatives.
Networking letters can often be the most creative missives you write.
Because you are writing to individuals whom you know—either personally
or professionally—you can “let your hair down” and develop a letter that is
a bit more informal than you would write to a stranger. In turn, you can be
more creative in your presentation, tone, language, and style.
The message you want to communicate in your networking letter is, “I
need your help.” You’re writing to these individuals for their assistance,
guidance, referrals, and recommendations—not for a job. (If they happen
to have a job opening themselves, however, they’ll probably mention it as a
natural response to reading your letter.) If you approach your contacts in
this manner, you’re very likely to receive a positive response. The key to
successful networking is to ask only for what your contact can give you.
Everyone can give advice, and most people enjoy helping friends and associates. But if you ask for a job, and it’s not in your contact’s power to give
one to you, you’ll create a “dead end” with that networking contact.

Tip You want at least one of three things from each of your network
contacts: (1) a recommendation or referral for a specific employment
opportunity; (2) information about specific companies; or (3) additional
contacts you can add to your network. The whole trick to networking is to expand
your contact base by getting new names from your existing network. Leverage their
contacts to your advantage.
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Just as with cold-call letters, your networking letter should give a strong
summary of your skills, experiences, achievements, and credentials. You
have no idea what opportunities a particular contact might know about, so
you want to be sure to highlight a broad range of qualifications.
This letter is easier to write than most in that you can often use the same
letter for all of your network contacts. In some instances you will want to
change it a bit, particularly at the beginning, where you might want to start
with something a bit more personal; for example:
It’s been a while since you and I have seen each other. In fact, I think the last time
was at the AMA meeting several months ago in Chicago. I’ve been meaning to
catch up with you since then, but we’ve been immersed in a new company acquisition, plus Jenny just had our second child. I can hardly keep up with it all!

Characteristics
Networking letters are characterized by the following:
Familiar tone. Because you are writing to individuals whom you know,
your letters should be hard-hitting, powerful, and results-oriented, yet
written in a less formal manner than you would write to a stranger.
Request for help and contact information. Remember, the two most
valuable results of your networking efforts are (1) specific leads that
you will receive from the network and (2) contact information for
people and companies you can then add to your network.

Sample Networking Letter
The networking letter that follows was written for a financial executive
looking to make a transition from the restaurant industry. It uses a conversational yet not-too-informal tone. Note the request for an in-person
meeting.

8. Follow-Up Letter
Recommended formats: Paragraph style; bullet style
Follow-up letters are just that—letters that you write to follow up on previous correspondence (your resume and cover letter) that you sent but from
which you have had no response. When writing follow-up letters, you have
three primary objectives:
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To reiterate your interest in the advertised position.
To highlight your most relevant experience, skills, and qualifications.
To ask for an interview.
For these letters, you will use the same letter category that you used for the
first letter you sent. If your first letter was a letter in response to a company
advertisement, you will send that same type of letter again. The only difference is that you will change the text and not send the exact same letter.
Just as you want your letters to be complementary to your resume, you want
your follow-up letters to be complementary to, not repetitive of, the first
letter that you sent. Communicate similar achievements of your career
using different language, examples, and highlights.
Follow-up letters generally begin with a reference to your previous correspondence and the reason for your contact; for example:
Several weeks ago I forwarded a letter and resume in response to your advertisement for an Insurance Agent, and I would like to reiterate my interest in the position. My six years of experience in insurance sales and brokerage services have
provided me with precisely the skills and qualifications highlighted in your
advertisement.

With that introductory paragraph, you’ve immediately communicated
Why you’re writing to that company.
The fact that you’ve previously contacted them.
That your experience is identical to their requirements.
Always be certain to include another copy of your resume with your followup letter, even though you sent one previously. If you are fortunate enough
to capture your reader’s attention with the letter, you want them to be able
to quickly review your resume instead of spending an hour searching
through a pile of resumes collected over the past month (because they
probably won’t take the time to make such a search).
Here’s a typical scenario of when you would send a follow-up letter. You see
an advertisement in your local newspaper for a Production Scheduler with
a large manufacturing company and immediately forward your resume and
cover letter. Three weeks pass with no response from the company. You
might even see the position advertised again in the Sunday paper. Because
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your qualifications are so perfectly suited to what the company asked for in
its advertisement, you send a follow-up letter with another resume.

When Is It Appropriate to Send a Follow-Up Letter?
When you have recently (two to four weeks ago) forwarded your
resume and cover letter in response to a specific advertisement and
you fit the hiring criteria almost to a “T.”
When you have not heard back from an individual who said he would
contact you within a specific period of time. Often, based on the situation and your relationship with that individual, a phone call is a
more appropriate and certainly more proactive method of follow-up
contact. After your conversation, you can determine whether another
letter would be of value—such as a letter highlighting and responding to specific points from your phone discussion.
When an individual said that she would provide you with some information or contact names, forward your resume to a contact, or initiate some other action on your behalf. Again, determine whether a
letter or phone call would be most appropriate based on the specific
situation.
When you sent a cold-call cover letter to a company and now see an
advertisement for a position with that company that closely matches
your qualifications. This is one instance when the style of letter you
send will change based on the circumstances; now you’ll send an
ad-response letter (being certain to communicate how your qualifications match their specific requirements) rather than a generalinterest letter.

When Is It Not Appropriate to Send a Follow-Up Letter?
To a targeted direct-mail or e-mail campaign that you’ve sent out
within the last month. Whether your mailing was to the 100 fastestgrowing technology companies or to 1,000 recruiters who specialize
in your profession, you must remember the strategy behind targeted
mailings. It is not wise or thrifty to send a follow-up letter to all of
these contacts after just a few weeks. However, if several months have
passed and you’re still in the market, you might think about targeting
the same list of contacts again. In this instance, however, your letter
will be more like a cold-call letter and less like a follow-up letter,
although you might briefly mention that you have contacted them
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previously. In chapter 6 you can read more about direct-mail campaigns and how to use the power of your word-processing program’s
mail-merge feature to prepare these quickly and easily.
If you have received a “rejection” letter from the company or a letter
stating that they will keep your information on file. Unfortunately,
that’s just a nice way of saying, “Thanks, but no thanks. We’re not
interested.”
To a recruiter with whom you have spoken about a particular position
for which you believe you are precisely qualified, but for which the
recruiter does not think you are an appropriate candidate. We have
seen so many job seekers invest time and effort in trying to convince
recruiters that they are the right candidate when, for whatever reason, the recruiter has determined that they are not. You are never
going to change the recruiter’s mind, so don’t waste your energy.
Once a recruiter has made up his mind about a candidate, there is
no way to change that perception. By sending follow-up letters or
making follow-up calls, you are accomplishing nothing. The only
appropriate correspondence at this time would be a quick letter of
thanks that requests you be kept in mind for other opportunities.
To the recipients of a broadcast letter mailing. (A broadcast letter is a
detailed career-summary letter that you send without an accompanying resume to senior executives at your target companies. It is
described more fully in letter type #9, discussed next.) If you could
not capture the reader’s attention the first time, chances are that the
company does not have a need for someone with your qualifications.
Save your time and energy for more productive activities.

Characteristics
Follow-up letters are characterized by the following:
Introductory paragraph. Follow-up letters begin with three essential
elements: why you’re writing, that you’ve contacted them before, and
that your experience closely matches their requirements.
Creativity. When writing follow-up letters, you must think of new
words and phrases to describe your experience, highlight your
accomplishments, and capture your reader’s attention. These letters
must not repeat word for word what you’ve already said in your
resume and your first cover letter.
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Sample Follow-Up Letter
This sample follow-up letter is a prime example of how to reference your
initial contact, reiterate your interest in the position, and highlight your
qualifications. As you can see, it is formatted as an e-mail letter.

9. Broadcast Letter
Recommended format: Paragraph style
Broadcast letters are an unusual hybrid job search strategy and can best be
summarized as merging your resume and cover letter into one document.
The one distinct advantage that broadcast letters offer is that these letters
avoid the knee-jerk reactions employers have to many resume and cover
letter packages. These “preprogrammed” actions might include: (1) forwarding it to the human resources department; (2) setting it aside to
review later; or (3) depositing it in the “circular file.” With a broadcast letter, you are delivering a personal piece of correspondence with no visual
cues as to its purpose. Therefore, an individual must read (or at least
peruse) your letter in order to determine its content. This, then, allows
you the opportunity to communicate your message without being immediately “dismissed” as you might have been by using the more traditional
approach of a cover letter with a resume.
Broadcast letters are extremely controversial. Some people praise their
effectiveness, believing that they generate more interest because they eliminate the visual cues. Others deplore them, believing that they attempt to
manipulate the truth, changing the reader’s perception of who you are.
This, indeed, might be true. The greatest value of a broadcast letter is its
ability to create a “different” picture of who you are.
Another point of controversy relating to broadcast letters is that they clearly try to circumvent the traditional human resources resume-screening
process. After all, a broadcast letter is a personal letter sent directly to a
senior executive. If that executive is interested in you, she will pick up the
phone and call you, or perhaps route your letter to a lower-level manager
who is the hiring authority for your functional area. Although it’s true that
one important function of the HR department is to recruit, screen, and
recommend candidates, our job-seeking clients have told us time and time
again that they have benefited tremendously from conducting a “guerrilla”
campaign, working around HR.

33

34

Cover Letter Magic

6XEMHFW6RIWZDUH(QJLQHHU²0RQVWHUFRPSRVWLQJ6:


7KUHHZHHNVDJR,FRQWDFWHG\RXVHQGLQJDJHQHUDOLQTXLU\OHWWHUDERXW
WHFKQLFDOMRERSSRUWXQLWLHV:KHQ,VDZWKHDERYHUHIHUHQFHGSRVWLQJRQ
0RQVWHUFRP,NQHZWKDW,KDGWRUHVXEPLWP\FUHGHQWLDOV«EHFDXVH,DPD
QHDUSHUIHFWILWIRU\RXUQHHGVDQG,ZDQWWRSXWP\VNLOOVWRZRUNLQWKH
DWPRVSKHUHRIH[SORUDWLRQWKDWFKDUDFWHUL]HVWKH-HW3URSXOVLRQ/DERUDWRU\

,QEULHIP\TXDOLILFDWLRQVLQFOXGH

([FHSWLRQDOSURJUDPPLQJDQGVFULSWLQJVNLOOVLQ-DYD-DYD6FULSW
3HUODQG&

([WHQVLYHGHYHORSPHQWH[SHULHQFHLQPXOWLSOHHQYLURQPHQWVDQG
PHWKRGRORJLHV

/HDGHUVKLSUROHVLQWKHGHYHORSPHQWRIVHFXUHFRQWHQWPDQDJHUV

%XWLWLVP\SDVVLRQDWHLQWHUHVWLQQHDUVSDFHH[SORUDWLRQWKDWVHWVPHDSDUW
IURPRWKHUFDQGLGDWHVZLWKVLPLODUVNLOOVDQGH[SHULHQFH

,FDQHDVLO\VFKHGXOHDSKRQHLQWHUYLHZDW\RXUFRQYHQLHQFHDQGZRXOGEH
YHU\ZLOOLQJWRWUDYHOWR3DVDGHQDIRUIXUWKHUGLVFXVVLRQV,DPFRQILGHQW,ZLOO
FRQYLQFH\RXWKDW,KDYHWKHWHFKQLFDOVNLOOV\RX¶UHORRNLQJIRUDVZHOODVWKH
LQWDQJLEOHTXDOLWLHV²HQWKXVLDVPHQHUJ\GHGLFDWLRQVHQVHRIPLVVLRQDQG
LQWHOOHFWXDOFXULRVLW\²WKDWFKDUDFWHUL]H\RXUEHVWHPSOR\HHV

7KDQN\RX

6LQFHUHO\

7\OHU2WW


$VVSHFLILHG,KDYHSDVWHGP\UHVXPHEHORZLQWH[WIRUPDW$IRUPDWWHG06:RUG
YHUVLRQPD\DOVREHDFFHVVHGDWKWWSZZZHUHVXPHFHQWUDOFRP277GRF



Chapter 1 Cover Letter Formats and Types for Every Situation

Our belief is that, in very select circumstances, broadcast letters written to
companies can result in a decisive competitive advantage over the traditional cover letter and resume package. Some of the situations in which
you might want to consider using a broadcast letter are the following:
When you are transitioning from one industry to another. The sample
letter at the end of this section is a prime example of this situation.
The individual portrayed was attempting to transition into the corporate market after more than 20 years in the nonprofit sector.
Undeniably, the broadcast letter was by far his most effective marketing tool, allowing him to demonstrate his senior management performance without immediately eliminating him from consideration
for lack of corporate experience.
When you are not quite right for a particular position, but are well
qualified. Here’s the situation. You see an advertisement for a Health
Care Administrator. The ad states that you must have experience in
six core management functions. Well, you’ve got five of the six and,
in fact, a tremendous amount of experience in the first three. Use
your broadcast letter to aggressively “sell” your qualifications, with
particular emphasis on the skill sets in which you are most qualified.
By focusing on your assets and never mentioning your liabilities, you
are positioning yourself as a well-qualified candidate who has “the
right stuff.”
When you acquired your relevant experience years ago. Consider the
following scenario. For 12 years, you worked in training and development for a large corporation. You then took a promotion to the operations management team, where you have worked for 11 years. Your
goal is to return to training and development. If you prepared a traditional chronological resume, your relevant experience would be
near the end of your resume. With a broadcast letter, however, you
can bring all of your training and development experience to the
forefront to capture your reader’s immediate attention.
When your age is a liability. Unfortunately, for all too many job seekers, age is a discriminating factor, particularly when you’re over 50.
With the traditional resume, a prospective employer can glance at
your resume, see that you were working in the 1960s or 1970s, and
ascertain instantly that you are over 50 years of age. To avoid being
immediately eliminated from consideration, develop a broadcast
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letter that sells your experience, qualifications, skills, and most
notable career achievements but does not include specific dates for
employment and education as your resume does. This, then, gives a
prospective employer the opportunity to be impressed with your
career track first, before finding out that you are over 50.
When you have not worked for years. This situation might be most
typical for women who left their careers to raise their families and are
now returning to the workforce. If you send a resume, as soon as
someone glances at the dates of your employment experience, it will
be obvious that you have not worked for quite a while. However, with
a broadcast letter, you can highlight your experience, qualifications,
and achievements without ever mentioning dates. This type of letter
might end with a paragraph briefly explaining why you have not been
working recently, how your situation has changed so that you are now
able to return to the workforce, and, of course, the type of position
you are seeking.
When you want to bring to the forefront something that has been only
a sideline in your career. Suppose you have worked in field service
management for 15 years, in which your primary responsibilities
included directing a regional PC field service operation. On the side,
as time permitted, you also worked with the product R&D team to
create new technology products and applications. Now your objective
is a position in technology development. The broadcast letter gives
you the opportunity to bring those aspects of your career to the
forefront while simply acknowledging your responsibilities for field
service.
When you are at an extremely senior level in your career track. A
broadcast letter is an exclusive, high-end marketing tool for introducing yourself as the first step in an executive job search process.
Further, it is a more confidential process than traditional resume distribution. You’re writing a personal letter to another top executive,
instead of sending along a resume, which (1) immediately communicates you’re looking for a job and (2) allows word to get out that
you’re in the market. You never know how many people might see
your resume and mention it to others, thus destroying confidentiality.
For example, if you are the CEO of a Fortune 500 company, secure in
your position yet interested in other executive opportunities, consider a broadcast letter as a high-level and confidential communication
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that you can use to “test the waters” and see what type of initial
response you receive.
Unfortunately, we cannot list each situation for which broadcast letters
would be appropriate. It’s a judgment call each time. Ask yourself this
question: “Am I trying to draw significant attention away from what I have
done principally throughout my career and focus on a smaller aspect?” Or:
“Am I trying to draw significant attention away from the industry or type of
organization in which I have worked and position my skills for a different
industry?” If your answer is yes, you might consider the value a broadcast
letter would bring to your campaign.
One final point about broadcast letters: Although there are select circumstances when you might write a broadcast letter to a company, we do not
recommend sending them to recruiters. Recruiters want chronological
facts and figures, which the broadcast letter does not provide. Recruiters
want to be able to quickly peruse your resume and see where you have
worked, what positions you have had, and how long you held them. They
want to glance under “Education” to see your credentials. They’ll spend
only 5 to 10 seconds. That’s it. Broadcast letters are not designed to provide such a quick review of factual information. Rather, broadcast letters
“tell a story” that one has to read to understand. Recruiters, as a whole, are
not willing to invest the time to interpret these letters and extrapolate relevant facts. It’s not their job!

Characteristics
Broadcast letters are characterized by the following:
Depth and quantity of information, which is greater than a traditional cover letter, as outlined in any of the other categories in this
chapter.
Number of pages. It is more than acceptable for a broadcast letter to
run two or even three pages, as appropriate for a particular situation.

Sample Broadcast Letter
The broadcast letter that follows is an excellent example of transitioning
your skills from one industry to another. This individual worked as an executive in association management for more than 20 years and really did
have a distinguished career. However, his new goal was to transition that
experience from the nonprofit sector into “corporate America.” What he
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wanted his readers to focus on was his experience, not the environment in
which it was acquired. Had he sent a traditional cover letter and resume,
the very first thing someone would have seen would be a list of his employment experience, all in association management. Most likely, they would
have gone no further. Using his broadcast letter, he was immediately called
for an interview.

10. Sponsor Letter
Recommended format: Paragraph style
Sponsor letters are a relatively new phenomenon that has emerged over
recent years. They can be best described as letters written by other individuals to their network of contacts on your behalf. In theory, it’s John Smith
writing to his colleague, Jane Doe, to tell her about Sam Wilson (the job
seeker) and what a valuable employee he would be. Sponsor letters leverage someone else’s network on your behalf. These letters are appropriate
for only a small percentage of job seekers, because the sponsor letter has
one essential requirement: someone who is willing to be your sponsor.
For sponsor letters to be effective, you must have the “right” sponsor. It
must be an individual who has a strong network of personal contacts, has
an excellent reputation, has impeccable credentials, and is willing to “go
the extra mile” for you. The impact of the sponsor letter rests almost
entirely on the credibility of your sponsor. If you select a sponsor who does
not possess these qualifications, the letters will ultimately be of little or no
value to you.
When deciding who you might approach to be your sponsor, consider the
following three critical criteria:
Your sponsor must be “appropriate.” Your sponsor must be at a highenough career level to have contacts at the level you are seeking—
individuals who can get you in the door for an interview and make
hiring decisions. Most likely, your sponsor is more senior-level than
yourself, with a higher level of management responsibility.
Your sponsor must have contacts other than those you already have.
Although the level of your sponsor might immediately indicate that
she has contacts outside your own personal network, also be sure that
your sponsor has contacts in different circles than you do. If you
already have a contact at AT&T, you don’t need your sponsor there.
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Where you need her is in getting you in the door with companies
and recruiters with whom you do not have a relationship.
Your sponsor must be willing to leverage his network of contacts on
your behalf. When you ask someone to be your sponsor, you’re asking a great deal of him. You want him to dedicate time and effort to
this project and “stick his neck out” for you. That’s right. When John
Smith contacts Jane Doe about you, it’s his reputation and credibility
that he risks. If you ask someone to be your sponsor, you’d better be
sure that you can live up to his expectations and your promises.
A good strategy for managing a sponsor letter campaign is to ask your
sponsor to write to 10 of his most senior-level contacts. The letter should
serve to introduce you, praise your performance, highlight your accomplishments, and communicate the value you bring to that organization.
Your sponsor can write the letter, or you can offer to write a draft, making
the process easier for your sponsor and faster for you.

Characteristics
Sponsor letters are characterized by the following:
Authorship. Sponsor letters are written about you by a third person.
They are not written by you, the job seeker.
Impact. These letters generally have tremendous impact because of
the reputation and credibility of the individual writing the letter.

Sample Sponsor Letter
The sponsor letter that follows is a prime example of how someone else’s
contacts can work to your benefit. This individual is currently working as a
general manager in the telecommunications industry. His company has just
been sold, and he is now interested in applying for several national-salesmanagement positions with other industry leaders. One of this individual’s
closest friends is a college friend from more than 20 years ago, now the
mayor of a small Northeastern town. Because of his high-profile political
career, he knows everyone, including several presidents of some prominent
telecommunications companies.
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JOHN S. JOHNSTON, MAYOR

Leicester Town Square  1 Main Street  Leicester, NY 14890
(716) 555-3766

August 20, 2004

Mr. John E. Taylor, Jr., President
Dreamport, Inc.
301 The Plaza
5355 Town Center Road
Boca Raton, FL 33486
Dear Mr. Taylor:
Can I tell you about Bart Brogan’s professional career? No. Can I tell you how many millions of
dollars in profits he has helped to generate? No. Can I tell you how tremendously effective he is in
reengineering, streamlining, and optimizing business and finance operations? No.
What I can tell you is about Bart Brogan, the man—an individual with strong character, impeccable
ethics, and keen business insight. He is a man who has earned the respect of other business, civic, and
political leaders.
I met Bart back in college at Brown University, where we both participated in competitive athletics. It
was then that I first realized that Bart really was someone unique and talented. I watched him at the
competitions and saw his intensity and drive to succeed. What I also witnessed was his innate
leadership skill and the camaraderie he elicited. I was impressed.
After graduation, Bart and I went our separate ways, but we have always stayed in touch with one
another. He’s had a tremendously strong corporate career; mine has focused in the political arena.
Nonetheless, we have maintained a personal connection for years, supporting one another in whatever
ways possible and challenging each other to achieve our personal best.
What I do know about Bart’s professional career is that he is an astute businessman with excellent
credentials in strategic planning, finance, general management, and information systems/technology.
I am also aware that he has negotiated and structured several significant mergers, acquisitions, and
other corporate initiatives.
If you are considering adding to your executive management team, I guarantee you can’t go wrong
with Bart. Not only would you be hiring an individual who is well respected within the professional
community, you would also be acquiring an individual whose liaison, networking, and relationshipmanagement skills will be of certain value to Dreamport.
If there is any additional information I can provide, please contact me directly at (716) 555-3766.
Sincerely,
John S. Johnston
Mayor
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Preparing to Write
We are making a few assumptions about you, our reader. We’re assuming
that you’ve already invested a great deal of time, effort, and energy in writing and designing your resume. If you’ve hired a professional resume
writer, you also have made a financial investment. Now that your resume is
complete, you need to use it!
We’re also assuming that because you’ve purchased this book, you have hit
a stumbling block in writing your cover letters that, in turn, is preventing
you from sending out your resumes. Maybe you’ve already drafted a letter
and are a bit uncertain about the language you’ve used. Perhaps you’ve
written cover letter notes to yourself but just can’t seem to tie them all
together into a cohesive structure. Possibly you were pleased with the letter
you wrote, but it isn’t getting any response. Or maybe you can’t get any further than a blank piece of paper or computer screen. Never fear—this
chapter will help you get started.

Six Steps to Better Cover Letters
To improve the ease and confidence with which you write cover letters,
we’ve created a step-by-step process and structure that will allow you to
quickly and easily write your cover letters and get your resumes out—now!
Although you might admire the prowess with which you typed and formatted your resume, love the color of paper you selected, or are thrilled about
the quality of your resume, if it is just sitting on your desk, it is not working
for you. Your resumes are of no value to you or anyone else if they are not
in circulation.
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To get your resumes out, all you need to do is follow this six-step action
plan to produce a cover letter from start to finish:
Step 1: Identify Your Key Selling Points
Step 2: Pre-Plan
Step 3: Write the Opening Paragraph
Step 4: Write the Body
Step 5: Write the Closing
Step 6: Polish, Proofread, and Finalize
The most time-consuming of these is step 1, identifying your key selling
points. To make that process easier, we’ve devoted this entire chapter to
helping you collect an arsenal of information about yourself and your
career that will be available for you to consider for every letter you write. By
investing time and effort now, you’ll make the process of producing each
unique cover letter practically painless! When you begin the actual writing
process with step 2 (in chapter 3), you’ll see how your advance work really
pays off.

Step 1: Identify Your Key Selling Points
What qualifications, experiences, achievements, and skills do you bring to a
company? It’s time to evaluate and quantify what it is that makes you
unique, valuable, and interesting to potential employers.

Know Your Objective
The best place to start is by clearly identifying who you are and what your
job objective is. Are you an accountant, realtor, or construction project
manager? A sales professional, customer service representative, teacher, or
nurse? An advertising specialist, social worker, architect, or librarian? A
CFO, CIO, COO, or CEO? It is critical that you be able to clearly and accurately define who you are in an instant. Remember, an instant is all that you
have to capture your reader’s attention, encouraging him not only to read
your cover letter in full, but to read your resume and contact you for a personal interview.
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What if you are pursuing more than one career goal and can identify yourself with more than one “WHO” statement? If your options are quite different (for instance, programmer and project manager), it’s best if you repeat
the Action Item exercises at the end of this section for each of your professions. Why? It’s quite likely that what is highly significant for one profession will be less important for the other—and remember, you are focusing
on why employers would be interested in you, so it’s important to convey
your experience, skills, and accomplishments that are most directly related
to that particular position. On the other hand, if your professions are
closely related (marketing manager and product manager), you can create
a hybrid job title (“Marketing/Product Manager”) and encompass the key
points of both.

Summarize Your Experience
Just as important, you must be able to clearly identify why a company or
recruiter would be interested in you. Is it because of the companies you’ve
worked for? The industries in which you’ve been employed? The positions
you’ve held? The promotions you’ve earned? The financial impact you’ve
had? What you accomplished? Your specific skills and qualifications? Your
licenses and educational credentials? Your patents? Your technical expertise? Your leadership skills? Your foreign-language skills and international
experience? Why would someone be interested in you?
These are critical questions to ask yourself. What’s more, the answers to
these questions will directly impact what you write in your cover letter and
how you present that information. You must determine what you have to
offer that relates to that company’s needs, what will be of interest to that
company, and what will entice them to read your resume and offer you the
opportunity for an interview.
__________________________________________________________
__________________________________________________________
__________________________________________________________
When you have determined your strongest selling points, you should condense them into strong summary sentences that detail all of your job
responsibilities from your current and past positions. Obviously, if you’ve
been working for 15, 20, or more years, you can eliminate some details of
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your earlier positions, but only if they are not relevant to your current
objectives.
Remember that your cover letter is not designed to be a listing of job
responsibilities and functions. Rather, it is designed to point out the most
notable experiences and highlights of your career as they relate to the
needs and interests of the prospective employer. After you’ve invested the
effort in preparing a complete list of summary sentences, you can use it
over and over, hundreds of times, as the foundation for virtually every
cover letter you write. In theory, it will be your “cheat sheet,” a single reference source that contains all the different items, qualifications, highlights,
responsibilities, and other bits of information you might include in a cover
letter.
Your resume is a good place to start in preparing this list. In fact, your
“prep work” for creating your resume can also be the foundation for the
material you’ll develop for your cover letters. You’ll save time and effort in
this exercise if you can use your notes, old resumes, and other career summary materials you used to develop your resume.

What Is a Summary Sentence?
To best demonstrate what a summary sentence is and its value to you in
writing your cover letters, here’s a quick example:
Managed daily and monthly accounting operations for a $200 million company with
11 operating locations throughout the Midwestern U.S.

With that summary sentence, you’ve immediately communicated to your
reader that not only did you manage accounting, but you managed
accounting for a large and diverse operation. This probably included
accounts payable and receivable, general ledger, payroll, financial reporting, bank reconciliations, month-end account reconciliations, staffing and
training, and all related computer operations.
So, with just one little sentence, you were able to tell your reader what you
were responsible for and the level of that responsibility. Remember, your
cover letter should be relatively brief and not repeat all the information
that is in your resume. Your only objective with the letter is to pique someone’s interest to read your resume and invite you for an interview.
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Sample Summary Sentences
To help you create your list of responsibilities, we’ve compiled a sample
portfolio of 45 summary sentences for various professions. This list is by no
means comprehensive; it was created to give you ideas and help get your
own creative juices flowing.
Check off all that apply to you and your career, and then read the sample
summary sentences under each. Those sentences will give you an idea of
the type of information you might want to highlight, depending on your
particular career experience.
It would be nice to think that you could just take a summary sentence
we’ve provided and drop it right into your cover letter. Unfortunately,
chances are slim that the following samples will be precisely accurate for
your career track. These are simply provided as a tool to help you come up
with your own summary sentences.
■ Accounting and Auditing
Supervise a six-employee accounts payable, accounts receivable, and
internal audit operation for one of the area’s largest commercial heating
and air-conditioning companies.

■ Administration
Administrative Manager for a large health-care practice with responsibility
for staffing, budgeting, equipment acquisition, financial reporting, regulatory reporting, and all departmental staffing and training functions.

■ Advertising
Designed and produced a portfolio of multimedia advertising, marketing,
and promotional materials to increase Amazon.com’s market image and
consumer awareness.

■ Association and Not-for-Profit Management
Member of six-person management team directing fund-raising, community outreach, member development, member services, and all administrative affairs for the American Medical Association’s Specialty Practices
Division.

■ Banking
Participated in the start-up, staffing, and sales of First National’s first
Private Banking Program, one of their nationwide initiatives designed to
increase market reach and build long-term customer relationships.
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■ Clerical/Administrative Support
As assistant to one partner and six managers in a Big Five consulting firm,
prepared presentations, proposals, project documentation, and final
reports to present a consistently professional image to clients.

■ Communications
Worked with a team of 22 in-house professionals responsible for the conceptualization, design, development, and production of a portfolio of print,
video, and multimedia communications to support IBM’s new-product rollout programs.

■ Computer Programming
Designed new computer programs for the Finance, Accounting,
Administration, Purchasing, and Vendor Management departments of Ford
Motor Company’s $200 million parts division.

■ Construction
Construction Manager for the $40 million renovation of Park City Plaza
Hotel, including full responsibility for architectural design, contractor selection, competitive bidding, field supervision, and regulatory affairs.

■ Consulting
Launched entrepreneurial consulting venture specializing in strategic planning, market planning, new product development, and joint venture negotiations for electronics companies expanding into the Asian marketplace.

■ Corporate Finance
Senior Finance Executive for Merck’s $2 billion international sales division,
including full decision-making responsibility for banking, tax, treasury,
financial analysis, financial reporting, contract negotiations, mergers,
acquisitions, and capital funding programs.

■ Customer Service
Responded to customer calls, faxes, and e-mails, independently addressing a wide range of product, quality, billing, and general customer satisfaction issues for $1 million industrial supplies company.

■ Education and Educational Administration
Advanced rapidly from Classroom Teacher to Grade Chairperson to
Assistant Principal to Principal with full leadership responsibility for a
1,000-student high school.

■ Energy and Environmental
Member of the Environmental Engineering Task Force traveling to Mobil
locations nationwide to evaluate site conditions, assess potential hazards,
negotiate with local regulators, and manage field remediation teams.
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■ Engineering
Joined four-person Engineering Task Force leading the redesign and optimization of all product engineering systems for Quaker’s entire U.S. operation (six manufacturing plants, 2000+ employees, and close to $2 billion
in annual revenues).

■ Food and Beverage/Food Service Operations
Fast-paced customer service position in one of the area’s largest restaurants, serving up to 500 customers per day.

■ Government
Acted as Chief Operating Officer of a federal government agency responsible for the administration of all educational grant and foundation funds to
nonprofit teaching institutions throughout the U.S.

■ Health Care
One of six nurses in a 350-bed teaching hospital selected to participate on
a new coordinated health-care team providing care to neonatal and pediatric ICU clients.

■ Hospitality
Held a series of progressively responsible positions in Reservations, Front
Office Operations, Guest Services, and Special Events for a 1,000-room
Hilton hotel.

■ Human Resources
Senior HR Director with full responsibility for staffing, training, leadership
development, benefits, compensation, employee relations, labor relations,
and HRIS for a $45 million retail sales company.

■ Human Services
Provided comprehensive counseling support, interagency referrals, and
program development for a caseload of 32 juvenile offenders on probation
through a joint court/community outreach program.

■ Insurance
Top-producing insurance sales agent with the highest revenue and lowest
loss ratio out of 200+ agents in a five-state territory.

■ International Business Development
Independently planned and directed all marketing, new business development, new product launch, and joint-venture programs for Ericsson
throughout Central and South America.
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■ Investment Finance
Sold/marketed a portfolio of mutual funds, stocks, bonds, and low-interest,
mortgage-backed securities to private investors and small-business
investors throughout the New York metro area.

■ Law Enforcement
Distinguished career with the Los Angeles Police Department, earning 12
promotions over 20 years, six honorable decorations, and regional media
coverage for personal success in resolving a potentially life-threatening
hostage situation on the UCLA campus.

■ Legal Affairs
General-practice attorney specializing in civil matters, personal injury, real
estate law, personal tax law, and family law.

■ Logistics
Led business development teams in analyzing, proposing, and implementing logistics programs that focus on value-added service and cost savings
for clients around the country.

■ Manufacturing
Independently directed the production of over 2,000 SKUs each year, from
the initial stages of production planning and materials acquisition through
floor production, quality testing, and final customer distribution.

■ Marketing
Conceived the campaign and directed the production team responsible for
introducing Kellogg’s newest breakfast product into the national market,
building it into a $2 million well-known consumer brand.

■ Operations Management
Held P&L responsibility and oversaw all branch activities in support of contracted accounts for national delivery service; supervised clerical, administrative, and customer-service staff.

■ Product Development
Full leadership responsibility for all new product development and commercialization projects for the $28 million Internet Systems Division of
ABC.

■ Project Management
Brought on board as first project manager for a rapidly growing technology
consulting company to oversee its largest-ever contract, a $4+ million software installation for a major national retailer.
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■ Public Relations
Launched high-profile nationwide public relations campaigns to support
Independent Presidential candidate Chris Towers.

■ Purchasing
Directed the purchase of more than $50,000 annually in office supplies
and materials to support the operations of a prestigious civil engineering
firm.

■ Real Estate
Managed advertising, leasing, maintenance, and tenant relations for a
332-unit garden apartment complex catering specifically to senior citizens.

■ Research and Development
Team Leader directing all technology R&D programs funded by a $2 million grant awarded from the Department of Energy for the design of alternative residential heating systems.

■ Retail
Train and supervise a staff of six retail associates responsible for product
merchandising and display, sales, customer service, and loss prevention.

■ Sales
Maintain consistently high sales volume in retail sales of jewelry to both
established and walk-in clientele of a six-store jewelry chain’s flagship
downtown location.

■ Scientific Research
Pioneer in the theoretical research of genetic anomalies associated with
the aging process and physical deterioration.

■ Security
Member of a six-person industrial security team working to introduce new
security standards, technologies, and systems to guard against further corporate espionage activities.

■ Senior Management
Senior Management Executive with full strategic planning, operating, marketing, and P&L responsibility for a $20 million emerging telecommunications company anticipating an IPO within the next 16 months.

■ Technology
Acquired, customized, and implemented emerging database, client/server,
Internet, and e-mail technologies to transform a small fabric-design company into a technologically advanced industry leader.
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■ Training
Selected for newly created 100% training position, serving as primary
operations and applications trainer for all new hires of $7 million hardware/software reseller firm.

■ Transportation
Recruited to Ryder Integrated Logistics to redesign its business model,
restaff key positions, and revitalize field marketing in an effort to regain #1
market position in the industry.

■ Travel and Tourism
Planned, scheduled, and managed all corporate travel programs for the
executive management team of Macy’s and its 22 operating subsidiaries.

Where Did You Get Your Experience?
One final note regarding your key selling points relates to the type, or
types, of organization with which you have been employed. Do you have
experience with any of the following types of companies?
■ Start-up venture or new enterprise
■ Turnaround company
■ High-growth company
■ Fortune 10, 50, 100, 500, or 1000 company
You can use this information to further strengthen your qualifications and
sharpen the impact of your cover letters. For example, if you have experience in turning around poor-performing companies and you’re writing to
an organization in need of an aggressive turnaround, sell your experience
in reorganizing, revitalizing, and redesigning businesses to improve operations and financial performance. By doing so, you clearly communicate
that you’ve met the same types of challenges that the company is currently
facing. Be sure to “talk the right talk” to each audience.
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Action Items
We designed this book to give you both theory and practical exercises to guide
you in creating your own winning cover letters. The “Action Items” you see here
and in later chapters will lead you step by step through the process. You might
prefer to hand-write your responses or type them on your PC. Either way, take
the time to complete each Action Item carefully and thoroughly, and you’ll create valuable resources and tools that you can use for every cover letter you
write.
1. Know Your Career Goal
Fill in the following blank with your job title or profession. The more brief
and concise your answer is, the better. Clarity is the key to effectively communicating who you are to a prospective employer.
I am a ________________________________ .
2. Write Responsibility Summaries
Write strong summary sentences that detail all of your job responsibilities
from each of your current and past positions. Be as detailed as possible, and
try to remember everything you did in each position. We recommend using a
separate page for each position so that you can easily add other items as they
come to mind.

_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
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Let Your Achievements Sell for You
Your achievements are what set you apart from others with a similar background. They answer the reader’s all-important question—“What can you
do for me?”—because they tell precisely what you have done for someone
else. Cover letters and resumes without achievements are simply dry compilations of position titles and responsibilities. They don’t sell your unique
attributes, and they don’t compel readers to pick up the phone and invite
you in for an interview.
In thinking about your achievements, ask yourself how you’ve benefited the
organizations where you’ve worked. In general terms, you can help an
organization by doing any of the following:
Making money (revenues, profits, earnings, ROI/ROA/ROE
increases, new customers)
Saving money (cost reductions, streamlining, automating)
Creating new things (systems, processes, products, technologies, operations, companies)
Improving existing things (reengineering, redesigning, developing
new processes, consolidating)
Improving performance (productivity, efficiency, quality, delivery, customer service)
Winning honors, awards, and commendations
In writing your achievements, think about the two key pieces of information you want to convey: what you did and how it benefited the company.
Without either of these components, an achievement is incomplete.
Compare these two achievement statements:
• Spearheaded project team that designed, developed, and launched ATP’s
next-generation software systems.

That’s fine, but it’s incomplete. When writing about your achievements,
make sure you include bottom-line results—with numbers, whenever
possible—to make those results tangible.
• Spearheaded project team that designed, developed, and launched ATP’s
next-generation software systems, which generated $8.5 million in first-year
sales.
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This one sentence—this one achievement—communicates not only success
and financial contribution, but a great deal of information about the individual’s specific skills. We would surmise from reading it that her qualifications include software engineering, cross-functional team leadership, quality assurance, product testing, product documentation, manufacturing, and
product commercialization. We might also assume that she has experience
in project budgeting, costing, purchasing, scheduling, and reporting. We
got all that information from just one sentence—one achievement.
The specific achievements you include in your cover letters will depend
entirely on your professional career, skills, experiences, qualifications, and
competencies. Achievements can vary widely—from installing new wordprocessing software in your office to launching a new business venture that
generated $100 million in revenues—and everything in between.

Identify Your Achievements
The following list will help you identify your achievements. Just as you did
in the preceding section, check off every item on this list that applies to
you. Then, in the Action Item section at the end of this chapter, write specific achievement statements for every example you can think of from your
career. You’ll need to do this for each of your positions in order to create a
consistent record of accomplishment.
To get you started, here’s a quick example: If you checked off the first item
(“Increased sales revenues”), you might then reword it as “Increased district sales by 22% in just one year for Myers-Baker-Anderson.” For another
position, you might write, “Grew territory by 27%, nearly twice the regional
average of 14%.” And if your revenue accomplishments weren’t quite so
stellar, you can still find a positive way to state your contribution: “Met
100% of performance goals for revenue growth, new business, and customer retention.”
Here’s the list. Ask yourself whether you have managed, participated in,
helped with, or contributed to any of the following:
■ Increased sales revenues
■ Improved profitability
■ Improved customer service
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■ Improved customer satisfaction ratings
■ Improved market-share ratings
■ Captured new customer accounts
■ Penetrated new business markets
■ Increased sales within existing accounts
■ Penetrated new geographic markets
■ Identified new market opportunities
■ Reduced operating costs
■ Reduced overhead costs
■ Developed new technology
■ Implemented new hardware, software, or other systems
■ Coordinated team-building and team-leadership efforts
■ Designed new training programs or educational curricula
■ Developed new products or expanded product lines
■ Built new facilities or expanded existing facilities
■ Sourced new vendors
■ Reduced annual purchasing costs
■ Negotiated contracts
■ Improved productivity
■ Improved the quality of operations or products
■ Improved efficiency
■ Introduced new performance standards
■ Streamlined operations, functions, or support activities
■ Exceeded specific performance expectations
■ Simplified business processes
■ Eliminated redundant work activities
■ Realigned staffing to meet business demand
■ Structured or negotiated strategic alliances, joint ventures, or
partnerships
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■ Structured or negotiated mergers or acquisitions
■ Directed IPOs, private placements, or other corporate financings
■ Appeared on local, regional, national, or international media
■ Coordinated special-event programs
■ Improved the company’s image
■ Managed fund-raising programs
■ Solved persistent problems that affected any area of business
operations
Other achievements that you can highlight, as appropriate to the type of
position you are seeking or company to which you are writing, might
include the following. Check those that apply to you, transfer them to your
list of achievements, and write a powerful statement of achievement.
■ International experience
■ Public-speaking experience
■ Print and online publishing experience (books, articles, newsletters)
■ Industry honors, awards, or credentials
■ Academic honors, awards, or credentials
■ Industry licenses and registrations

Tip

If your list of achievements is particularly long, divide it into “functional” sections such as Sales & Profit Achievements, Technology
Achievements, Human Resource & Leadership Achievements, Major
Projects, New Products, Marketing Campaigns, Organizational & Productivity
Improvements, New Clients, Cost Savings, Start-Ups, Turnarounds, and so on. Each
time you sit down to write a cover letter, refer to your list and select the achievements that are most appropriate to the position for which you are applying. You’ll be
amazed at how much faster you’ll be able to write your letters.

Sample Achievement Statements
To help you get started, we’ve compiled a list of thought-provoking ideas
for achievement statements related to 45 different professions and industries. Find your profession, review the list of achievement ideas for it,
determine which are appropriate to your specific experience, and incorporate those concepts into your own unique achievement list.
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Accounting and Auditing
Identifying misappropriated or uncollected monies
Implementing integrated computerized systems to link different business units
Contributing to revenue growth, cost reduction, and profit
improvement
Advertising
Capturing or managing major clients, contracts, and campaigns
Demonstrating a combination of creative talent and business skills
Earning honors, awards, media coverage, and other “reputationbuilding” recognition
Association and Not-for-Profit Management
Increasing membership, geographic expanse, and prominence
Increasing membership fees, revenues, and funding
Influencing favorable legislative policies
Banking
Growing lending volume, deposits, and customer base
Expanding into new markets, new products, and new services
Reducing A/R, write-offs, and risk and asset exposure
Clerical/Administrative Support
Streamlining work processes and improving work flow
Eliminating redundant or repetitive tasks
Automating previously manual office functions
Communications
Writing marketing, advertising, and customer communications
Designing multimedia systems for conventions and trade shows
Crafting speeches and investor presentations
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Computer Programming
Writing new programs for new applications
Improving user-friendly software capabilities and support
Enhancing system productivity and performance
Construction
Securing or managing major projects, clients, and contracts
Delivering projects on time
Achieving cost savings and avoidance
Consulting
Capturing prominent clients and accounts
Delivering quantifiable revenue, profit contributions, and cost
reductions
Participating in new product/technology development, new market
development, and other innovations
Corporate Finance
Contributing to revenue and profit growth, cost reduction, and/or
ROI, ROA, or ROE gains
Negotiating major corporate deals—mergers, acquisitions, financings, private placements, IPOs, and so on
Managing collateral operating, strategic planning, HR, information
technology, and administrative functions
Customer Service
Improving customer-service performance and customer-satisfaction
ratings
Introducing new customer-service and support programs
Retaining customer accounts in highly competitive markets and
industries
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Education or Educational Administration
Increasing student test scores and academic rankings
Expanding educational programs and improving course curricula
Influencing favorable public policy and legislation
Energy and Environmental
Completing major remediation, haz-mat, or regulatory projects
Discovering or implementing product and technology innovations
Making financial contributions
Engineering
Developing and commercializing new products
Delivering process, design, and performance improvements
Contributing to new revenues or cost reduction
Food and Beverage/Food-Service Operations
Improving front-of-the-house and back-of-the-house operations
Increasing revenues and reducing operating and labor costs
Earning industry recognition and ratings
Government
Implementing new programs, policies, and initiatives
Delivering budget, deficit, and cost reductions
Negotiating or managing public/private partnerships
Graduating Student
Achieving academic or athletic honors
Demonstrating leadership skills
Acquiring professional skills through “nonprofessional” employment,
internships, and so on
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Health Care
Improving quality of care, utilization, and health-care policy
Participating in emerging health-care markets—managed care, PPOs,
and so on
Contributing to improved financial performance and regulatory
ratings
Hospitality
Improving guest services and guest satisfaction ratings
Increasing revenues and bookings
Upgrading facilities and amenities
Human Resources
Leading organizational, cultural, and productivity improvements
Capturing cost savings
Developing and implementing new HR programs, services, and technologies
Human Services
Delivering new programs and services
Amassing a record of client, program, and project successes
Contributing to funding, budgeting, regulations, and legislative
affairs
Insurance
Growing premium volume and number of insureds
Reducing risk and volume of claims
Introducing new products and expanding into new markets
International Business Development
Achieving revenue and profit growth
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Developing and expanding new markets
Negotiating international deals, joint ventures, acquisitions, and
alliances
Investment Finance
Delivering growth in investment yields and portfolio performance
Expanding range of investment product expertise
Demonstrating successes in new-product development and clientrelationship management
Law Enforcement
Apprehending more criminals than any other officer
Achieving the highest arrest-to-conviction percentage
Promoting public education and community outreach programs
Legal Affairs
Handling high-profile cases
Demonstrating diversity of corporate and industry expertise
Demonstrating diversity of legal practice expertise
Logistics
Improving purchasing, warehousing, inventory, distribution, and
transportation operations
Reducing overhead and operating costs
Negotiating innovative vendor partnerships and strategic alliances
Manufacturing
Delivering measurable improvements in productivity, efficiency, workflow, process, and product yield
Reducing labor, material, equipment, and overhead operating costs
Introducing innovative technologies and systems
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Marketing
Managing notable new-product launch campaigns and quantifying
financial performance
Contributing to revenue, market share, earnings, and company
growth
Demonstrating a combination of strategic and tactical marketing
expertise
Operations Management
Streamlining, consolidating, and improving operations
Reducing costs and improving net profit margins
Introducing advanced systems, technologies, and processes
Product Development
Developing and commercializing new products, with subsequent revenue performance
Coordinating cross-functional design, engineering, manufacturing,
and sales teams
Developing notable co-development alliances, partnerships, and joint
ventures
Project Management
Completing projects ahead of schedule or under budget
Managing cross-functional project teams and personnel
Negotiating with third-party vendors, contractors, and business
partners
Public Relations
Increasing visibility and market recognition
Managing PR, special events, and other media-targeted programs
Coordinating executive liaison affairs
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Purchasing
Managing significant purchasing volume and commodities
Developing U.S. and international vendor sourcing and contracts
Achieving quantifiable cost reductions and inventory improvements
Real Estate
Developing new projects and properties
Selling large numbers of properties or generating large dollars
Managing high-profile properties, resorts, complexes, and buildings
Research and Development
Developing and commercializing new products
Creating new techniques, processes, and procedures
Generating new revenue and profit streams
Retail
Increasing sales revenues
Improving customer service and repeat clientele
Managing loss prevention and merchandise control
Sales
Increasing sales and growing market share
Developing new accounts and new markets
Introducing new products
Scientific Research
Pioneering new research methods and techniques
Making new scientific discoveries
Increasing funding and appropriation
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Security
Managing sensitive corporate or institutional security programs
Thwarting potentially hazardous events and emergencies
Managing relationships with law-enforcement agencies
Senior Management
Increasing revenues, reducing costs, and improving bottom-line
profits
Outperforming the competition and dominating the marketplace
Leading performance, process, organizational, and technological
improvements
Technology
Developing new technologies
Commercializing existing technologies
Implementing major projects
Training
Developing and delivering new training programs
Creating training manuals, curricula, trainer guides, and other
instructional materials
Training other trainers
Transportation
Capturing cost savings
Achieving productivity and efficiency improvements
Reducing operating costs
Travel and Tourism
Booking large events, excursions, and corporate programs
Increasing agency revenues
Upgrading computer technology
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Action Item
3. Write Your Achievements
Write your achievements for all of your positions. Just as in Action Item #2
(responsibilities), create a single resource—your cheat sheet—that lists all of
your career achievements, accomplishments, and contributions. Again, the more
comprehensive your list, the more usable a resource it will be in developing your
cover letters. Remember, achievements sell, and cover letter writing is selling—
selling you!

_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________
_____________________________________________________

There! You’ve completed the most time-intensive preparation for writing
your cover letters. With these comprehensive lists of responsibilities and
accomplishments in your toolkit, you’re ready to move quickly through the
remaining steps to get your cover letters off the drawing board and into circulation.

Chapter 1 A Résumé Primer
Chapter 3 Writing Your Cover Letters

Chapter

3
Writing Your Cover
Letters
Remember the six steps to creating your cover letters start-to-finish that you
read about in chapter 2?
Step 1: Identify Your Key Selling Points
Step 2: Pre-Plan
Step 3: Write the Opening Paragraph
Step 4: Write the Body
Step 5: Write the Closing
Step 6: Polish, Proofread, and Finalize
If you’re working your way through this book step-by-step, you devoted a
great deal of time to identifying your key selling points in chapter 2 and
creating two lists—one highlighting overall skills and responsibilities from
each of your positions (summary sentences) and the other highlighting all
of your successes, contributions, accomplishments, and special projects
(achievements). Now that you’ve done all your preparation work, let’s write
a cover letter!
The process of writing your cover letters starts with a brief pre-planning session to identify the specific purpose of that particular letter. Then you can
move into the actual writing of each of the three distinct parts of the cover
letter: the opening, the body, and the closing.
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The easiest way to master this approach is to work on an actual letter.
Instead of having you complete exercises and write samples that, although
educational, leave you with no final product, let’s work on the real thing—
you and your career.
To begin, find an advertisement you want to respond to, a network contact
you want to reach, a recruiter you’d like to introduce yourself to, or any
other situation in which you’d like to write a cover letter. Use that letter as
we go through each step of the process. When you complete step 5, you’ll
be done, and you’ll have a letter that’s ready to go! We call this a “practical” learning exercise because it has practical application—a finished
product.
Just as in the preceding chapter, there are Action Items for you to complete at the end of each step. You can do this either manually (on paper)
or electronically (on your PC). Whichever way you choose, be sure to complete the Action Items in their entirety. The notes you take will become the
foundation for and, in some instances, the actual wording of, your cover
letter.

Step 2: Pre-Plan
Before you begin writing a single word of your cover letter, you must determine the appropriate strategy for that particular letter. You’re not ready to
write until you can clearly answer the following questions:
Why am I writing this letter? Am I writing in response to a print or
online advertisement, sending a cold-call letter to recruiters or companies, contacting someone in my network, writing to a company at
the recommendation of someone else, or writing a follow-up letter to
a company to which I already sent a resume? The answer to this question will significantly impact the content of your cover letter—the
introduction in particular. After you’ve answered that question,
review the “The 10 Types of Cover Letters” (in chapter 1) and select
the type that fits your particular situation.
Have I researched the company and the position? In some instances
you know, or can find, information about a company you are writing
to, the products it sells, the services it offers, the positions that are
open, the types of candidates it hires, its key hiring requirements, and
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much more. Do your research! The more you know about the company and the position, the more on-target you can write your letters,
relating your experience to their identified needs. If you know the
company sells electronic components and you’ve worked in that
industry, sell your related experience! If you know the company is on
a growth track and you’ve worked for two other growth companies,
highlight it! If you are an expert in multimedia communications and
the cable company you are writing to has just bought a broadcast
company, tell them you know the industry! Your goal is to find common ground between you and the company and then leverage that to
your advantage.

Tip

By researching a company and finding out all that you can, you will
be able to write a cover letter that directly relates your experience to that
company’s needs. The company will see your immediate value to them,
and you will have a remarkably solid advantage over your competition.

Do I have a contact name? Have I double-checked the correct
spelling of the name and the person’s job title? Do I have the full
mailing address or e-mail address? The fact is that if you write to the
Human Resources department of a company, you’ll never quite know
where your letter and resume have landed. However, if you write to a
particular individual, you not only know who has your resume, you
also know who to follow up with. This is critical!

Action Items
1. Choose a Type
Write down the type of cover letter you are writing from the list of “The 10 Types
of Cover Letters” (in chapter 1) that best fits your reason for writing this letter.
Then, carefully review the section that describes that type of letter in detail.
continues
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continued
2. Compile Information About the Company
Write down everything that you know or have learned about the company—
industry, products, services, number of employees, annual sales revenues, and
more.

_____________________________________________________
_____________________________________________________
_________________________________________________________________
3. Compile Information About the Position
Write down everything that you know or have learned about the position—the
specific job duties, minimum requirements, supervisor’s name and title,“inside”
information from a source within the company, and anything else that is
pertinent.

_____________________________________________________
_____________________________________________________
_________________________________________________________________
4. Write Down Contact Information
Write down the name, title, and full mailing address of the individual you will be
contacting. If you are sending an online letter, also note that individual’s e-mail
address.

_____________________________________________________
_____________________________________________________
_____________________________________________________

An Example: Chris Matthews
To make the process of cover letter writing easier and faster for you, we’ve
created a fictitious job seeker, Chris Matthews. Chris is an experienced construction project manager who wants to relocate to Florida. He is preparing
a cover letter to respond to ads in Florida newspapers.
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Work along with Chris as you both progress through steps 2 through 6, creating a cover letter from start to finish.
Here are Chris’s completed Action Items for “Step 2: Pre-Plan”:
1. Choose a type. To begin his job search, Chris will use letter type 1:
Ad-Response Letter to a Company. Browsing online, he peruses the
newspaper classifieds in all of the major cities in Florida. He finds a
listing seeking a Licensed Contractor for Tedesco Construction in
Fort Myers.
2. Compile information about the company. Through research, Chris
learns that Tedesco is a medium-sized commercial construction firm
with an excellent reputation for quality. It has a healthy business with
corporate clients and also regularly wins bids from municipalities—in
fact, it recently won a bid from the city of Fort Myers to build a new
safety center.
3. Compile information about the position. The ad is very brief, simply
specifying “Licensed Contractor.” But Chris knows what kinds of skills
and achievements will be of value: the ability to finish projects on
schedule and on budget, a knack for working with subcontractors,
and the broad experience needed to erect a complex structure.
4. Write down contact information. Because the company is not technologically advanced, Chris will use a traditional mailed letter (rather
than e-mail). He plans to write to the president of the company,
whose title was included in the ad. He has gone the extra mile to find
out her name.
Cynthia Mars, President
Tedesco Construction, Inc.
1230 Seaside Boulevard
Fort Myers, FL 33907

Step 3: Write the Opening Paragraph
The opening paragraph of your cover letter is your hook—your “sales
pitch” of who you are and why you would be of value to that specific organization. You should write it to entice the recipient to read your letter in its
entirety and then take the time to closely review your resume. Because it is
so critical, the opening paragraph is often the section that will take you the
longest to write.
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Tip

If you’re having trouble writing the opening paragraph of your cover
letter, leave it for the time being and move on to the body of the letter.
After you’ve written the rest, the opening paragraph usually flows much
more smoothly and quickly.

You must address three specific questions in the opening paragraph of your
cover letter:
1. Who are you?
2. Why are you writing?
3. What message are you communicating?
There are literally hundreds of opening paragraphs you can use that differ
in style, wording, impact, tone, and presentation. The type of opening to
choose depends on two key criteria:
1. What is appropriate for the specific situation? Are you writing in
response to an advertisement or following up with a network referral?
Are you writing to Fortune 100 companies to explore potential
opportunities, or are you responding to a posting from an Internet
job site? The specific situation almost always dictates the type of opening you select.
2. What feels right? When you read the following samples, you’ll really
like a few of them, feel lukewarm about others, and definitely not like
some of them at all. That’s okay. People differ; cover letter styles differ. Select one that not only fits the situation, but one that you feel
good about, like its tone, and believe will work for you.

Sample Opening Paragraphs
We’ve chosen 41 of our favorite opening paragraphs to share with you.
Some are aggressive; some are mild-mannered and conservative. Some are
typical in style; others are vastly different from anything you’ve probably
ever seen. Read them all and select the ones that you are most comfortable
with.

Sample 1: Ad-Response Letter to a Company or Recruiter
I am writing in response to your advertisement for a (NAME OF POSITION) and
have enclosed my resume for your review.
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Advantages:
Direct, clear, and concise.
Immediately identifies the position for which the candidate is
applying.
Disadvantages:
Passive and a bit passé.
Reads the same as hundreds of other cover letters the company or
recruiter has read before.

Sample 2: Ad-Response Letter to a Company or Recruiter
You will want to interview me for the Administrative Director position with Pfizer
because I
• Managed all administrative and business support functions for Merck’s
four-person senior executive management team for 12 years.
• Implemented the full suite of Microsoft Office programs and coordinated
on-site training for 200+ administrative personnel.
• Saved $10,000 in annual purchasing costs.

Advantages:
Immediately asks for the interview.
Highlights experience in the same industry (both companies are
large pharmaceutical manufacturers).
Quick and easy-to-read style.
Disadvantage:
Can be interpreted as too aggressive (but we don’t think so).

Sample 3: Ad-Response Letter to a Company or Recruiter
Born and educated in Australia, I have lived and worked around the globe—from
Asia to Latin America, from the U.S. to the Philippines. The strength of my crosscultural experience, combined with 15+ years of senior management experience,
places me in a uniquely qualified position for your search for a Director of
International Business Development.
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Advantages:
Interesting, informative, and fun introduction.
Communicates the candidate’s overall expertise.
Clearly highlights the position for which the candidate is applying.
Disadvantages:
Candidate could be perceived as “older” due to 15+ years and such
extensive global experience.
Conversational rather than hard-hitting—requires reading the full
paragraph to determine the specific reason for writing, although the
bold type certainly helps make this information more noticeable.

Sample 4: Ad-Response Letter to a Company or Recruiter
Your recent advertisement for an Operations Manager calls for skills and experience
I have demonstrated throughout my career—most recently as Director of Operations
for Office Depot’s Corporate Accounts Warehouse.

Advantages:
Clearly identifies why the candidate is writing.
Appeals to the company’s interests by referring to its advertised
needs.
Immediately communicates that the candidate held a highly relevant
position with a well-known organization.
Links the candidate’s experience to the specific position.
Disadvantages:
Appropriate only if the candidate’s experience is directly relevant to
the advertised position.
Rather bland.

Sample 5: Ad-Response Letter to a Company or Recruiter
There is nothing that I have found that offers more challenge than “closing the
deal.” The strategy, the partners, and the money involved can be complex. But
when the deal closes, the personal satisfaction is tremendous. It is this expertise
that I bring to the position of Venture Funding Manager.
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Advantages:
Unique, interesting introduction.
Immediately identifies the candidate’s number-one qualification.
Links the candidate’s experience to the specific position.
Disadvantage:
Appropriate only if the candidate’s number-one qualification is what
the hiring company is focused on.

Sample 6: Ad-Response Letter to a Company or Recruiter
When I was 7, like many others, I seriously planned to become a professional baseball player. Unlike so many others, however, I found a way to stay involved in sports
despite not making it to the major leagues. Playing baseball through high school and
college, and then becoming involved as Clubhouse Manager for a AAA baseball
club, were natural outlets for my interest and ambition. I then “fell” into a sales position, where I’ve excelled for three years. Now I see an ideal opportunity to combine
my deep interest with my proven professional skills and would be delighted to interview for your Sports Sales Associate position.

Advantages:
Unique and interesting introduction that, in the right circumstances,
can really captivate the reader.
Gives a quick but comprehensive “life” summary.
Clearly states the position for which the candidate is applying.
Disadvantages:
Applicable only for a candidate seeking to transition from one industry to another.
Could be interpreted as too “homey.”

Sample 7: Ad-Response Letter to a Company or Recruiter
I would like to submit my name for consideration for your advertised Warehouse
Manager position. My qualifications follow.

Advantages:
Clear and concise.
Immediately communicates the position the candidate is applying for.
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Disadvantage:
Boring, with no “hook” to grab the reader’s attention.

Sample 8: Ad-Response Letter to a Company or Recruiter
Success. I believe that it lies in one’s ability to merge the strategic with the tactical,
to understand the market and the competition, to effectively control a company’s
finances, and to build a strong and committed workforce. No one function is
accountable for performance. It is the integration of all functions and the combined
strength of the management team that makes things happen. This knowledge and
hands-on approach to executive management are what distinguish me from other
candidates for the position of CEO.

Advantages:
Communicates that this candidate understands business and executive management.
Uses a unique style and executive-level presentation.
Disadvantages:
Style is appropriate only for a mid- to senior-level position.
Can be interpreted as too vague, theoretical, or obscure.

Sample 9: Ad-Response Letter to a Company or Recruiter
Please accept this letter and enclosed resume as application for the position of City
Manager. You will find that not only do I have the specific qualifications you are
seeking, I am a strong business leader, a graduate of McAllen Leadership
Conference, and a current resident of the city with a wide network of personal, professional, and political contacts.

Advantages:
Immediately identifies the position for which the candidate is
applying.
Highlights what the candidate considers to be her three most significant selling points.
Combines a traditional introduction (“Please accept…”) with a proactive style (“…strong business leader…”).
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Disadvantages:
Might not be addressing the “hot buttons” of the hiring committee.
Language might be viewed as stodgy or old-fashioned.

Sample 10: Ad-Response Letter to a Company
A start-up company is only as good as the people behind it, and when you’re in the
Internet arena, you need people who are experienced and knowledgeable in this
ever-changing medium. I believe your search for the newest addition to your team
is over if you seek an entrepreneurial-minded sales professional with expertise in
formulating, managing, and marketing emerging Internet services.

Advantages:
Distinctive introduction that will stand out from the crowd of competitors.
Makes an immediate industry connection between the candidate and
the hiring company.
Alludes to the specific position for which the candidate is applying.
Disadvantages:
Might be telling people what they already know (“A start-up company
is only as good…”) and, therefore, might be considered somewhat
condescending.
The recipient must read the whole paragraph to “get it” and to identify the position for which the candidate is applying.

Sample 11: Ad-Response Letter to a Company
Your search for a Retail Sales Manager is over if you are interested in someone who
can ignite sales, reduce losses, and build a top-performing sales and customerservice team. I have done it in the past and will continue to do it in the future—
ideally with Lazarus-Macy’s Retail Management. I present to you my resume for
your consideration for a position on your management team.

Advantages:
Powerful and confident introduction that is most appropriate for
candidates in sales, marketing, and business development (demonstrates that you really can sell).
Highlights overall areas of expertise and achievement.
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Disadvantage:
Could be interpreted as a bit too boisterous for some organizations.

Sample 12: Ad-Response Letter to a Recruiter
I meet all the hiring criteria for your search for an Administrative Director. Briefly
summarized, my qualifications include the following:

Advantages:
Clean, clear, and concise.
Briefly addresses hiring criteria as stated in the advertisement.
Disadvantage:
Passive approach that is similar to hundreds, maybe thousands, of letters the recruiter has previously seen.

Sample 13: Online Letter to a Company or Recruiter
I submit my qualifications in response to your job posting for a Nurse Manager and
have attached my resume at the bottom of this letter.

Advantages:
Clear and concise opening suitable for an abbreviated online letter
format.
Immediately identifies the position for which the candidate is
applying.
Disadvantage:
Boring, but appropriate for “quick-read” e-mail letters.

Sample 14: Online Letter to a Company or Recruiter
With 12 years of experience as a high school teacher, I more than meet your hiring
requirements for the Teacher Training Specialist position. My resume is available for
your review at www.cminstitute/lrosen.html.

Advantages:
This concise and straightforward introduction is ideal for an online
cover letter.
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Connects the candidate’s experience with the advertised position and
its specific requirements.
Demonstrates technological proficiency (by including the Web site
address).
Disadvantage:
Does not entice the recipient to read on or provide any captivating
information.

Sample 15: Cold-Call Letter to a Company or Recruiter
Are you in need of a top-producing sales professional? An individual who has built
new sales territories, delivered double-digit revenue growth, and consistently outperformed the competition? An individual who excels in transitioning customer relationships into profitable partnerships?

Advantages:
Can be a powerful introduction if the reader answers “yes.”
Can entice readers if the candidate has used the right keywords to
grab their attention.
Demonstrates that the candidate knows how to sell (the letter itself is
a sales pitch).
Disadvantage:
Is virtually worthless if the reader answers “no.”

Sample 16: Cold-Call Letter to a Company or Recruiter
Recruited to RAP Technology in 1989, I am one of five executives responsible for
the dramatic growth of the company, from a $7 million privately held government
contractor into a $200+ million NYSE high-tech systems provider with operating
subsidiaries worldwide. My contributions have been diverse, with dual roles as
Senior Vice President of Operations and Chief Technology Officer.

Advantages:
Immediately communicates that the candidate has value. RAP
recruited him, so others must want him as well.
Demonstrates significant achievement and outstanding financial
performance.
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Disadvantages:
Is appropriate only if the candidate was recruited for his last position.
Is appropriate only if the candidate has one very significant achievement to highlight.
Does not immediately communicate the type or level of position the
candidate is interested in.

Sample 17: Cold-Call Letter to a Company or Recruiter
As one of the top three executives in a national nonprofit organization, I have been
recognized for my expertise in building strong, efficient, cost-effective, and productive
operations that are responsive to our members’ needs. When we started three years
ago, the organization was an unknown entity. Today, we have increased our membership 400%, increased our funding 200%, and are recognized as one of the top 500
nonprofits in the country.

Advantages:
Immediately identifies who the candidate is and his level of experience.
Highlights quantifiable achievements that are quite significant.
Disadvantage:
Appropriate only if the candidate is writing to an individual in the
same industry (in this instance, nonprofit).

Sample 18: Cold-Call Letter to a Company or Recruiter
Beginning my professional career as one of the first female engineers ever hired into
MCI, I progressed rapidly through a series of increasingly responsible technical, product development, marketing, and sales management positions with MCI, Sprint, and
AT&T. And to each, I delivered financial results.

Advantages:
Demonstrates innovation and fast-track promotion.
Communicates significant industry expertise.
Vaguely highlights success and achievement.
Disadvantages:
Unclear as to what this candidate’s current objective is.
Niches this candidate into one specific industry—telecommunications
(fine if that’s where her search is strictly focused).
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Sample 19: Cold-Call Letter to a Company
Building corporate value is my expertise. Whether challenged to launch a start-up
venture, orchestrate an aggressive turnaround, or lead an organization through
accelerated growth and expansion, I have consistently delivered strong financial
results.

Advantages:
Aggressive, powerful, and high-performance.
Most appropriate for a senior management or executive-level
position.
Disadvantages:
Can be interpreted as too aggressive (although we don’t think so).
Not focused on any particular type of company (start-up, turnaround, or growth) that the candidate is interested in—is “all over
the place.”

Tip

You can use countless variations on the “building corporate value is
my expertise” strategy. For example, if your expertise is in managing turnaround businesses, you might start with “Leading organizations through
massive change and reorganization is my expertise.” Obviously, you’ll need to also
modify the second sentence in the paragraph to highlight achievements that are
directly related to turnaround, reorganization, revitalization, process improvement,
performance improvement, change management, and other related functions.
Or, if your success has been in developing new products, you could begin your
cover letter with,“Developing new products that have generated millions of dollars
in new sales revenues is what I do best.”Then continue with your next sentence that
highlights relevant achievements, functions, and keywords.
These types of letters aren’t restricted for use at just the senior management or
executive level. Suppose you’re an office manager whose expertise is creating order
from chaos. You might consider writing “Creating efficient, productive, and wellorganized business support operations is the value I bring to your company.”
If you like this strategy, first identify your number-one qualification or area of expertise, and then work on developing a strong and powerful two- to three-sentence
introductory paragraph. You will find numerous variations of this opening in the
sample letters in chapters 7 through 13.
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Sample 20: Cold-Call Letter to a Company
I am writing and forwarding my resume in anticipation that you may be “in the market” for a well-qualified President and CEO. Highlights of my professional career that
may be of particular interest to you include the following:

Advantages:
A “toned-down” version of sample 19.
Immediately identifies who the candidate is, level of experience, and
type of position being sought.
Disadvantage:
If the reader is not “in the market,” the letter is of little value.

Sample 21: Cold-Call Letter to a Company
Never in the history of industrial automation has the pace been faster, the competition stiffer, or the economic factors more complex. With the rapid emergence of the
information technology marketplace, every company is faced with tremendous challenges and unlimited opportunities.
Are you prepared to compete and win?
I can make a positive impact. With 20+ years’ experience in the information
technology industry, most recently in data warehousing, digital communications,
and e-commerce, I bring a wealth of technical and managerial expertise to Blue
Ridge New Media Partners.

Advantages:
Quickly communicates that this is a senior-level candidate.
Demonstrates industry knowledge and expertise.
Is unique in style and presentation.
Does not communicate an immediate message of “I want a job.”
Disadvantages:
Takes quite a while before the reader understands “who” this candidate is; therefore, might lose the reader’s interest.
Does not quickly communicate why the candidate is writing;
therefore, might lose the reader’s attention.
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Sample 22: Cold-Call Letter to a Company
During my ten-year career with Westinghouse, I earned seven merit promotions,
advancing from Management Trainee through a series of increasingly responsible
production assignments to my current position as Manager of Production
Scheduling. Now my goal is to transition my experience into a smaller, highergrowth organization such as Excelsior Technology.

Advantages:
Communicates promotion, achievement, and success.
Quickly and effortlessly explains the reason for leaving her current
position.
Disadvantages:
Does not state a particular position in which the candidate is
interested.
Highlights experience with a large corporation when the candidate is
currently looking for opportunities with small companies.
Communicates a focus on the candidate’s career and goals rather
than the company’s needs; an employer’s knee-jerk reaction could
be, “So what?”

Sample 23: Cold-Call Letter to a Company
Twenty years ago, consumer electronics virtually sold themselves. With just a bit
of advertising, a company was set to launch a new product. Today, things have
changed dramatically, and marketing has become one of the most vital components
for any successful company. With both global competition and new product rollouts
at an all-time high, it is no longer enough just to develop a great product. You need
an astute marketer, and that is precisely what I am.

Advantages:
Immediately communicates who the candidate is.
Demonstrates substantial industry experience.
Captures interest and should command immediate agreement with
the philosophy expressed.
Disadvantage:
Can be interpreted as condescending (doesn’t everyone already
know this information?).
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Sample 24: Cold-Call Letter to a Company
I am currently employed as the Hotel Manager with The Emerald Suites in San
Diego. After eight years, I have decided to confidentially explore new opportunities
and am contacting a select group of hotels that would be most interested in a candidate with my qualifications.

Advantages:
Immediately communicates who the candidate is.
Highlights years of experience in the hotel industry.
Drops the “right” name (assuming that The Emerald Suites is a prestigious property).
Disadvantages:
Not particularly exciting or captivating.
Unclear as to what type of position the candidate is seeking
(although we can guess).
May convey an impression of self-importance—and there’s definitely
more focus on the candidate’s interests than the employer’s needs.

Sample 25: Cold-Call Letter to a Company
If you are looking for an experienced Pharmaceutical Sales Representative who can
increase market share, build strong physician relationships, deliver effective presentations, and capture competitive business, then you will be interested in the experience and accomplishments highlighted in the enclosed resume.

Advantages:
Immediately communicates who the candidate is.
Identifies with the company’s needs and promises the ability to deliver results.
Immediately communicates why the candidate is writing.
Disadvantage:
If the company is not looking for someone with these qualifications,
the first paragraph will not capture interest.
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Sample 26: Cold-Call Letter to a Company
If you ask any one of my colleagues, employers, or clients, they will all tell you the
same thing about me: I am a unique combination of Technical Expert and
Customer Service Specialist. It’s what I have done for years, it’s what I enjoy, and
it’s the value I bring to TXT Systems, Inc.

Advantages:
Unique letter style and tone.
Who the candidate is stands out boldly.
Disadvantages:
Does not state the specific type of position the candidate is seeking.
Might be considered somewhat pompous (although we don’t think
so).

Sample 27: Cold-Call Letter to a Company
I am a well-qualified Bank Manager seeking a new and more challenging career
opportunity with a financial institution in need of strong strategic, operating, and
management leadership.

Advantage:
Clearly and immediately communicates who the candidate is.
Disadvantages:
Vague in terms of what type of position the candidate is currently
seeking.
Not particularly exciting, interesting, or captivating.

Sample 28: Cold-Call Letter to a Company
When I joined the investment management team at USF&G, I knew I was in for an
exciting opportunity. Little did I know that during my five-year tenure, the company
would be acquired twice and experience better than 200% market growth. In
response to the dramatic changes within the organization, not only was I retained
during each of these transitions, I was promoted three times to my current position
as Director of Retail Investor Services, the exact type of position I am now seeking
with your financial institution.
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Advantages:
Interesting and informative introduction.
Communicates the candidate’s fast-track career, promotion, and value
to his current employer.
Communicates the type of position the candidate currently holds and
relates it directly to the position being sought.
Disadvantage:
Leaves the reader wondering why this individual is seeking new
employment opportunities if his career with USF&G has been so phenomenal.

Sample 29: Cold-Call Letter to a Company
I am a well-qualified marketing professional with 15+ years of experience. Most
notable have been my achievements in new market development, new business
development, market research, service/product line expansion, and customer
management. Now, after a long and successful career with ABC, I am seeking to
relocate to Atlanta and am quite interested in opportunities with your local network
affiliate.

Advantages:
Clearly communicates this candidate’s expertise and core skill sets.
Communicates the candidate’s generalized achievements.
Highlights that the candidate is (or will be) available in the local
market; therefore, no relocation is required.
Disadvantages:
15+ years of experience can be interpreted as maybe 20, 30, or more
years and, therefore, makes this look like an older candidate.
Candidate appears to be moving downward in the career cycle.

Sample 30: Cold-Call Letter to a Company
Do you seek the missing link to connect your U.S. operations with your expansion
into Latin America? If so, we should meet. You will be particularly interested in the
past five years of my career, during which I have provided the knowledge and experience to build Allied Signal’s presence throughout the entire Latin American region.
Starting with virtually nothing, I built a multimillion-dollar market that continues to
grow at better than 25% annually.
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Advantages:
Captures immediate attention if the reader is interested in expanding
into Latin America.
Clearly communicates the candidate’s experience and success.
Highlights a very tangible achievement.
Disadvantage:
Potential exists that the recipient could answer “no” to the introductory sentence, making the letter virtually powerless and a waste of
time.

Sample 31: Cold-Call Letter to a Company
As I begin to launch my new career, I am looking for a company with a reputation
for continual growth and achievement. From its beginning in 1899 as Brown
Telephone Company, Sprint has grown tremendously and positioned itself as one of
the industry’s leaders. Sprint has precisely the spirit and drive that I seek as I near
graduation and begin my career in human resources.

Advantages:
Demonstrates that the candidate has devoted time to researching the
company and its history.
Communicates the specific type of position the candidate is seeking.
Disadvantages:
Immediately identifies that this candidate (a graduating student) has
no relevant experience.
May be interpreted as manipulative and pandering to the company.
Gives no reason why the company should be interested in this candidate.
Communicates what the candidate is looking for rather than what he
or she can offer the company.

Sample 32: Cold-Call Letter to a Company
FOR IMMEDIATE RELEASE
Lew Johnson, Sports Information Director at Maine State University, recently
announced his desire to contribute his three years of experience in sports and
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public relations to a Division I school. Johnson’s contract with MSU expires in May,
and he sees this as an opportunity to meet bigger challenges. Johnson’s performance at MSU has brought a great deal of attention to the athletic department, from
athletes, students, parents, and the general public. He knows he can do the same
for a larger athletic department at a larger school.

Advantages:
Unique format that is particularly enticing for a public relations or
marketing communications position.
Demonstrates creativity, innovation, and the ability to capture the
reader’s interest.
Clearly identifies who the candidate is, his experience, and his current employment objectives.
Disadvantages:
Could be interpreted as a traditional press release and either
forwarded to the PR department or discarded.
May be too creative for a traditional or conservative university.
Written in the third person, which is generally not advisable.

Sample 33: Cold-Call Letter to a Recruiter
I am writing in anticipation that you might be working with a client company seeking
a well-qualified candidate for a position in Technology R&D. Highlights of my career
that might be of particular interest to you include the following:

Advantages:
One of the preferred methods when writing to a recruiter.
Clear and concise as to the type of position the candidate is seeking.
Immediately identifies the candidate’s industry preference.
Disadvantages:
Passive and passé.
Similar in tone and presentation to thousands of letters the recruiter
has previously received.
Nothing distinguishing to immediately capture the reader’s attention.
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Sample 34: Referral Letter
Walter Clark recently described your broker-training program to me, and it certainly
caught my attention as I seek to start a new career in the financial services industry.
Mr. Clark is familiar with my extensive professional experience and recommended I
submit my resume directly to you for consideration for one of your vacant investment professional positions.

Advantages:
Highlights the name of the referring individual, who is someone the
recipient knows.
Communicates that it was Mr. Clark’s recommendation that this candidate contact the company, because Mr. Clark believes there might
be a match between the company and the candidate.
Identifies the type of position the candidate is most suited for.
Disadvantages:
The letter could potentially be passed on to someone who is not
familiar with Mr. Clark, therefore negating the impact of the letter.
Does not highlight any particulars about the candidate’s experience.

Sample 35: Referral Letter
John Greene of CIO Enterprises suggested I contact you regarding your search for a
Corporate Counsel. I’ve worked closely with John and his executive team for the
past 18 months to facilitate their private placement and subsequent IPO. With the
successful conclusion of that assignment, I’m now interested in other corporate
funding and development projects, so John thought we might be a good fit for one
another.

Advantages:
Highlights the name of the referring individual, who is someone the
recipient knows.
Clearly communicates the value the candidate can bring to the company through the example of what she has done for CIO Enterprises.
Is clear about the type of position the candidate is seeking.
Disadvantages:
If the company has no corporate funding and development projects
on the horizon, the candidate’s experience will not capture the
reader’s interest.
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The letter could potentially be passed on to someone who is not
familiar with Mr. Greene, therefore negating the impact of the letter.

Sample 36: Networking Letter
As a fellow CEO, I’ve most likely dealt with many of the same issues that you have—
issues related to reducing costs, optimizing operations, improving staff competencies, and, ultimately, strengthening bottom-line financial performance. My particular
achievements have been in the transportation industry, but the skill sets I demonstrated are easily transferable to another industry.

Advantages:
Immediately communicates the level of this candidate’s expertise.
Best used when approaching network contacts for their assistance and
recommendations.
Builds camaraderie with the reader.
Disadvantages:
Clearly communicates that the candidate does not have experience
related to the recipient’s industry and, therefore, might immediately
exclude him from consideration.
Not focused on any particular opportunity.

Sample 37: Networking Letter
Your name came to my attention recently as I began researching the pharmaceutical and medical research industries. I am interested in a career in sales and am
looking to gain further insight into these industries and major players like yourself. I
hope that you will help me in this pursuit of information by meeting with me to
answer a few questions. Please understand that I am not asking for a job, but rather
for some of your time to increase my knowledge.

Advantages:
Excellent introduction for a letter requesting an informational interview (as opposed to a job interview).
Alerts the recipient to the fact that her name is well known and well
respected in the industry.
Not asking for a job—just for information and time.
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Disadvantages:
Appears as a novice in the industry with no relevant experience.
Might be interpreted by the reader as a waste of her time.
Might be construed by the reader as an indirect attempt to secure
employment.
There is no personal reference; the writer is essentially “cold-calling”
the recipient.

Sample 38: Follow-Up Letter to a Company or Recruiter
Three weeks ago I forwarded my resume for consideration for the position of
Advertising Specialist with WRKR Broadcasting. I’m sure you received quite a
response and have had to devote time to reviewing the qualifications of each of
the candidates. At this time, I would like to reiterate my interest in the position
and assure you that my qualifications not only meet, but exceed, your hiring
requirements.

Advantages:
Connects the candidate’s experience to the company’s specific hiring
requirements.
Demonstrates that the candidate follows up on a task that he has
initiated.
Reconfirms the candidate’s interest in the position.
Disadvantages:
Might be a waste of time if the hiring manager did not respond to
the first inquiry.
Might be interpreted as “pushing” the hiring manager too hard to
follow up (we don’t think so).

Sample 39: Follow-Up Letter to a Company or Recruiter
After we met last month at the AMA meeting, you asked that I forward my resume
to you. Assuming that you’ve received it by now, I wanted to follow up to schedule
an interview with you. During our conversation, you mentioned that you were interested in a candidate with an extensive background in the insurance and riskmanagement industries. That is precisely my background and the value I bring to
AAA.
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Advantages:
Brings to the reader’s immediate attention that she has already met
the candidate and, at that point, asked the candidate to forward his
resume.
Clearly communicates who the candidate is.
Clearly communicates the experience the candidate brings to the
company.
Disadvantages:
Might be a waste of time if the hiring manager or recruiter did not
respond to the first inquiry.
Might be interpreted as “pushing” too hard to follow up (we don’t
think so).

Sample 40: Sponsor Letter
After our leadership conference last week and our discussion about your search for
a new Director of Procurement, I think I’ve found just the right candidate for you.
Jonas Viens has been an employee with our organization for eight years and currently serves as Assistant Director of Purchasing and Vendor Relations. His level of
expertise in vendor sourcing, price negotiations, and contract administration is outstanding and a valuable asset to our organization. However, Jonas has decided to
relocate to Miami, a real loss for us but a potentially outstanding opportunity for you.

Advantages:
Excellent example of a sponsor letter introduction.
Clearly communicates who the candidate is and his value to the hiring organization.
Immediately connects the candidate with the hiring company’s needs.
Disadvantages:
Can be used only if written by a third party—a candidate’s sponsor.
Appropriate only if this senior executive is writing to a colleague—
another senior executive.
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Sample 41: Sponsor Letter
Mary Morton is a winner. I know from experience. Mary worked for me for 14 years,
first as Sales Manager and then as VP of Sales and Marketing during my tenure as
CEO of Ryder Dedicated Logistics. Her performance was top-of-the-line, consistently
exceeding revenue and profit objectives and winning major accounts. What’s more,
she knows our industry, how the marketplace works, and what it takes to win. If
you’re looking for a VP of Sales to replace Roger, you can’t go wrong with Mary.

Advantages:
Powerful introduction and testimonial from a third party.
Clearly communicates who the candidate is.
Clearly communicates the need the candidate fills.
Disadvantages:
Can be used only if written by a third party—a candidate’s sponsor.
Appropriate only if this senior executive is writing to a colleague—
another senior executive.

Action Item
1. Write Your Opening Paragraph
Write the opening paragraph for the cover letter you have selected to write for
this exercise. You can select one of the preceding samples and edit it to your
experience, qualifications, achievements, and the specific situation at hand. Or, if
you prefer, you can write an entirely different introduction that is appropriate
and that “feels good” to you.

Chris Starts His Letter
Remember Chris Matthews? He’s about to start his letter to Tedesco
Construction to see whether he can “sell” his qualifications as a Licensed
Contractor for the company.
Chris wants to appeal to the main concern of construction companies
everywhere: getting the job done on time. Here’s how he starts his letter:
With in-depth construction management experience and a 20-year record of never
missing a project-completion date, I have proven skills and a track record of performance that can benefit your company as a Licensed Contractor.
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Step 4: Write the Body
After reading and progressing through step 3, “Write the Opening
Paragraph,” you’re now ready to tackle the real task at hand. You’re ready
to write the body of your cover letter—the substance, key qualifications,
accomplishments, successes, and whatever other information you can highlight that will entice the reader to closely review your resume and offer you
the opportunity for a personal interview.

Tip

Before you begin writing, again consider why you’re writing the letter you have chosen for this exercise. Regardless of your profession, the
type of position you are interested in, your industry experience, your professional skill set, your technical proficiency, or any other variable, you have just one purpose in writing the letter:
To sell the product—and the product is you!

Highlight Your Features and Benefits
To sell any product, you must highlight the attractive features and benefits of
that product. Put yourself in the buyer’s shoes and ask yourself:
What will catch my attention?
What’s interesting about this candidate?
What’s innovative or unique about this candidate?
Why is this candidate different from (or better than) other competitive candidates?
Do I understand the value I’ll get from this candidate?
Do I need this candidate?
Do I want this candidate?
Whether or not you’re conscious of it, every time you buy something, you
ask yourself these questions and others. It’s the typical process that everyone goes through when they’re deciding whether to make a purchase. It is
imperative that you remember this as you begin to write your cover letters.
Understand that you must clearly communicate the answers to these questions in order to get people to want to “buy” you.

Chapter 3 Writing Your Cover Letters

Tip

Your cover letter should not be written as “Here I am; give me a job.”
Instead, it should be written as,“Here I am; this is why I am so valuable; now
give me a job.” Focusing on the value and benefits you have to offer is a
good way to capture the reader’s attention. Remember, the employer’s most compelling question is “What can you do for me?”, not “What do you want?”
Your challenge is to convey that value in a short and concise document—your
cover letter.

Refer to Your Key Selling Points Lists
Refer to the lists of responsibilities and achievements you developed in
“Step 1: Identify Your Key Selling Points” in chapter 2. Your lists include
information from both your current position (if you are currently
employed) and all of your past positions. The sole reason that you completed this task was to prepare for what you are going to do now: write the
“meat” of your cover letter.
Unfortunately, there are no rules to guide you in selecting what to include
from your lists and what to omit. It is entirely a judgment call based on the
specific situation at hand. Consider the following scenario:
You’re currently employed as a customer service manager with a large telemarketing company. If you’re applying for a similar position in the creditcard industry, the responsibilities and accomplishments you will highlight
in your cover letter are those related to customer service, problem resolution, team building, and business unit management. You will not highlight
your years of experience in the telemarketing industry.
If, on the other hand, you’re applying for a position in sales in the same
industry, the responsibilities and achievements you will highlight are those
related to customer relationship management, account management, and
product/service support, as well as your extensive experience in the telemarketing industry.
So, as you can see, what you highlight in your cover letter is determined
exclusively by the specific situation at hand—the position, the company,
the industry, and the required qualifications and experience. It is not necessarily based on what you consider to be your most significant responsibilities and achievements from throughout your career, but rather what is most
relevant to the hiring company and its needs.
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Achievements, accomplishments, contributions, and successes are the cornerstone of any effective cover letter. It goes without saying that you want
to demonstrate that you have the right skills, qualifications, and experience
for a particular job. However, you do not want your letter to be a “job
description”—merely a listing of job responsibilities. First of all, you’ve
addressed a great deal of that information in the resume that you’ll be
sending along with your cover letter. Remember, you do not want your letter to simply reiterate what’s in your resume. The challenge is to write a
cover letter that complements the resume and brings the most notable
information to the forefront, as related to the particular position or
situation.
Secondly, when you write in your cover letter that you have “Seven years of
experience managing electronics purchasing for GE,” you’ve immediately
communicated a whole set of implied skills (such as vendor sourcing, contract negotiations, inventory planning, competitive bidding, product
review, and knowledge of electronic products). To keep your cover letter
short and succinct, do not waste space simply listing all of your skills and
competencies as they are noted on your resume. Instead, highlight the
notable achievements that will set you apart from the crowd and give readers a good idea of what you can do for them.
Depending on the format of your letter, you can convey this information in
paragraph style, in comparison-list style, or in bullet points. If you’re writing full paragraphs, make sure they are fairly short to promote readability.
Edit and tighten your copy so that every word and phrase conveys information that relates to the employer’s needs and your most relevant qualifications.
Your lists of responsibilities and achievements are your tools. First review
what you know about the company and the position (your action items
from “Step 2: Pre-Plan”). Then carefully review your lists to determine
which responsibilities and achievements are most appropriate to this particular situation, and incorporate them into your letter. Sometimes you’ll use
them exactly as you have written them; sometimes you’ll edit them to integrate them into the flow of your cover letter; and other times you might
consolidate several of them into one statement or achievement. However
you elect to use these lists, use them wisely. You have gone to the effort to
prepare them. Now let them work for you as the foundation for every letter
you write.
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Action Item
1. Write the Body
Write the core section of the cover letter you have selected to write for this exercise. You can use the paragraph style, comparison-list style, or bullet style,
depending on the particular reason you are writing this letter. Be sure to focus
on your achievements so that you can quickly and accurately communicate
your value and strength in performance. Use the samples in chapters 8 through
13 to give you ideas on how to write powerful text that communicates a positive message of performance.

Chris Writes the Body of His Letter
Chris Matthews continues his letter to Tedesco Construction with a brief
list of qualifications and accomplishments followed by a paragraph expanding just a bit on how he is able to do what he does. He carefully communicates key strengths in the areas that he believes are most important to his
reader.
In brief, I offer:
• In-depth expertise in all facets of commercial/industrial construction
• Florida General Contractor license (fully up to date with annual CEUs)
• Record of 100% on-time, on-budget project completion
• High quality standards and the ability to get top results from contractor crews
• Proven dependability, integrity, and dedication to customer satisfaction
As a partner in a small construction company, I have managed every stage of a
project, from preparing bids to handing over keys to new owners. Through teambuilding, clear communication, and careful progress tracking, I resolve small problems before they escalate and routinely deliver successful, profitable projects.

Step 5: Write the Closing
Now that you’ve written your introductory paragraph and the balance of
your cover letter, all you have left to write is the closing paragraph. Simple
enough—and, in fact, this is generally the easiest section of your letter to
write. To get started, ask yourself these two simple questions:
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1. What style of closing paragraph do I want to use?
2. Is there any specific personal or salary information I want to include
that was requested in the advertisement to which I am responding?
When it comes to choosing style, closing paragraphs are easy. There are
only two styles—passive and assertive. There are, obviously, various options
within each of these styles, and we explore these later in this section. The
distinction between the two styles is evident:
Passive style: A passive letter ends with a statement such as “I look
forward to hearing from you.” With this sentence, you are taking a
passive approach, waiting for the hiring company or recruiter to contact you. This is not the strategy we recommend.
Assertive style: An assertive letter ends with a statement such as “I
look forward to interviewing with you and will follow up next week to
schedule a convenient appointment.” In this sentence, you are asserting yourself, telling the recipient that you will follow up and asking
for the interview!
We strongly recommend that you always end your cover letters with an
assertive closing paragraph. Remember that the number-one objective of
your cover letter is to get an interview. Ask for it!
Furthermore, we also advise that you outline an agenda that communicates
that you will be expecting their call and, if you don’t hear from them, you
will follow up. This puts you in the driver’s seat and in control of your job
search. It also demonstrates to a prospective employer that once you’ve initiated something, you follow it through to completion. This is a valuable
trait for any professional.
Inevitably, there will be instances in your job search when you will not be
able to follow up:
If you are responding to a blind advertisement with a P.O. box, you
won’t know who to call.
If you are responding to an advertisement that states “No phone
calls,” don’t call.

Chapter 3 Writing Your Cover Letters

If you are sending out 1,000 letters to recruiters across the nation,
don’t waste your time trying to follow up on each of them. If a
recruiter is interested or has an opportunity for which you are suited,
they’ll call you.
If you know that you’ll never get the individual you want to speak
with on the phone, don’t waste your time or money trying.

Tip

Follow up with a phone call after forwarding a resume and cover letter only when the situation is appropriate. You do not need to follow up
every single contact with a phone call.

The closing paragraph of your cover letter is also the preferred placement
for any personal or salary information you will include. There are generally
only two times you will want to include this type of information:
When the advertisement asks for it. Common requests include such
things as salary history (what you have made in the past and are currently earning if you are employed), salary requirements (what your
current salary objectives are), citizenship status, or geographic
preference.
I look forward to interviewing for the Sales Manager position and can
assure you that the strength of my sales production, sales training, and
account management experience will bring measurable value to Centric’s
sales organization. In response to your specific requests, my salary
requirements are in the $50,000 to $70,000 range. I am a U.S. citizen
and am open to relocation anywhere in the Southwestern U.S. Thank you.

Tip

You will have already addressed the skill and qualification requirements of the position earlier in your letter—in your opening paragraph
and in the body of the text. Save the closing paragraph for the “extras” that
you might need to include.

When you are writing “cold-call” letters to recruiters. When contacting recruiters, we recommend that you at least minimally address
your salary requirements (a range is fine) and any geographic preferences in the closing paragraph of your cover letter.
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If you currently have an open search for a Logistics and Distribution
Manager, I would welcome the opportunity to interview for the position. Be
advised that my current salary is $45,000 annually and I would anticipate
a 10% to 15% increase in my next position. Thank you for your consideration. I look forward to speaking with you.

The Salary Question
Before we present the various sample closing paragraphs we’ve developed
for your use, let’s take a few minutes to discuss salary and how you can best
deal with divulging salary information when it is requested.
First, keep in mind that it is never to your advantage to volunteer salary
information. If you do so, you give employers a reason for screening you in
or out of consideration, and you place yourself at a disadvantage in later
salary negotiations. On some occasions, however, such information might
be specifically requested. What do you do in those cases?
If an employer or recruiter asks you to provide a salary history (what you
have made in your past and current positions), you have four basic options:
1. You can provide brief information in your cover letter, such as “My
salary history has averaged $100,000 to $125,000 over the past five
years.” This defines the “ballpark” of your salary range and is usually
quite adequate for the first contact you’ll have with a recruiter or hiring company. If you choose to disclose salary information, we recommend this type of response.
2. You can provide more detailed information in your cover letter,
such as
My salary history is as follows: Retail Sales Manager—JCPenney
($75,000/year); Retail Sales Manager—Kmart ($62,000/year); Sales
Department Manager—Kmart ($45,000/year); Sales Associate—Kmart
(progression from $18,000 to $35,000/year).

In this example, you’ve still been brief but managed to include a
great deal of information while demonstrating consistent growth in
your compensation.
3. You can prepare a separate page—titled “Salary History”—that lists
your employers, job titles, and both beginning and ending salaries.
The following is a sample format:
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Customer Service Representative
Beginning Salary—$22,000/year
Sir Speedy Printing Company
Ending Salary—$35,000/year

Here’s another format that might be appropriate if you’ve held several positions with the same company:
IBM—NEW VENTURES DIVISION
General Manager
National Sales Manager
Regional Sales Manager
Key Account Manager
Sales Associate

$137,000/year
$102,000/year
$ 85,000/year
$ 55,000/year
$ 38,000/year

4. You can choose not to provide this information, either ignoring the
request entirely or addressing it without disclosing salary information: “I will be glad to discuss salary once we have determined that I
am a good fit for the position, responsibilities, and environment.”
There is the risk, of course, that the reader will be annoyed that you
did not supply the requested information. In our experience, however, the most common response of hiring managers and HR people is,
consistently, to look at the resume anyway. By not disclosing salary history, you are probably not hurting your chances of being asked for an
interview, and you are maintaining a decided advantage in any ultimate salary negotiation. Of course, if the advertisement states
“Responses without salary history will not be considered,” you must
comply. (See the following discussion of salary requirements for the
details on the pros and cons of supplying and not supplying this kind
of information.)
If an employer or recruiter asks you to provide your salary requirements
(what your current salary objectives are), you again have four basic
options:
1. You can provide a range, such as “My salary requirements are in the
$55,000 to $65,000 range.” This “ballpark figure” is generally enough
information for this initial stage of contact with a potential employer
or recruiter. In fact, this is our preferred method of response.
2. You can provide a specific number in your cover letter, such as “My
salary requirements are $90,000 per year.” This is not a particularly
good strategy because it limits you. The position for which you are
applying might be slated for a $100,000 salary. However, you’ve
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already agreed to work for $10,000 less a year. What a bargain for the
company! Or, a specific number can hurt you in the other direction.
Suppose the company is prepared to pay only $75,000, but it’s a great
opportunity. You might just consider it, but potentially you’ve excluded yourself from consideration with an inflated salary expectation.
And finally, any salary requirement that is too high or too low can
effectively “screen you out,” particularly in the first stages of resume
review. When a recruiter or HR person is flooded with hundreds of
resumes, the first response is to weed out anyone who doesn’t fit each
and every aspect of the job profile.
3. You can “take the fifth” and reply with, “My salary requirements are
negotiable and can be discussed at the time of an interview” or “My
salary requirements are flexible and will be discussed when I know
more about the position and your company.” Either way is really
avoiding the question, but at least you are acknowledging that you
saw the question. The only time we recommend this strategy is when
you have absolutely no idea what a position will pay and don’t want
to oversell or undersell yourself.
4. You can ignore the request and not divulge your salary requirements.
There are definite benefits to this strategy. First, you will not be
screened out based on salary. Second, you won’t “paint yourself into
a corner” with a salary figure that might be much lower than the
company is willing to pay. Third, you are able to keep the focus on
what’s really important: whether you’re the right person for the job.
As every shopper knows, once you’ve found an item that you love,
you’re nearly always willing to pay just a bit more than you budgeted.
By avoiding salary discussion until the company is convinced it wants
to “buy” you, you give yourself a definite negotiating advantage. And
both formal and informal research supports the finding that resume
reviewers look at the resume anyway, even when salary requirements
are not included.
This approach can definitely work in your favor—but if you choose
not to divulge salary requirements in your letter, you must prepare
yourself to answer salary questions when they arise. The best strategy
is to continually steer the conversation back to the matter at hand:
whether you’re the right person for the job, whether you have skills
and experience that can help the company, and so forth. Spend the
time to learn salary negotiating techniques (through a book or a
coaching session with a career professional) so that you can handle
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these questions professionally and consistently throughout your
search. And finally, this strategy will not work with recruiters. As we’ve
stated several times previously, it’s important to be up front with
salary and personal requirements when dealing with recruiters. They
won’t take your candidacy any further unless they know you’re in
tune with their client’s needs.
Depending on your level within the management ranks, you might share
other information in your cover letters relative to your salary and overall
compensation package. This might include such items as signing bonuses,
performance bonuses, equity interest, stock options, profit-sharing plans,
deferred contribution plans, deferred compensation plans, and other management and executive incentives. Regardless of your career level, we
wholeheartedly recommend that you read Job Offer! A How-To Negotiation
Guide by Maryanne L. Wegerbauer (JIST Publishing) for an in-depth exploration of the strategies, tips, and techniques for effective salary and compensation negotiations.

Sample Closing Paragraphs
The following 35 sample closing paragraphs are quick and easy to review.
Note that some closing paragraphs are indeed one paragraph, whereas others are two paragraphs, largely to improve readability. Simply select the
samples that you are most comfortable with and adapt them for your use.

Sample 1: Ideal if responding to a recruiter advertisement
If you are working with a client company seeking a candidate with my qualifications,
I would welcome the opportunity to speak with you. Be advised that I am open to
relocation and that my current compensation exceeds $85,000 annually. Thank
you.

Sample 2: Solid closing for a company ad-response letter
I think you’ll agree I meet and exceed your needs for a Firm Administrator. I would
appreciate the opportunity to meet with you and can be reached at (555) 333-2838
to schedule an appointment or for more information. Thank you for your time and
consideration. I look forward to meeting you in the near future.

Sample 3: Aggressive closing for a company ad-response letter
After reviewing the enclosed resume and visiting with me, I think you’ll agree I’m
the missing piece of your team. My experience in the industry is solid, my knowledge of the technology vast, and my client contacts of tremendous value to IBM. I
will follow up next week to schedule an interview. I look forward to meeting you.
Thank you.
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Sample 4: Strong closing for a company ad-response letter
Aware that you are currently recruiting for a Quality Engineer, I would welcome the opportunity to interview for the position. I guarantee that the depth and quality of my experience and technical skills are ideally suited and would bring measurable value to your
organization. Thank you. I appreciate your confidentiality.

Sample 5: Ideal closing for an ad-response letter (to recruiters or companies)
My goal is a top-level management position with an organization seeking to achieve market dominance as well as aggressive revenue and profit projections. I am most interested
in interviewing for the position of General Manager—Aeronautics Division, where I will
provide the strategic and tactical leadership critical to succeed in today’s fast-moving
environment.
I look forward to interviewing with you and the other principals involved in the hiring
process. Thank you.

Sample 6: Clearly positions the candidate as an asset and highlights qualifications for a
specific position
I am confident that I can make a meaningful contribution to Archer Associates as the link
between your growing offices. I am willing to travel in the U.S., Canada, Latin America,
and Europe, and would be pleased to relocate to Orlando.
I would appreciate the opportunity to meet with you to discuss your growth objectives
and how I can help you in achieving them. Please feel free to contact me for further
information to support my candidacy for this position. Thank you.

Sample 7: Closing for a cold-call letter to a recruiter
Currently, I am exploring finance and accounting management opportunities within the
medical technology market. As such, I would welcome the opportunity to speak with you
regarding any current search assignments. Please note that I prefer to remain in the
Miami metro market and that my salary requirements are negotiable. Thank you.

Sample 8: Concise and versatile closing for ad-response and cold-call letters
I am confident I can deliver similar results for your company. May we meet to explore
your needs and how I can contribute to your growth and success?

Sample 9: Cold-call letter closing
I would appreciate the opportunity to speak with you about how I can help your company
live its mission by improving customer service, productivity, and efficiency through information technology. I will call in a few days to arrange a meeting that is convenient for
you. In the meantime, if you need more information, please feel free to call me at (555)
555-1234. Thank you.

Sample 10: Concise and direct closing for a cold-call letter to a company
Currently, I am exploring new engineering and project-management positions within the
chemical industry. As such, if you are seeking a decisive, action-driven, and technically
astute leader for your engineering organization, I would welcome a
personal interview. I’ll follow up on Tuesday to arrange a mutually convenient time for our
meeting. Thank you.
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Sample 11: Focuses on how to contact the candidate
I am confident I can make a quick and valuable contribution to Robbins & Robbins,
and I am sure you’ll agree once we’ve had the opportunity to meet. Because of my
travel schedule, it is easiest to reach me via e-mail at sallysmith@inmind.com. I look
forward to meeting with you and the rest of the sales and customer-service team.

Sample 12: Focuses on a relocation requirement
I am willing to relocate for the right opportunity—one that provides a challenge; a
way for me to make an ongoing, positive impact; and the potential to grow with the
dealership. I would appreciate a personal interview at your earliest convenience and
will call to schedule a convenient time. Thank you for your consideration.

Sample 13: Ideal if the candidate is seeking a position that requires relocation or travel
I would welcome the chance to meet with you to explore international sales opportunities and do appreciate your time and interest. On a personal note, I am single and
currently renting my home. Therefore, relocation or travel can be immediate. Thank
you.

Sample 14: Ideal if the candidate is looking to remain in the same geographic area
Currently in the process of leaving Brenview Associates, I am eager to remain in the
area and am contacting a select number of companies I believe would be interested
in a candidate with my broad general management and operations experience. Can
we meet to explore such opportunities? I can be available at your convenience and
will follow up in the next ten days to schedule a time.

Sample 15: Focuses on personal attributes and the reason for wanting to work for a
specific company
Characterized by others as creative, intuitive, flexible, and decisive, I believe my
strongest value is my broad operational and business perspective. The opportunity
that you are offering with Bayer has tremendous potential and unlimited opportunities—thus my interest in meeting with you to further discuss the position, your
needs, and my capabilities. Thank you.

Sample 16: Focuses on personal attributes
The enclosed resume describes my qualifications in some detail. But it is difficult
to convey on paper the personal qualities I bring to every challenge: drive, focus,
commitment, a high energy level, and a strong work ethic. I am eager to take on
new challenges and am confident that I can deliver strong results for Megacorp’s
Medical Products Division. May we meet to explore your needs and what I have to
offer?

Sample 17: Focuses on professional competencies
My experience lies principally in the product, service, and distribution industries,
and my track record clearly demonstrates my ability to deliver strong financial
results. I thrive in challenging, fast-paced, and results-driven organizations where
teams work cooperatively to achieve aggressive business goals.
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May we meet to explore your current and anticipated executive staffing needs? I
can guarantee that the quality of my leadership performance will have a significant
positive impact on your operations. Thank you. I’ll follow up next week.

Sample 18: Explains past employment experience
Since leaving EDS in 1998 after a long and successful career, I have been engaged
in a number of consulting assignments while I’ve evaluated new opportunities, trying
to find just the right fit for someone with my combination of leadership, customer
management, and technical expertise. Your advertisement appears to require
precisely the qualifications I bring to an organization. As such, I would welcome the
opportunity to further explore the position. Thank you in advance for your time and
consideration. I’ll follow up next week if I haven’t yet heard back from you.

Sample 19: Explains the reason for leaving a company
After two years of success at Miller, the company is now poised for dramatic growth.
However, the investor group has decided to pull the funding, and without a strong
cash infusion, our growth and development opportunities have been significantly
hindered. This has prompted my decision to leave the organization.
Through this experience I’ve found that I have enjoyed the constant interaction with
the investor group and the accountability it demands. Therefore, I am contacting a
select group of firms where I believe the opportunities are the strongest and my
experience would be of most value. May we meet to explore such an affiliation? I’ll
call to speak with you, and we can go forward from there. Thank you.

Sample 20: Explains why the candidate is seeking to return to an industry where he had
previous experience
My goal is to return to the financial services industry in a mid-level management
capacity. I am open to a number of opportunities that would allow me to use the
diversity of my management skills across various disciplines—operations, sales/
marketing, finance, and IT. I would also anticipate that the position would have a
strong international focus to capitalize on the wealth of my experience abroad and
my foreign-language skills.
I would welcome the chance to meet with you, and I look forward to your immediate
response. Thank you for both your time and your consideration.

Sample 21: Explains why the candidate is interested in changing careers and industry
focus
At this juncture in my career, I am seeking the opportunity to transition my experience into either an investment or large commercial lending institution where I can
continue to plan, strategize, negotiate, and execute favorable transactions—thus my
interest in meeting with you to explore such opportunities. Thank you. I’ll follow up
next week.

Sample 22: Explains why the candidate wants to work for that particular company
Currently, I am exploring new senior-level sales, marketing, and business development opportunities where I can provide both strategic and tactical leadership. Aware
of the quality of your products, your commitment to global expansion, and your
focus on customer service, I would be delighted to meet with you to discuss
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potential employment. I thank you in advance for your consideration and look
forward to speaking with you.

Sample 23: Explains why the candidate is transitioning from consulting back to a
corporate role
Most recently, I have provided operating, strategic, and marketing expertise on a
consulting basis to an organization in need of strong hands-on leadership. This
assignment has been quite rewarding, but I miss the dynamics of working “on the
inside.” As such, I would welcome the opportunity to interview for the position of
General Manager with Zion Corporation and will phone next week to schedule an
interview.

Sample 24: Explains why the candidate is remaining in the profession, but just
changing industry focus
My goal is to continue in association management; however, my direction has
changed. Throughout my career, I have been quite interested in the building,
construction, and housing industry. In fact, I worked for a $200 million REIT early in
my career. Through this experience, I developed a strong foundation and understanding of the industry, its partners, its financial demands, and its operating
requirements. Years later, I earned my real estate license, just to keep my “fingers
in the pot.” Now, I am ready to make a full transition to an association whose
mission is to service that industry—thus my interest in your announcement for an
Executive Director of BOMI and my request for a personal interview.

Sample 25: Excellent strategy to explain why the candidate is in the job market
Now that HHXT has been acquired, I am working to facilitate a seamless transition
to the new ownership team. Concurrently, I am exploring new executive opportunities and would welcome a personal interview for the CEO position at your earliest
convenience. Thank you.

Sample 26: Explains why the candidate is choosing to leave a company after years of
employment
Please note that I am currently employed with Metropolitan and that they are
not aware of my decision to leave the corporation. However, after eight years of
intense legal, financial, and regulatory issues that have dramatically impacted the
company’s operations, I am ready to move on to new opportunities and new challenges. As such, I would welcome a personal interview for the advertised position. I
guarantee that few Senior Auditors have the breadth of experience and technical
qualifications that I bring to your organization.

Sample 27: Clearly communicates why the candidate wants to remain in a particular
industry
I have found the energy industry to be demanding and competitive, yet exciting,
with unlimited opportunity. Even though I have been offered positions outside of the
industry, my objective is to continue to advance my career in energy distribution
and operations management. I look forward to interviewing for the position of
VP—Energy Distribution and thank you for your consideration. I’ll follow up next
week.
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Sample 28: Demonstrates strong leadership and communicates a positive message
of performance
These achievements are indicative of the quality and caliber of my entire professional career. Whether challenged to accelerate growth, orchestrate a top-to-bottom
turnaround, or position an organization for long-term growth, I have provided strong
leadership and even stronger financial results. Now I am seeking a similar professional challenge and would welcome an interview for the position of CEO with KTZ
Partners.

Sample 29: Communicates stability with the current employer
I am slated to return to the U.S. this spring to manage a large domestic production
operation for my current employer. It is a tremendous opportunity. However, before
accepting, I have decided to confidentially explore other senior management positions within the industry—thus my interest in speaking with you as soon as possible
to determine my fit for your Manufacturing VP position. Thank you.

Sample 30: Communicates performance and accomplishment
Never satisfied with the status quo, I strive to build profitable businesses by clearly
understanding the market, the competition, and what needs to be done to retain a
competitive lead. This is the strength and track record I bring to QSR.
May we meet to discuss your search for an Operations Manager? I’ll call to arrange
a mutually convenient time. Thank you.

Sample 31: Follow-up letter to a recruiter, announcing that the candidate has accepted
a new position
More than excited about my new position, I feel honored to be part of Centric’s new
management team. However, as any astute business professional today will tell you,
it’s never wise to close yourself off from other potential opportunities. As such, if you
ever receive an exciting search assignment for which I fit the bill, I’d appreciate a
quick call. Thank you.

Sample 32: Informal network contact
I would appreciate any ideas, recommendations, or referrals you could offer and
will, in the future, be delighted to do the same for you if the situation ever arises.
I’ve enclosed a copy of my resume and will follow up with you shortly to get your
feedback. Thanks so much.

Sample 33: Formal network contact
Now that the time has come to move on, I am anxious to identify new executive
opportunities where I can combine my legal and general management skills to provide strong, decisive, and actionable leadership to another technology venture. In
anticipation that you might be aware of an organization seeking an individual with
my skill set and track record of performance, I have taken the liberty of enclosing
my resume.
Any assistance you can offer would be most appreciated. I thank you for this effort
and those in the past. If there is ever anything I can do for you, please do not hesitate to contact me.
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Sample 34: Ideal for a network contact with someone the candidate knows quite well
I’ll follow up with you in two to three weeks to get your feedback and recommendations. I can’t thank you enough for your help. If I can ever return the favor, please
do not hesitate to get in touch. My best to you and your family.

Sample 35: Effective, professional closing for use when writing to a venture capital
firm
Currently, I am confidentially exploring new professional challenges and opportunities and would be delighted to speak with you about such positions with one of your
portfolio companies. I guarantee that the wealth of my financial expertise, combined
with strong strategic, operational, and leadership skills, will add measurable value to
your investment. Thank you. I look forward to your call.

Action Item
1. Write the Closing Paragraph
Write the closing paragraph of the cover letter you have selected for this
exercise. You can select one of the preceding samples and edit it as appropriate, or you can write an entirely different closing that is appropriate and that you
feel good about.

Chris Writes His Closing Paragraph
In his closing paragraph, Chris conveys the rationale for seeking a position
in Florida (he is currently living in another state). He uses an assertive
close and will follow up appropriately. Note how he suggests a meeting during his next trip to Florida.
I have been a regular visitor to Florida for more than 10 years and now plan to
make the state my permanent home. Tedesco Construction and this position seem
to be an excellent fit for my skills and track record. I will follow up with a phone call
next week and would be delighted to meet with you when I am in Florida the week
of the 15th. Thank you.

You’re Done with the Writing Part!
Congratulations! By completing all the Action Items in this chapter, you’ve
written a cover letter for a specific job search situation. Now that you’ve
done it once, simply repeat the steps for each cover letter you write. You’ll
find that the process becomes easier and faster each time you do it, and
you’ll create a variety of cover letters that will be applicable for many different situations during your search.
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Chris’ Cover Letter
Chris has also finished his cover letter. The final product appears on the
following page.

Step 6: Polish, Proofread, and Finalize
The process we’ve recommended for writing your cover letters suggests that
you first craft the opening, then the middle, and then the closing of each
letter. Although the step-by-step process makes the task fairly quick and
easy, you will probably find that your letters need final polishing, wordsmithing, and tweaking to ensure that each section flows into the next and
that you have a cohesive-sounding whole.
Take the time to proofread your letter thoroughly and carefully. Read it for
sense and flow; then read it again to check for spelling errors, punctuation
mistakes, and grammatical inconsistencies. As we’ve suggested before, have
your spouse or a friend proof your letter—and then read it one more time
to be absolutely certain there are no errors. We cannot emphasize this
point enough. The people who receive your cover letter and resume do
judge your professionalism based on the quality and accuracy of these documents. In fact, in a survey of hiring authorities conducted for a prior
book, 90 percent of respondents mentioned quality and appearance factors
(typos, misspellings, smudged print, low-quality paper) as reasons for immediately discarding a resume package. Don’t take a chance that your carefully
written letter and resume will end up in the circular file before your qualifications are even considered.

Things to Watch For
Here are a few things to look out for during the polishing phase:
Spelling: Use your computer’s spell-checker, but don’t rely on it totally. The spell-checker won’t flag an “it’s” that should be “its” or a
“there” that should be “their.” Make triple-certain you’ve correctly
spelled all names: people, organizations, software programs, and so
forth.
Grammar and punctuation: If you’re not confident about your grammar and punctuation skills, purchase an all-purpose reference guide
and use it as often as you need to. Don’t let your cover letter be discarded because of basic grammar and punctuation errors. Two good
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resources are Woe Is I: The Grammarphobe’s Guide to Better English in
Plain English, by Patricia T. O’Connor, and Strunk and White’s classic,
The Elements of Style (now in its fourth edition).
Interesting language: As much as possible, avoid clichés and outdated
language (for example, “Enclosed please find my resume.”). It’s difficult to find new ways to express familiar sentiments (such as “I would
appreciate the opportunity for an interview”), and it’s certainly not
necessary to come up with unique language for every phrase. But
make sure that your cover letter doesn’t sound like a cookie-cutter,
one-size-fits-all letter that could have been written by any job seeker.
Before sending your cover letter, be sure to review chapter 5, “Cover Letter
Presentation,” for tips on making your letter look its best.

Tips and Tricks from the Top
Here are some of our favorite tips for writing effective cover letters as painlessly as possible.

Don’t Reinvent the Wheel
Much of our discussion has focused on the fact that you should write your
cover letters individually based on the specific situation. And that is quite
true. The more focused your letters, the greater the impact and the more
likely you are to get a response and an opportunity to interview. However,
you do not have to reinvent the wheel with each and every cover letter you
write. If you’re a sales representative writing in response to advertisements
for other sales positions, you can very often use the same letter with just a
few minor editorial changes to match each opportunity.
Remember your word-processing program’s copy and paste feature. It’s a
great tool!

Specialist Versus Generalist Letters
This is a difficult concept to grasp, so pay vry close attention. In today’s
competitive job search market, companies hire specialists to solve specific
problems, manage specific operations, or perform specific functions. The
“general management” layer that existed for so many decades has been
obliterated as the entire world becomes more specialized. This has permeated virtually every industry, including technology. Think about it. We
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don’t have just programmers now. We have C++ programmers, Java
scripters, and Web designers!
Consider this concept as you begin to write your cover letters and market
yourself. It is to your advantage to be a specialist—regardless of your profession or industry. People can immediately understand the value you bring
to their organization when you specialize in one or a group of related
functions. Of course, the general manager will always exist, but the opportunities are much tighter and the positions much harder to find. It is our
opinion that if you position yourself as a specialist, you will find that your
job search moves along much faster and more positively.
Of course, you might position yourself as a specialist in several different
(though usually related) careers. Let’s say your career has been in sales.
You started as a field sales representative, moved up to a sales-management
role, and most recently have been the director of sales training for your
organization. As you contemplate a career move, you’re considering a wide
range of positions under the general “sales” umbrella. If you try to sell
yourself as a “jack of all trades,” you might not find many takers. But you
can position yourself as a specialist in sales, sales training, or sales management—and promote your related strengths as added value you bring to the
organization.

Sell It to Me; Don’t Tell It to Me
Cover letter writing is sales—pure and simple. You have a commodity to
sell—yourself—and your challenge is to write a marketing communication
that is powerful and pushes the reader to action. (You want him to call you
for an interview!) Therefore, it is essential that you “sell” your achievements and don’t just “tell” your responsibilities. Here’s a quick example. If
you are an engineer, you could “tell” your reader that you’ve worked on
developing new products. Sounds pretty exciting (not)! Or, you could “sell”
the fact that you’ve participated in the design, development, testing, and
market launch of 12 new products that now generate over $2 million in
sales each year. Which letter would capture your interest?

Getting Over Writer’s Block
Very often, the most difficult part of writing a cover letter is getting started.
You can sit and look at that blank piece of paper or computer screen for
hours, frustrated and wondering whether the whole world has such a hard
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time writing cover letters. If you are in a profession that requires you
to write—such as advertising, marketing, communications, or public
relations—the process can be much easier. (However, both of us have had
plenty of clients from these “writing” professions who have told us they
found writing their own career marketing materials the most difficult writing tasks they’ve ever attempted.) If you are in finance, engineering, purchasing, quality, production, or another “non-writing” career track, cover
letters can be an especially formidable task. That’s why it’s so important to
follow the step-by-step process we have created. It is guaranteed to make
cover letter writing faster, easier, and much less painful!
If you’re still having trouble, consider this simple thought: You do not have to
start at the beginning! Even after writing thousands and thousands of cover
letters, we occasionally still sit stumped, unable to come up with just the
right opening paragraph. Instead of wasting time and brain power, and
getting frustrated, we just leave it alone and move on to another section in
the letter that we feel more confident writing. You’ll find that after you get
going, new ideas will pop into your head and the more difficult sections
will come much more easily and confidently.

Answer the Employer’s Most Important Question: “What Can You Do for Me?”
A powerful cover letter can help you get what you want: a new—perhaps
more advanced, more convenient, more satisfying—position. And it is certainly important that you understand what you want to do, the kind of company you’d like to work for, and the environment in which you’ll be most
productive. Yet you must remember that employers aren’t really interested
in you. They’re interested in what you can do for them. If you do not keep
this thought in the forefront of your mind when writing your cover letters,
you’re likely to produce a self-centered “here I am—now give me a job!”
letter that probably won’t do much to advance your job search.
When writing your cover letters, consider the employer’s needs, and make
sure that you communicate that you can add value, solve problems, and
deliver benefits for that employer. You can do this through a strong focus
on accomplishments (making the employer think “Ah, she did that for
Acme Widgets; she can do the same for me.”) and through careful
attention to the wording and tone of your letter so that you appear to be
more interested in contributing to the company than in satisfying your own
personal needs.
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Cover Letter Checklist
Before mailing, faxing, or e-mailing each cover letter you prepare, complete the following checklist to be sure that you have met all the rules for
cover letter writing. If you cannot answer “yes” to all of the questions, go
back and edit your letter as necessary before mailing it.
The only questions for which a “no” answer is acceptable are questions #5
and #6, which relate specifically to the company to which you are writing.
As we have stated previously, in some instances you can find this information, but in others (such as when writing to a P.O. box) you cannot.
Yes

No

1. Do I convey an immediate understanding of “who” I am
within the first two sentences of my cover letter?

■

■

2. Is my cover letter format unique, and does my letter
stand out?

■

■

3. Have I highlighted my most relevant qualifications?

■

■

4. Have I highlighted my most relevant achievements?

■

■

5. Have I included information I know about the company
or the specific position for which I am applying?

■

■

6. Have I highlighted why I want to work for this company?

■

■

7. Is my letter neat, clean, and well-presented without
being over-designed?

■

■

8. Is my letter error-free?

■

■

9. Did I have someone else proof my letter?

■

■

10. Is my cover letter short and succinct, preferably no longer
than one page?

■

■

11. Do I ask for an interview in the letter?

■

■
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Chapter

4
The Anatomy of a
Winning Electronic
Cover Letter
(Plus Electronic Resume Tips)
This chapter is short, succinct, and to the point.
Why?
Because electronic (e-mail) cover letters are short, succinct, and to the
point.
So why do electronic cover letters get a chapter all their own?
Because the way we communicate has been forever altered by the rapid
emergence of e-mail as a primary channel of communication in today’s fastpaced business world. Consider how letter writing has changed over the
past century:
In 1900, when a gentleman wrote a letter to his associates, it was elegantly composed and beautifully handwritten. Magnificent imagery
and symbolism virtually jumped off the page.
In 1942, when Winston Churchill wrote to his advisors, his letters
were a bit less grandiose, but still detailed, informative, and wellexecuted.
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In 1987, when Frank Barnes (MBA and CFO) wrote to Xerox for a
position on its executive management team, he prepared a comprehensive, one-page letter on his PC summarizing his career track and
highlighting his most notable achievements. Then he printed his letter and mailed it to the company.
Today, when Julie Jones, Esq., wrote to Microsoft for a position on its
corporate legal team, she e-mailed her materials—a six-sentence
cover letter with her resume. The letter was extremely brief, highlighting her two most notable career successes and asking for the
interview. No fluff, no flowery language, no imagery, and no real
detail. There was just enough to whet her reader’s appetite and get
him to read her resume and offer her the opportunity for a personal
interview.
Julie’s letter is typical of most e-mail cover letters. They are characterized
by their brevity and impact. There are no wasted words. There is no grand
introduction or career overview. They are hard-hitting, concise, and on target for the particular position.

Electronic Cover Letters
What characterizes an electronic cover letter?
Brevity
To-the-point style and tone
Written in brief paragraphs or a bullet-style format
Generally written in response to a specific advertisement or online
posting
Most similar in style to the “company ad-response” and “recruiter adresponse” letters outlined in chapter 1
Just like other ad-response letters, e-mail cover letters must highlight the
specific qualifications, experiences, skills, and accomplishments you offer
as they relate to the requirements of the position. However, your challenge
with electronic letters is to do this as quickly as you can. You have even less
time than with the traditional “paper” resume and cover letter to catch
someone’s attention and interest. Therefore, your electronic letters must

Chapter 4 The Anatomy of a Winning Electronic Cover Letter

immediately present your unique qualifications, highlight your most significant achievements, and ask for the interview.

Electronic Cover Letter Hints
To make your e-mail cover letter most effective, follow these simple suggestions related to the unique needs of this format:
Always reference the position for which you are applying in the subject line of your e-mail message. By doing so, you alert recipients to
your reason for contacting them before they’ve ever opened your
message.
Do not include the recipient’s full mailing address as you would structure a typical “paper” cover letter. Use only the salutation line (Dear
Ms. Brown:).
As with other ad-response letters, be sure to address any additional
requests for information stated in the advertisement (such as salary
history, salary requirements, ability to relocate, citizenship or residency status, foreign-language skills, and technology proficiency).

Sample Electronic Cover Letters
The following are two examples of our preferred style for e-mail cover
letters.
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The Preferred Electronic Cover Letter Style for Companies
This is a classic ad-response letter highlighting key qualifications that closely match
the position requirements. It is brief and to the point. Note the footnote describing
how the resume is being sent. Later in this chapter we discuss a variety of options for
sending your resume with your electronic cover letter.

)URP³6HWK6HIHUW´VVHIVGI#\DKRRFRP!
7R³6KDQQD0LOOHU´VPLOOHU#FRFRP!
6XEMHFW1HZFDVWOH3ODQW0DQDJHU
'DWH:HG$XJ

'HDU0V0LOOHU

0\VWURQJTXDOLILFDWLRQVIRU\RXU3ODQW0DQDJHUSRVLWLRQKDYHSURPSWHGPHWR
FRQWDFW\RX7KH\LQFOXGH

\HDUVRIH[SHULHQFHLQ3ODQWDQG2SHUDWLRQV0DQDJHPHQW FRQVXPHU
JRRGVDQGIRRGLQGXVWULHV 

0DQDJHPHQWRIDSHUVRQPDQXIDFWXULQJRSHUDWLRQDQGDPLOOLRQ
DQQXDORSHUDWLQJEXGJHW

$QQXDOSURGXFWLYLW\JDLQVDYHUDJLQJDQGFRVWUHGXFWLRQVWRWDOLQJRYHU
PLOOLRQ

,PSOHPHQWDWLRQRI63&0536$3DQGRWKHUDXWRPDWHGWHFKQRORJLHV

,ZRXOGOLNHWRPHHWZLWK\RXWRGLVFXVVP\LGHDVIRUSURGXFWLYLW\
LPSURYHPHQWVZLWKLQ\RXU1HZFDVWOHIDFLOLW\7KDQN\RX

6HWK6HIHUW


0\UHVXPHLVSDVWHGEHORZLQWH[WIRUPDWDQG,KDYHDWWDFKHGD:RUGFRS\LI
\RXSUHIHUWRGRZQORDGLW
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The Preferred Electronic Cover Letter Style for Recruiters
Now, let’s take that same letter and modify it for sending to a recruiter. The main
difference is the closing. We have added appropriate personal and salary information relevant to a recruiter while still keeping the letter brief and crisp.
)URP³6HWK6HIHUW´VVHIVGI#\DKRRFRP!
7R³5LFKDUG+DQVRQ´UKDQVRQ#UHFUXLWHUFRP!
6XEMHFW1HZFDVWOH3ODQW0DQDJHU
'DWH:HG$XJ

'HDU0U+DQVRQ

0\VWURQJTXDOLILFDWLRQVIRUWKHDYDLODEOH3ODQW0DQDJHUSRVLWLRQKDYH
SURPSWHGPHWRFRQWDFW\RX7KH\LQFOXGH

\HDUVRIH[SHULHQFHLQ3ODQWDQG2SHUDWLRQV0DQDJHPHQW FRQVXPHU
JRRGVDQGIRRGLQGXVWULHV 

0DQDJHPHQWRIDSHUVRQPDQXIDFWXULQJRSHUDWLRQDQGDPLOOLRQ
DQQXDORSHUDWLQJEXGJHW

$QQXDOSURGXFWLYLW\JDLQVDYHUDJLQJDQGFRVWUHGXFWLRQVWRWDOLQJRYHU
PLOOLRQ

,PSOHPHQWDWLRQRI63&0536$3DQGRWKHUDXWRPDWHGWHFKQRORJLHV

7KH0HJDIRRGSODQWLQ<RUNWRZQ3HQQV\OYDQLDZKHUH,DPFXUUHQWO\SODQW
PDQDJHUKDVEHHQDFTXLUHGE\.UDIW)RRGVDQGSURGXFWLRQZLOOEHPRYHGRXW
RIVWDWHWKLVIDOO,DPDYDLODEOHIRULPPHGLDWHUHORFDWLRQWRWKH7ROHGRDUHD
DQGZRXOGDQWLFLSDWHDVDODU\RIWRSHU\HDU

,ORRNIRUZDUGWROHDUQLQJPRUHDERXWWKLVLQWHUHVWLQJRSSRUWXQLW\

6HWK6HIHUW


0\UHVXPHLVSDVWHGEHORZLQWH[WIRUPDWDQGDWWDFKHGDVD:RUGGRFXPHQW
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Final Thoughts on Electronic Cover Letters
When writing electronic cover letters, be sure to pay close attention to
spelling, grammar, and tone, just as you would with a traditional cover letter. Perfection and accuracy are vital, as always.
The greatest advantage of e-mail communications is immediacy. If you send
cover letters and resumes to 500 recruiters, you’ll receive e-mail and telephone responses within a day or two, compared to a week or longer delay
for responses to your mailed letters. In our experience of helping job seekers at all levels, we find that e-mailed resumes are very effective when used
in broad campaigns to recruiters, responses to online postings, and as a
method of immediate communication with people you’ve already spoken
with. They also are very effective—even essential—for people in highly
technical fields.
But do be wary of the impersonal nature of e-mails and the ease with which
they can be ignored. When sending a follow-up to an e-mail letter, you can
again communicate via e-mail, but it might be preferable to make a phone
call and attempt to establish “live” communication. It’s very easy for the
recipient to overlook your letter in a sea of e-mails received daily. By telephoning, you can set yourself apart and build a more personal relationship.

Electronic and Scannable Resumes
Your electronic and scannable resumes are simply different formats for
your formatted, printable resume. The content is the same. To be sure your
resume is seen and read, it is important that you choose the right format
for the circumstances. This section discusses your options.

Electronic Resume Hints
Of course, you will always want to send your resume along with your electronic cover letter. You have four distinct options for transmitting your
resume electronically:
Paste your resume into the e-mail message itself. This is by far the
most efficient method of transmitting your resume electronically.
Unfortunately, although this is the easiest method, it’s also the least
attractive. When you paste your resume into an e-mail message, all
the effort you invested in making it look good is virtually gone. Your
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resume is now just words on a page with a minor bit of formatting
that you can add back in.
Send your resume as an attached word-processing file. In many
instances, this is the best solution. Recipients—especially recruiters
and Human Resources departments—are quite accustomed to receiving resumes in this form and often prefer them because of their
readability. Just be certain you are using Microsoft Word, the industry
standard word-processing program. And if you are sending unsolicited resumes, be aware that some people will not open e-mail attachments for fear of picking up a virus. And finally, be sure you are
carefully following any instructions in the ad or posting. Are attachments welcomed? Are word-processing formats specified? Are you
instructed to cut and paste? Don’t damage your chances by ignoring
instructions.
Send your resume as an attached text file. We don’t see much advantage to using this option. It makes work for your recipients and does
not give them a reader-friendly format. Unless this option is specified, we recommend you opt for one of the first two choices.
Post your resume on a Web site (in Microsoft Word or PDF format)
and reference the URL in your e-mail cover letter. This solution combines the ease of e-mail transmission with the impact of a sharp visual
presentation. If you choose this option, we recommend that you also
include the text version of your resume in the e-mail message (see
the first item in this list), thereby giving readers immediate access to
your resume and then the option of obtaining a fully formatted version to view and download if they want.
If you choose to post your resume on a Web site, it’s best to get a
stand-alone site just for your resume rather than include it on a personal or family site. Don’t distract the employer or embarrass yourself
by including your resume on a site with family updates, children’s
cute sayings, or a scanned-in picture of your spouse doing the limbo
on your Caribbean vacation. In a job search, it’s to your advantage to
keep your communication professional at all times.

A Word About Scannable Resumes
Electronic scanning of resumes—and sometimes cover letters—has become
common practice at large companies. Resumes that are scanned or
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downloaded become “searchable” documents that are stored in a central
database and can be accessed quickly through an electronic keyword
search.
Although many modern scanning systems can accommodate type enhancements such as bold, italics, and underlining, to be certain all of your text is
entered correctly, it’s best to prepare a plain-vanilla version of your resume
that can be scanned by any type of scanning system. Remove all type
enhancements, vertical and horizontal lines, and fancy bullets. Choose a
clean sans serif font such as Arial for maximum readability, and make certain that you haven’t condensed the font or reduced the letter spacing such
that letters touch each other—this is likely to cause scanning errors.
Of course, you can avoid the scanning controversy altogether by sending
your resume via e-mail or the company’s online Web application form if
they have one.
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Chapter

5
Cover Letter
Presentation
You’ve been working for hours, maybe longer, to develop a high-impact,
attention-grabbing cover letter. You probably thought that you were done
and your letter is ready to go. Wrong! Writing is only the first step in
preparing your letter. Now that you’ve written the words, we’ll focus on the
visual presentation of a winning cover letter.

Developing Winning Visual Presentations
What makes a winning cover letter different in presentation from other
cover letters? Isn’t one letter just the same as another? Quite clearly, the
answer is “no.”
Winning cover letters are distinguished by the following:
Professionalism. Take just a quick glance at any cover letter in this
book, and you’ll notice that these letters look extremely professional.
They were not typed on an old electric typewriter. They were not
printed on cheap copy paper. They were not photocopied or scanned.
Each was originally produced and offers a sharp, high-impact presentation. Remember, the quality of your cover letter is a direct indication of the quality of work you will produce for an employer!
Clean, neat, and easy-to-read presentation. Take another look at some
of the sample letters in this book. They are neat, with even margins
and equal spacing throughout. The size of type is easy to read without
being too large or looking too “elementary.” They are quick to read
because they are so well presented.
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Perfection. Every winning cover letter is perfect and totally error-free.
We recommend that you proofread each cover letter a minimum of
three times and then have a friend, relative, or coworker proofread it
again. Your objective—your only objective—is 100 percent accuracy.
Nothing short of that is ever acceptable.

Design Considerations
Many of the issues in this section—cover letter format, font, type of paper,
and color of paper—might be decisions you already made when you prepared your resume. We recommend that you use those same specifications
when preparing your cover letters. Through consistent presentation, you
will create a top-notch, professional presentation. A consistent image
demonstrates thought and planning in preparation—another great message to communicate to a prospective employer!
Many of these design considerations are really just personal preferences.
The format that you chose for your resume, for example, is most likely one
that you liked (as well as one that “worked” to present your qualifications as
you would like them to be perceived). The same thing is true about cover
letters. Pick a style that you like, that is appropriate, and that is consistent
with your resume.
If you really like ivory-colored paper, for instance, use it for everything—
your resume, cover letters, thank-you letters, and any other job search correspondence. If you really like purple paper, use it for the invitations for
your next party, and select something that is more professional, more conservative, and more appropriate for your career correspondence.
What do we mean by appropriate? Consider this. You’re the manager of an
accounting department interviewing candidates for a bookkeeping position. The first resume and cover letter you receive are neat and conservative, typed in a sans serif (without the little curlycues) typestyle such as
Arial, and on bright white paper. The presentation is precise, neat, and
clean, visually demonstrating exactly the qualifications you are seeking in a
bookkeeper. Then you pick up the next resume. It’s also neat and clean,
but it’s “loud.” Both the resume and cover letter are typed in italics, they’re
difficult to read, and the gold paper is, well, interesting. Now, remember,
you’re hiring a bookkeeper. Which candidate would you be most interested
in? The answer is obvious! Let your visual presentation match what you do
for a living and how you want to be perceived by a prospective employer.
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Although the resume in italics on gold paper is not appropriate for a bookkeeper, it can be appropriate in other situations. What about a young
graphic artist? Or a theatrical stage designer? Those professions require
creativity, flair, and the ability to visually capture an audience’s attention.
Now italics on gold doesn’t seem quite so unusual. Again, it’s a question of
matching your visual presentation with the image you are working to create. The following sections explore some specific design considerations.

What Format Should I Use?
There are two basic cover letter formats—block style and modified block
style. Which style you select depends entirely on your personal preference.
There is no right way; there is no wrong way. Our only recommendation is
that when you have selected the style you prefer, stick with that style for all
of your correspondence so that the presentation of all your materials is
consistent.
Here are examples of both:

Block-Style Letter: Everything Is Flush Left
$XJXVW

-RKQ'RH
3UHVLGHQW
$%&0DQXIDFWXULQJ&RPSDQ\
0DLQ6WUHHW
*UHHQVEXUJ3$

'HDU0U'RH

%XLOGLQJWRSSHUIRUPLQJVDOHVWHUULWRULHVLVZKDW,GREHVW:KHWKHU
FKDOOHQJHGWREXLOGDQHZVDOHVUHJLRQDFFHOHUDWHJURZWKZLWKLQDQ
HVWDEOLVKHGPDUNHWRUODXQFKWKHLQWURGXFWLRQRIDQHZSRUWIROLRRI
SURGXFWV,KDYHFRQVLVWHQWO\GHOLYHUHGVWURQJUHYHQXHUHVXOWV

>UHVWRIOHWWHUFRQWLQXHVKHUH@

6LQFHUHO\



*UHJ/D0RQWLFD

(QFORVXUH
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Modified Block-Style Letter: Indented Date, First Lines of Paragraphs, and Closings

$XJXVW

-RKQ'RH
3UHVLGHQW
$%&0DQXIDFWXULQJ&RPSDQ\
0DLQ6WUHHW
*UHHQVEXUJ3$

'HDU0U'RH

%XLOGLQJWRSSHUIRUPLQJVDOHVWHUULWRULHVLVZKDW,GREHVW
:KHWKHUFKDOOHQJHGWREXLOGDQHZVDOHVUHJLRQDFFHOHUDWHJURZWK
ZLWKLQDQHVWDEOLVKHGPDUNHWRUODXQFKWKHLQWURGXFWLRQRIDQHZ
SRUWIROLRRISURGXFWV,KDYHFRQVLVWHQWO\GHOLYHUHGVWURQJUHYHQXH
UHVXOWV

>UHVWRIOHWWHUFRQWLQXHVKHUH@


6LQFHUHO\




*UHJ/D0RQWLFD

(QFORVXUH

What Font Should I Use?
Twenty-five years ago there were two fonts for resumes and cover letters—
Courier and Elite. These two typestyles came in two sizes (10-point and 12point). That was it. Your choice of font and size depended on what kind of
typewriter you were using. Today, your choices run in the hundreds. If
you’re like most of us, your PC came with more fonts than you can count,
most of which you’ve never even looked at. You’ve chosen a few that you
like, and you use them for just about everything.
The following list includes fonts that are commonly used for cover letters
and resumes. You’ll note that the list is divided into “Serif” and “Sans Serif”
categories. A quick glance at each font will tell you that serif fonts contain
tiny header and footer strokes on each letter; sans serif fonts are cleaner
looking, without extraneous strokes. Which is better? It’s simply a matter of

Chapter 5 Cover Letter Presentation

personal preference. Conventional wisdom says that serif fonts are easier to
read; we don’t necessarily agree or disagree—it really depends on the individual font. Some fonts look better than others in larger sizes; others lose
readability at small sizes.
One area where sans serif fonts might have an advantage is in documents
meant for computer scanning. Letters without extraneous strokes are easier for the scanner to read and leave less room for misinterpretation. For
that reason, we recommend sans serif fonts for scannable resumes and
cover letters.
Sans Serif

Serif

The Times New Roman typestyle requires its own discussion. It is by far the
most widely used of any font—and, in some ways, that’s great. It’s clean,
conservative, highly readable even in smaller sizes, and appropriate for
almost every profession and industry. What’s more, virtually anyone can
download a resume and cover letter file that you send to them in this font,
and you’re pretty much guaranteed that when they print your materials,
they’ll get exactly the same presentation that you get. Everyone has Times
New Roman.
The negative side of this is that the font lacks visual distinction. For every
100 resumes and cover letters we see, 80 to 90 of them are typed in Times
New Roman. After awhile, even though the letters might have different formats, they begin to look all the same. Your goal is to create a document
that is neat, conservative, industry-appropriate, position-appropriate, and
visually distinctive—a document that stands out from the crowd and gets
you noticed. So perhaps you should consider using a different font.
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Exercise: Experiment with Typestyles
If you’re uncertain about what typestyle to use for your materials, take a
few minutes and do the following exercise.
Type the following resume excerpt exactly as it is typed here using bold,
italics, and underlining just as we have. Note that we’ve used a resume in
this instance (as opposed to a cover letter) because of the many different
type enhancements resumes contan. Then copy and paste the paragraph
10 or 20 times, changing the typestyle each time. Print your test pages, and
you’ll see what each typestyle looks like and whether it’s appropriate for
your job search materials.
SALES MANAGER—Veterinary Products Division 1998 to Present
SMART PETS, INC. (Division of AAA Veterinary, Inc.), Portland, Oregon
Independently plan and manage all sales, marketing, customer service, and
business-development programs through a four-state region in the Western U.S.
Challenged to increase sales revenues, expand market penetration, and improve
competitive industry ratings.
• Built regional sales from $2.8 million to $6.4 million in 12 months.
• Launched the introduction of 18 new products generating $1.2 million in
new sales revenues.

What Type Enhancements Should I Use?
If you’re unfamiliar with the terminology of type enhancements, these simply are bold, italics, SMALL CAPS, ALL CAPS, and underlining—things you
can do to a typestyle to make its presentation more noticeable. In the preceding exercise, you can easily see what type enhancements can do to make
things stand out in a document.
Just as in the preceding excerpt, we’re sure that you have many type
enhancements in your resume. And you should. But cover letters are
not resumes. They are letters—fairly formal and conservative business
documents. As such, you should severely limit your use of these type
enhancements. In fact, you might not use any of them in your letter. If
you do, you should use them quite sparingly, and only to highlight really
important things that you want your reader to see quickly.
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What types of things might you choose to highlight visually in your cover
letters?
Notable achievements (particularly numbers and percentages)
Notable educational or professional credentials
Notable company names (employers, partners, vendors, customers)
Notable honors and awards (academic and professional)
The position for which you are applying
Do not type an entire letter in italics or bold. You might think it looks different. You’re right. You might think it looks distinctive. You’re right. You
might think it looks sharp and professional. Not necessarily! Unless you are
looking for a position in a creative industry such as graphic design, theater,
art, film production, media, or something related, keep your cover letters
clean and conservative—and, most importantly, readable.

What Paper Color Should I Use?
Ah, the infamous paper color question! We’ve responded to questions
about this for decades now. Is plain white paper the best? Sometimes. Is
ivory paper an acceptable standard? Yes. Is light-gray paper recommended?
Sometimes. What about papers with borders? Sometimes. Paper with logos
and graphic designs? Occasionally. Parchment paper? Perhaps. What about
really distinctive colors such as blue, pink, brown, or gold? These are
appropriate only in certain instances.
As you can see, there are no rules for color selection. Just as with all of
your other design considerations, the paper color you select is based largely on your own personal preferences and the appropriateness to your
career. To make your selection process a bit easier, here are a few of our
standards for paper selection:
White and ivory papers are always appropriate for virtually any job
seeker in virtually any situation.
Light-gray paper offers a conservative presentation with a degree of
sophistication and visual distinction. This color is particularly recommended for people in accounting, finance, insurance, general management, and executive management.
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Papers with borders can also offer a conservative yet distinctive
presentation, as long as the papers are nicely designed and not
flamboyant.
Papers with logos and graphic designs are a relatively new addition
over the past 10 years. Have you ever seen a teacher’s resume with an
apple logo in the corner? What about a sports marketing director’s
resume with basketballs, soccer balls, and baseballs on the bottom?
These papers can be unique. Yet there is controversy. In fact, our
opinions differ. One of us believes that papers like these are distinctive and eye-catching. The other thinks that they are generally too
cute. You be the judge, but wisdom would say that if you have any
reservations, do not select this type of paper. And if you do choose to
include graphics, make certain they are appropriate to your profession and were not chosen simply because you like cats, for example.
If you’re unfamiliar with parchment paper, it’s two-toned with a look
that’s often described as marbleized. In decades past, parchment
paper was a common selection for job search materials. Over the
years, it has become much less frequently used, for no particular reason that we could identify. Our only reason for not using it is our personal preference. We don’t like it, but you might, and that’s fine as
long as the presentation is conservative.
Our final category is colored paper—blue, pink, brown, tan, gold,
green, yellow, or any of a number of other distinctive colors. For the
average job seeker, these papers are not recommended. Remember,
your objective is to create neat, clean, conservative, and visually distinctive resumes and cover letters, not advertisements!
There are exceptions to this rule, however. Consider the female graphic
artist with her resume on a blush-colored paper. It can be sharp! What
about the geologist preparing his resume on rusty-brown paper? Or the
nurse who uses a light-blue paper? Certain colors “match” certain professions and, when appropriate, can be a unique presentation that will quickly
grab your reader’s attention.
Suppose you’re a manager hiring a landscape designer. You’re looking
through a pile of 50 or more resumes that you’ve received, most of them
on white and ivory, with an occasional gray one. Then, all of a sudden,
you come across a resume on a great green paper. It immediately
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communicates landscaping, doesn’t it? Colored paper can work in certain
circumstances, but only in certain circumstances.

What Type of Paper Should I Use?
Your options here include bond, linen, cotton, and parchment papers.
This decision is strictly personal preference, because all of these types of
paper are acceptable and widely used. One of us definitely prefers linen
papers because they feel so nice, whereas the other uses only cotton papers
because they feel heavier than linen. Before stocking up, run a few test
prints on your printer with your chosen paper. Most modern-day papers
are formulated to be used with laser printers, inkjet printers, or both. But
some papers smudge a bit, or absorb too much ink, or look better with one
type of printer or the other. Find one you like that works well with your
equipment, and use it for all of your job search communications.

Tip

Consistency in design and presentation will distinguish you from
others competing for the same position and communicate that you are
a professional concerned about the quality and image of your work
product—a great message to send to a prospective employer!
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Chapter

6
Answers to Common
Cover Letter
Questions—
and Tips to Help You
Beat the Odds
If job search were an exact science, life would be so much easier!
When you add 82 + 11, it always equals 93. When you add 2 parts hydrogen
to 1 part oxygen, you always get water. When the earth revolves around the
sun, you know that on June 20th or 21st, the summer solstice will always
occur. These are not questions. They are facts. There is no discussion; there
are no surprises. Each is measurable, predictable, and consistent. Each is an
exact science with an exact answer to an exact question. There is no room
for personal interpretation.
Unfortunately, there is nothing measurable, predictable, or consistent
about any aspect of job search, including cover letter writing. Job search is
not an exact science, and there are no exact answers. In fact, the answer to
almost every question is, “It depends”—on the situation, the job seeker, the
position, the industry, the economy, the location, and a number of other
factors. Thus, the challenge of your entire job search campaign: It all
depends!
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In this chapter we examine frequently asked questions and dilemmas faced
by job seekers, relating to such issues as the length of your cover letter,
when and how (and if) to include salary information, how to transmit your
cover letter and resume, printing and paper options, and how you should
go about conducting your search. We give you our opinions—sometimes
more than one!—and provide information that will help you make the best
decision for your unique circumstances.

Frequently Asked Cover Letter and Resume Questions
Ask yourself this question: “Should a resume always be just one page?”
Keep your answer a secret, and ask that same question of five other people.
How many different answers did you get? Several, we would assume. No
one ever agrees on job search issues. There is constant conversation and
disagreement about virtually everything—from the number of pages to the
color of paper; from providing salary information to selecting envelope
size; from how to address the letter to when to follow up. The list goes on
and on.
With more than 25 years of combined experience in resume and cover letter writing, career coaching, and job search marketing, we’ve heard just
about every question imaginable, and then some. Following are what we
have found to be the most frequently asked questions—along with our professional opinions and recommendations. But bear in mind that these are
not facts. Your own circumstances could dictate a different action than we
recommend.

How Long Should My Cover Letter Be?
Should your cover letter always be one page? It depends.
Generally, cover letters should be one page in length. This is true for
approximately 90 percent of all cover letters. Remember that your cover
letter has three main purposes:
To tell your readers why you are writing.
To highlight your most relevant experiences, skills, qualifications, and
achievements.
To ask for the interview.
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Your goal is to whet the reader’s appetite, intrigue him, and get him to
closely read the information you have submitted. In the vast majority of circumstances, you can accomplish this on one page.

Exceptions to the One-Page Rule
There may be instances, however, when one page is just not enough. If you
believe that the information you are including in your letter is essential
information that is not communicated in your resume, go ahead and prepare a two-page letter. But be sure that everything you’ve included is vital
to favorably presenting yourself to a company or recruiter.
Two-page letters are most frequently used by the following types of job
seekers:
Career changers. When you’re faced with positioning yourself for a
new career path, it might take more than one page to communicate
relevant experiences, skills, and accomplishments that are not highlighted on your resume. It is critical that these cover letters clearly
emphasize your transferable skills and qualifications to demonstrate
your eligibility.
Industry changers. If you are attempting to change industries, you
might also find that your cover letter is longer than the traditional
one page. In this situation, you must focus your letter on your skills
and qualifications that are transferable from one industry to the
next.
Senior executives. These individuals must communicate a wide range
of expertise and accomplishments across a broad spectrum of disciplines (such as management, leadership, products, industries, technologies, countries, customer markets, operations, finance, human
resources, administration, sales, marketing, advertising, public relations, and investor relations). Because the information is so extensive, it might require a second page. And with senior-level candidates,
hiring authorities are usually looking at more than “what” you’ve
done. They want to know “how” and “why” you’ve done it so that they
can assess your style and strengths with regard to their existing management team and organizational needs.
Scientists and technologists. Often, due to the complexity of your
technical qualifications and associated management and business
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skills, a two-page letter is necessary to communicate all of the relevant
information.
People seeking government jobs. What do we all know about government? Paper counts! Even though we often hear about a government’s shift to a paperless environment, trust us: There are still volumes of paper in virtually every government office. When writing a
cover letter for a position with a state, local, or national government
agency, if you have a great deal of valuable information that you
believe is essential to communicate, you do not have to be as concerned about keeping it all on one page.
People seeking university and academic appointments. Academia is
much like the government in its unique relationship with paper and
documents. Again, if you believe the information is important and
will favorably position you, be sure to include it, even if it takes two
pages.

Tip

We recommend that, if possible, you keep your cover letter to one
page. If appropriate and warranted, two pages are acceptable. But your
cover letter should never be longer than two pages.

Broadcast Letters
One specific type of cover letter is almost always two to three pages in
length—the broadcast letter. You’ll remember from chapter 1 that broadcast
letters are used in place of the more traditional resume and cover letter
package and can best be described as a combination of both documents.
When you send a broadcast letter, you do not include a resume. Therefore,
it is critical that you communicate more information about your career history, qualifications, accomplishments, educational credentials, and other
related skills and experiences than you would in a “regular” cover letter.
For broadcast letters to be effective, exciting, and enticing, you must
include specifics to capture your reader’s attention. These specifics might
include employment experience, college degrees, technology skills, professional affiliations, publications, and other information that clearly demonstrates your knowledge and expertise. As such, these letters are longer than
traditional cover letters.
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Should I Include Salary Information in My Cover Letter?
It depends. We are of two minds. We offer dual recommendations in two
situations but agree with one another on the other two situations. See
which rationale feels most comfortable to you.
If you are responding to an advertisement that has requested your
salary history or salary requirements:
Supply the information. If you do not provide this information when
requested, certain companies and recruiters will not look at your
materials.
Don’t supply the information. Repeated surveys show that nearly 100
percent of readers admitted that they will look at your resume and
call you for an interview even if your salary information is not included. Why give them ammunition to screen you out?
If a personal contact or source you’ve uncovered during your search
has requested your resume and salary information:
Supply the information. To do otherwise would seem unresponsive
and impolite.
Consider addressing the issue without providing numbers that can be
detrimental in a future salary negotiation. Say something such as “I’d
be glad to discuss salary when we meet, once I learn more about the
position and you have the chance to assess my fit for your needs.”
When contacting companies either as a cold call or in response to an
ad where salary information has not been requested:
Do not supply the information. It is much better to have this conversation in person and not on paper. Always try to defer any discussion
of salary until you have been offered the position.
When writing “cold” to recruiters:
Always offer salary information. It helps them determine your
“proper fit” within a hiring organization. A recruiter will not work
with you without knowing whether you match the requirements
(including salary) for the specific position she is attempting to fill.
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How Can I Best Communicate Salary History or Salary Requirements?
Review the suggestions presented in “Step 5: Write the Closing” in chapter
3. Multiple examples are given; choose the one that feels most comfortable
to you.

Should I Send My Resume to the Human Resources Department?
If you are writing “cold” to a company (not in response to a specific advertisement), should you address your resume to the Human Resources
department? The answer to this question is a resounding “NO!” HR departments “process” and evaluate resumes. They generally do not make hiring
decisions (except for HR positions). Instead, send your resume to the
President, CEO, COO, CFO, Vice President of Sales, Director of Customer
Service, Accounting Manager—whoever is the decision-maker for the
department or function in which you are interested. These individuals have
the authority to schedule an interview and make a hiring decision. It is
much more efficient to work “down from the top” than for your resume to
get out of the HR department.

Should I Follow Up a Faxed or E-mailed Resume?
If you’ve faxed or e-mailed your resume and cover letter to a company or
recruiter, should you follow up with a paper copy in the mail? No! Times
have changed. If you had faxed your resume and cover letter 10 years ago,
the answer would have been “yes.” If you had e-mailed your resume and
cover letter five years ago, the answer again would have been “yes.”
Today, however, we recommend that you do not mail a hard copy if you
have already transmitted your information electronically. Electronic communication is now a totally acceptable method of communication in virtually any business, industry, and market sector. The only time you should follow up with hard copy is when it has been requested. Try to control the
paper flow!

What Size Paper Should I Use?
Should you use Letter-size or Monarch-size paper for your cover letters?
It depends. Which do you like better? That’s what we recommend that you
use. We have never found that the size of paper made any difference in
whether an individual job seeker was offered the opportunity for a
personal interview.
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Here are the pros and cons of both:
Monarch-size paper (7 × 9 inches) does stand out from the more traditional letter-size paper and visually presents itself more like a piece
of personal correspondence. However, it can easily be misplaced and
lost in the daily shuffle.
Letter-size paper (8 1/2 × 11 inches) is the standard, is an acceptable
presentation in any circumstance, is easy to file, and is less likely to
be misplaced.

Should I Use the Same Paper for Everything?
Should your cover letter be on the same paper as your resume? It depends.
Generally we do recommend that you be consistent. If you’ve chosen ivory
paper, you should use it for everything—your resume, cover letters, thankyou letters, and any other job search correspondence. This kind of coordinated presentation is quite professional.
However, in some instances you might choose to use a paper that is different but complementary. Consider the following circumstances:
You’re a business professional or executive and have printed your
resume on a light-gray paper with a surrounding white border. It’s
really sharp! You might elect to print your letters on a high-quality
white paper as a unique enhancement to your presentation.
You’re a talented graphic artist competing for a position in metropolitan New York. You want someone to immediately notice you and
your artistic talent. In this instance, you might select a blue-and-white
pinstripe paper with your personal logo design in the background for
your resume, and matching plain blue paper with logo for your cover
letters. In fact, graphic artists and other creative professionals should
use their resumes and cover letters to demonstrate their visual creativity. For those individuals, the resume does not communicate just
words. It should also communicate a powerful visual image.
If you have printed personal stationery that complements your
resume, feel free to use it. It presents a professional, high-quality
image.
Do not make the mistake of using your business stationery for your
job search. It is unprofessional and sends a message that you use your
employer’s resources for your own benefit.
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Do My Communications Need a Consistent Look?
Should your resume, cover letter, and other job search communications
“look” the same? Yes!
Pick a standard presentation (font style, font size, heading, format, and
paper) for your documents, and stick with it. Consistency breeds familiarity,
and familiarity can breed confidence in your ability. Furthermore, it creates
a more professional, elegant, and high-quality presentation.

What Size Envelope Should I Use?
Should you mail your resumes and cover letters in large envelopes (9 × 12
inches) or regular #10 business envelopes? Just like the size of paper, this
decision is really based on your personal preferences. The vast majority of
recipients really don’t care—and even if they do have a preference, they
will not discriminate against you because your presentation is different.
Here are our recommendations:
Use regular #10 business envelopes for most of your mailings and
communications. The savings in postage will add up quickly.
Use larger envelopes if you’re trying to make a really top-flight
impression. Large envelopes are most appropriate for high-level network contacts, direct mail to executives, and responses to senior-level
advertisements.
Use larger envelopes if you are sending more than three sheets of
paper or if your paper is extremely heavy. Thick stacks of heavy paper
do not fold well. And if, for instance, you are a graphic designer sending design samples, by all means send them flat in a larger envelope
for the best possible appearance.
Consider using larger envelopes to mail resumes and cover letters
that are intended to be scanned. Creasing and folding laser-printed
pages sometimes causes laser toner to smudge, flake, or create
“ghost” impressions that could reduce the scannability of your
resume.

Tip

No one has ever made a hiring decision based on the size of an
envelope. And there’s always the chance that the hiring manager might
never actually see the envelope itself—just the contents. Use what you like,
and don’t fret!
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What If I Don’t Know the Addressee’s Name?
How do you address a letter when you don’t have a specific name? Here it
doesn’t depend. It’s personal choice. Take a look at a few possible salutations:
Dear Sir/Madam—All-purpose and inoffensive, although it might be
perceived as stodgy and old-fashioned.
To Whom It May Concern—Another standard; has the downside of
being impersonal and old-fashioned.
Dear Hiring Executive (or Hiring Committee)—Formal, but appropriate.
Dear Human Resources (or Human Resources Representative)—
Acceptable only if you’re writing to a “blind ad” that lists only a P.O.
box and you cannot call to get a specific individual’s name.
Dear Hiring Authority—Acceptable only if, despite your best efforts,
you have been unable to uncover the name of the non-HR person to
whom you’re sending your resume.
Good Morning (or Good Day)—A bit more up-to-date, but it reminds
us of junk-mail greetings that try (unsuccessfully) to be personal.
Re: Job Title You’re Applying For (leaving off a specific salutation)—
A useful method for replying to want ads, when you truly don’t know
to whom you are sending your resume. We think it’s preferable to the
“Dear Human Resources” greeting.
No Salutation (begin your letter immediately after the inside
address)—Again, perfectly acceptable for want-ad replies. Might
be considered an improvement over old-fashioned, nonspecific
greetings.
Here are a few that we do not recommend:
Dear Sir—Because this is not accurate about half the time, we do not
recommend it.
Gentlemen—Again, not necessarily accurate and very old-fashioned.
Dear Gentleperson—Great for a 19th-century romance novel, but not
particularly appropriate for today’s job search market.
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What If I Am Unsure of the Addressee’s Gender?
How do you address a letter when you have a name but don’t know
whether it’s a man or a woman? It doesn’t depend here, either. Simple
answer—Dear R. Smith (assuming that “R. Smith” is the contact name listed in the ad). But do make an effort to find out the person’s gender so
that you can address your letter to “Dear Mr.” or “Dear Ms.”

Should I Follow Up with a Phone Call After Each Resume and Cover Letter
I Send?
It depends. Telephone follow-up can be quite costly and time-consuming,
and it is often difficult to get the person you want to speak with on the
phone. You can try calling at off-hours (such as 7 to 9 a.m. or 5 to 8 p.m.)
when an individual is most likely to answer the phone himself. If you call
during the day, be sure to make an effort to establish some rapport with
the gatekeeper (for example, the administrator, secretary, assistant, or
receptionist). That individual can have tremendous power, making the difference in whether you get through or are blocked.
We do not recommend that you call after each and every resume and cover
letter you’ve sent. It would be a poor investment of your time to spend your
entire day leaving phone messages, not to mention the frustration it will
cause.

Exceptions to the Rule
The situations in which we do recommend that you call are the following:
When you have a top-level contact at a company.
When you consider yourself an ideal candidate for a position (and we
mean ideal ).
When you have been referred by someone to a specific person.

Try E-mail Instead
Another strategy is to follow up with a quick e-mail message. This will
encourage the recipient to respond to you as she goes through all of her
e-mail messages. Plus, you’ve given her the chance to respond quickly, at
her own convenience, and with minimal effort.
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Do I Need to Mention Why I’m in the Job Market?
It depends. There’s certainly no requirement that you do so, but if your
reason is particularly legitimate (such as a plant closing or a management
change due to the successful IPO you were instrumental in negotiating),
mentioning this information might send a positive message. In any event,
be prepared for the question “Why are you leaving your current job?” or
“Why are you looking?” to come up early in your search, and practice a
concise, positive, and believable response. Never “badmouth” your company, boss, or coworkers.

Do I Need to Make My Cover Letter “Scannable”?
What does “scannable” mean, anyway? Scannable simply means machinereadable. Many companies now scan resumes into a database and then
search by keywords for candidates who match specific requirements. To be
scannable, your resume should not contain italics, underlining, or graphics, and the font should be clear, readable, and at least 11 points.
Some companies scan cover letters along with resumes; others do not. It
certainly could not hurt to check your cover letter format for scannability.
It should not be difficult to change any nonconforming elements to make
sure that every valuable word is correctly entered into the database.
Of course, you can avoid the issue altogether by sending your cover letter
and resume electronically.

Tip

For a great deal more information on computer scanning and keyword inclusion in your career marketing documents, see the “Scannable
Résumés” section in chapter 9 of this book’s companion, Résumé Magic, by
Susan Britton Whitcomb, CCMC, CCM, NCRW, CPRW.

Using Your PC in Your Job Search
According to estimates, more than half of all job seekers manage their job
search campaigns using a PC. Over the past decade, job seekers have
become more savvy in managing their campaigns, and PC technology has
become commonplace. Assuming that you fall into this category, you might
be using your PC for a variety of applications, including the uses detailed
in the following sections.
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Word Processing and Desktop Publishing
You can use word-processing and desktop-publishing programs to prepare
resumes, cover letters, thank-you letters, and other job search correspondence.
To take full advantage of your computer’s capability, learn to use features
such as envelope and label printing and mail merge. Word-processing programs offer advanced formatting features such as variable line spacing, font
width and spacing adjustments, bullet-shape variations, and paragraph
boxes and rules (lines) that can enhance your visual presentation quite
nicely. The samples in this book use many of these features—particularly in
the headings. Skim through the samples, select a few you like, and see if
you can replicate them on your PC.

Quick Typesetting Rules
To give your documents a truly polished appearance, follow these typesetting rules:
Use only one space after a period (instead of the two you were taught
when you learned to type).
Avoid underlining; instead, to create a border above or below a line
of text such as a heading or company name, use the “borders” or
“paragraph rules” feature of your word-processing program.
Adjust the margins of your document so that your letter is nicely centered left to right.
Center your letter top to bottom by spacing down a few lines before
you begin typing. Double-space between paragraphs, and add one or
two extra blank lines after the date at the top and before your typed
name at the bottom (this is where you will add your signature).
Because this is a business letter, follow your salutation with a colon,
not a comma.

Mail Merge
Mail merge is an advanced word-processing feature that allows you to type
a cover letter in one file, type a list of names and addresses in another file,
and then merge them to print individualized letters. Mail merge is a
tremendously powerful application that lets you produce hundreds and
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hundreds of individualized cover letters and envelopes with just a few simple commands.
The most frequent use of mail merge is for bulk mailings (for example,
sending your resume and cover letter to 200 sales recruiters in the
Northeastern U.S.). Although we have focused, and will continue to focus,
on the fact that you should write your cover letter individually to address a
specific opportunity, company, or situation at hand, there are times when
individual letters are not necessary. Direct mail is one of those times. When
you are writing “cold” to a group of recruiters or companies, all in the
same profession or industry, you can often use the same letter word for
word. Mail merge now allows you to produce those letters quickly and easily with minimal cost. You can merge your letters into new documents and
then print and mail each letter. Or, for an e-mail campaign, you can merge
your letters into e-mail messages that automatically appear in your e-mail
program’s “out” box.

Database Management
Many job seekers use their database and contact-management programs
(such as Access, ACT!, and FileMaker Pro) to manage their contact lists
and information. As your job search proceeds, you will begin to accumulate more and more contact information—advertisements, referrals, network follow-ups, and so on. Keeping track of this information can be a
daunting task. Some job seekers prefer the index-card method, others prefer the notebook method, and others now turn to their PCs and take
advantage of the database method of contact management. Choose
whichever method works best for you, but choose one. If you think that
you can manage all this information “in your head” or on scraps of paper,
you’re wrong. We guarantee you’ll get lost in the process, misplace some
vital contact information, or lose the name of the hiring manager at the
company you really want to work for!

Tip Managing your contacts is one of the most critical aspects of your
job search. The more contacts you develop, the more new contacts you’ll
get, and the more opportunities that will be open to you. Keeping track of
all that information—whether on paper or with your PC—is vital to a quick and successful job search.
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PC-Based Calendars and Appointment Books
You might also find that your PC offers an easy-to-use calendar and
appointment book for scheduling interviews, follow-up phone calls, followup correspondence, and all of the other commitments that will arise as
part of your job search. Most PCs have built-in appointment/calendar programs. Probably the best-known is Microsoft Outlook Express. Use it to
your advantage. Or, if you prefer, use a paper calendar. But just as with
your contact information, write it all down and do not rely on your
memory. A missed appointment is a lost opportunity.

The Internet
The Internet offers vast, powerful, and readily accessible information
sources. It’s also an inexpensive and immediate method of communication.
Use it wisely and you can accelerate your job search, gain access to wonderful opportunities, and gather the information you need to make good decisions about jobs, pay, relocation, and other career issues.
With the proliferation of job sites, resume-posting sites, and career information available online, the Internet has become an important element in
many job searches. The following online job search activities enable you to
take full advantage of this enormous resource.

Create a Text (ASCII) Version of Your Resume
You can do this easily by using your word-processing program’s Save As
feature. Save the file in a text-only or ASCII file format with a new file
name; then close and reopen the newly saved file. You’ll see that your
resume has been transformed to plain-Jane formatting in Courier type.
Relax! You still have the fully formatted version of your resume under its
original file name. Your new version is perfect for transmitting via the
Internet, with full readability guaranteed for any recipient. You can go
through this version and add extra blank spaces and keyboard symbols to
improve readability.
Here’s an example of a text resume, using the resume excerpt we worked
with in chapter 5:
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=========================
1998 to Present
Sales Manager—Veterinary Products Division
——————————————————————
SMART PETS, INC. (Division of AAA Veterinary, Inc.), Portland, Oregon
Independently plan and manage all sales, marketing, customer-service, and
business-development programs through a four-state region in the Western U.S.
Challenged to increase sales revenues, expand market penetration, and improve
competitive industry ratings.
=== Built regional sales from $2.8 million to $6.4 million in 12 months.
=== Launched the introduction of 18 new products generating $1.2 million in new
sales revenues.

With this version of your resume, you’re ready to post your resume on the
Internet, reply to online job postings and advertisements, and apply for
jobs directly at company Web sites.

Post Your Resume on Resume Web Sites
Resume sites, or resume banks, are enormous repositories of resumes that
are “searchable” by employers and recruiters—sometimes for free and
sometimes for a fee. If your resume has the right keywords for a particular
search, you will be contacted by the hiring company or recruiter.
Disadvantages of posting your resume include a lack of confidentiality
(your current employer just might come across your resume while searching for new additions to the staff) and the inability, in most cases, to
remove your resume after you post it. You also leave yourself open to contact from candidate-hungry recruiting and placement firms that might not
screen your resume thoroughly and call you for totally irrelevant jobs. And
you can be sure you’ll start receiving “junk” e-mails and perhaps even
phone calls from companies that want to sell you some fantastic product or
service to help you in your job search.

Visit Job-Posting Sites
By entering your own keywords on the hundreds of job sites available (such
as Monster and CareerBuilder), you can look for positions that are a good
match for your current career goals. You can find both general and specialized sites. Some of these sites are free, and some require you to become a
subscriber. But be careful not to spend too much time on these seductive
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sites! You can burn up hours perusing sites and responding with cover letters and resumes, but your chances of earning a response are quite low
(less than 5 percent) because of the huge numbers of respondents.
Instead, focus on more productive search methods such as personal networking.

Visit Professional Association Sites in Your Field
Check the professional associations of which you’re a member to see
whether they have a Web site with a career section; quite often, you’ll find
highly relevant job postings for which you can apply.

Explore the Sites of Companies That Interest You
Many companies post their available jobs on their Web sites, either instead
of or in addition to their traditional (and much more expensive) methods
of advertising for help or engaging the services of a recruiting firm. In
addition to job postings, you’ll find a wealth of information about the company’s culture, mission, and operations that you can incorporate into your
cover letters and use to your advantage during interviews.

Research Companies, Industries, Business Trends, and Salaries
As a research tool, the Internet is immensely valuable. You can find great
quantities of detailed information about almost any topic—including specific companies, industry trends, business activity, and so forth.
Knowledge is power—and never more so than when you’re negotiating
your salary. On the Internet, you can research salary information to find
out industry averages and other information. And you can compare the
cost of living in various cities to see how much a move will affect your
financial situation.

Distributing Your Resumes and Cover Letters
Picture this. It’s 1980 and you’ve just prepared your resume and 25 individual cover letters to launch your job search campaign. How did you distribute your resumes back then? The answer is simple, because there was only
one answer—via the U.S. Mail.
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Ten years later, in 1990, you’re ready to launch another search. Now
you have a decision to make. Should you send your resumes and cover letters via mail, or should you use the latest and greatest technology—fax
machines?
Today, the process for resume and cover letter distribution has become
even more complex. Not only can you mail or fax, you now have e-mail at
your disposal. Undeniably, e-mail is the quickest, easiest, and lowest-cost
method of distribution. But which method is right for you? Do you have to
select just one method, or can you use a combination of all three? How do
you know what works, for whom, and when?
Recently, in an informal survey of some of the nation’s top resume writers
and career coaches, the decision was split 50/50 between mail and e-mail,
with few advocating the use of fax campaigns. Mail campaigns were preferred because of their strong visual presentation. E-mail campaigns were
chosen because of their ease, efficiency, and immediacy.
To best determine which distribution method is right for you and your
campaign, let’s evaluate the pros and cons of all three:
Method

Pros

Cons

Paper
Campaigns

Paper resumes and cover
letters retain their formatting
and sharp visual presentation
of you and your qualifications.

It is the most expensive method
of distribution.

People can “touch” and “feel”
your paper resume, making a
stronger and more immediate
impression.
It is the preferred method of
written communication for
senior executives.

It is the slowest method of
distribution.
Resumes and cover letters can
be entered into a database (for
retention) only if the recipient is
willing and able to scan them.
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Method

Pros

Cons

E-Mail
Campaigns

E-mail campaigns are
immediate.

E-mail messages can be easily
ignored and deleted.

E-mail campaigns are the
lowest-cost method of
distribution.

The sharp visual presentation of a
paper resume is lost.

E-mail messages can be saved
in a database for future use
and retrieval.

It is extremely difficult to get all
the e-mail addresses you need,
particularly if your search campaign
is targeted to companies (versus
recruiters).
Not everyone has an e-mail
address; therefore, some of your
potential contacts will be eliminated.

Fax
Campaigns

Faxed resumes and cover
letters retain their formatting
and sharp visual presentation.
Faxing is immediate.
Faxed documents are much
harder to ignore than
e-mailed documents.
They are slightly less costly
than paper campaigns.

Fax campaigns are more costly
than e-mail campaigns.
It is extremely difficult to get all the
fax numbers you need, particularly
if your search campaign is targeted
to companies (versus recruiters).
Not everyone has a fax; therefore,
many of your potential contacts
will be eliminated.
There is a higher rate of transmission failures as compared with
the U.S. Mail.
Some visual appeal is lost, and
clarity of transmission may be
affected by both the sending and
the receiving fax machine.

Chapter 6 Answers to Common Cover Letter Questions

To further help you determine which of the three methods of distribution—paper, e-mail, or fax—is right for you and your campaign, consider
the following facts:
Senior-level people and senior-level decision-makers tend to prefer
paper. Therefore, senior-level campaigns should always be on paper,
unless (1) you are looking for a position in a technology industry, in
which case you would send your resume and cover letter via e-mail;
or (2) you have been specifically instructed to send your resume and
cover letter via either e-mail or fax; or (3) you are sending your
resume to recruiters, who overwhelmingly prefer to receive documents via e-mail.
Anyone looking for a position in a technology industry should use
e-mail as their primary method of distribution. E-mail has definitely
become the preferred method of communication for technology
companies and their leadership teams.
Do not conduct an e-mail campaign that is targeted directly to companies unless you have called each and every company to obtain the
correct e-mail address of the specific individual (by name or by job
title) you want to contact. Unless that company has posted a position
advertisement and listed an e-mail address, you have no assurance
that your letter will get to the right person. You can’t simply e-mail
your resume to ibm@ibm.com and expect it to miraculously get on
the right desk.
Traditional print campaigns are always appropriate unless an electronic (e-mail or fax) response has been requested. The power of
paper can be extraordinary and leave a lasting impression on your
reader.
If you’re conducting an e-mail campaign, be prepared to forward
your resume in a variety of ways: included as text below your cover
letter, attached as a Word document, or linked via URL to your Web
resume. Be careful to follow instructions, particularly with regard to
attachments.
Whether you choose to do your campaigns yourself or hire a professional
who specializes in the preparation of job search campaigns is entirely up to
you. If you have the technical expertise and the data you need, producing
your own job search campaign might be the best and lowest-cost strategy.

153

154

Cover Letter Magic

However, if you do not have access to the right data, if you are technologically challenged, or if your time is at a premium, you might want to consider contracting with a company that can provide these services. Remember,
do what you do best and let other experts do what they do best!

Managing the Paperwork and the Job Search Process
One of the greatest challenges you will face in your job search is managing
the paperwork process. If you’re not careful, it will overtake you and you’ll
find yourself buried in a pile of faxes, e-mails, notes, and scraps of paper.
You must devise—and stick to—a structured process to manage it all. If you
don’t, your job search will be disorganized, you’ll misplace important contact information, you’ll forget interviews and scheduled follow-ups, and
you’ll be forever lost in the process.
You have basically two choices as to how you will manage your search campaign. You can do it either on paper or on your PC. The choice is yours.
Whatever is easier for you to manage and control is the method you should
select.

Managing Your Campaign on Paper
If you choose to manage your search campaign on paper, you’ll need a
good supply of index cards and a notebook. We recommend that you write
on an index card the full name and contact information (company name,
address, phone number, fax number, e-mail address, URL) of every job
search contact you have. Include the date that you forwarded a resume and
cover letter, the specific advertisement you responded to (if applicable),
and the date you received a response. If the response is not positive, simply
note it on the index card, and you’re finished (at least for the time being)
with that contact.
If the response is favorable, create a notebook page for the company and
transfer all relevant information from the index card onto the page. Use
the notebook to continue to document all of your communications, meetings, interviews, and contact names with that company or recruiter. Be sure
to write down each and every thing that transpires between you and that
company or recruiter. If, after the interview process and other communications, you are not offered the position, simply move that piece of paper to
an inactive section in the back of your notebook.
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One of the greatest advantages of managing your search on paper is that
the information is always at your fingertips. No matter who calls or when,
you can quickly pull an index card or open your notebook to have immediate access to information about the position, the company, the requirements, the salary, the location, and much more.
You’ll obviously also need a calendar or day planner to keep track of
appointments, follow-up calls, interviews, and your other commitments.
Spend the extra few dollars and buy a calendar that is 8 1/2 × 11 or 5 × 8 so
that you have plenty of room to write down everything.
Even if you elect to manage your search campaign on paper, you will still
need your PC for word-processing and e-mail applications.

Managing Your Campaign with Your PC
If you choose to manage your search campaign on a PC, you’ll need a database or contact-management program and a calendar. You will do precisely
the same as we outlined in the previous section. The only difference is that
you will maintain all of your documents electronically.
On one hand, this appears to make your job search much more efficient,
and in many instances this is true. However, the one downside is that you
are entirely dependent on your PC for all of your information. If you’re
standing in the kitchen one evening at 8 p.m. and a prospective employer
calls, you don’t have the information at your fingertips. Was this a sales
position or a marketing position? Is it the company calling, or a recruiter?
What were the specific requirements of the job? What were they looking
for in an ideal candidate?
With a paper system, you have all of this information at your disposal. If
you’re dependent on technology, you’ll have to
1. Wing it.
2. Ask them to hold for a minute while you run to your office and turn
on your PC.
3. Ask them if you can call them back in five minutes.
We do not recommend any of these strategies, but if you are faced with this
situation, we recommend either #1 or #2. Don’t ever put a prospective
employer off by using #3. Their response can quite easily be, “Well, if
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you’re not interested, I’ll call someone else.” The opportunity can evaporate in an instant.
Perhaps the best approach is to start with #1 (wing it) and, while continuing the conversation on a cordless phone, walk to your office, turn on your
computer, and hope that you can access any necessary information before
the end of the conversation.

Helpful Hints
Here are a few other helpful hints for effectively managing your job search
process and the flow of information, paper, faxes, and e-mail messages.

Keep Everything
We like paper. We like to be able to touch it, feel it, and put it somewhere
for retention. You never know when that scrap of paper, old business card,
or notes on a new company moving into the area will be of value in your
job search. To keep track of it all, we suggest a file cabinet or file drawer
devoted exclusively to your job search and your career. File cabinets are
great inventions and are remarkably more efficient than the old “pile it on
the floor” system that we all know so well.

Touch Everything Only Once!
Part of what consumes such a great deal of our time is shuffling paper.
Paper now enters our lives at such a breakneck pace that we can hardly
keep up with it! The key to improving your organizational skills is to try to
touch everything only once. When you receive a fax, an e-mail message, or
a piece of mail, look at it, do what needs to be done, and then put it away
finished. This simple task alone will dramatically improve your efficiency
and is much more effective than the traditional “throw it in the pile and
look at it later” method.

Write Down Everything!
As basic as it might sound, write down everything—appointments, networking luncheons, interviews, follow-up calls—everything! Don’t rely on your
memory. This is particularly true for those of us who have “senior
moments” when we know that we know something, but just can’t remember it! And don’t think for a minute that you have to be a senior citizen to
have a senior moment. It happens to all of us.
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Checklists Are Great Things
Checklists are some of our favorite things! Why? It’s not because they make
us more organized. It’s not because they make us more efficient. It’s
because we get to cross things off! That, in and of itself, is really motivating
and rewarding.
If you live by the “Post-it Note management strategy,” give checklists a try.
It’s not a huge leap from piles of little pink notes to a single sheet of paper,
so the transition is relatively easy. You’ll be amazed by (1) how much
neater your desk is when there are not 100 Post-it Notes on it, and (2) the
thrill and exhilaration of crossing things off your list.

Develop a Schedule and Stick to It
Flexibility is one of the keys to success for any job seeker. You can “roll with
the punches” and quickly respond to changes and opportunities. That’s
great. But just as critical is your ability to manage and control your time.
The only vehicle that will provide you with such control is a definite schedule—a schedule that you stick to 100 percent of the time (barring situations that you consider emergencies). No matter how many times you
might be tempted to make an exception, don’t, unless it’s an opportunity
for an interview or a networking contact. When you developed your schedule, we assume you devoted the time to create a job search management
tool that fits your life. Stick to it!
Use this schedule as a model for developing your own:
8:00 a.m.–10:00 a.m.

Follow-up phone calls and networking
contacts.

10:00 a.m.–Noon

Preparing resumes and cover letters for
distribution.

Noon–12:30 p.m.

Lunch.

12:30–4:00 p.m.

Interviews.

4:00 p.m.–6:00 p.m.

Follow-up phone calls and networking
contacts.
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Tip

If you’re sharper in the morning, you might want to schedule your
interviews for the morning and your writing time for the afternoon.

Now, doesn’t all that sound great? The problem is, it won’t work nearly that
efficiently. On Monday, you’ll have an interview scheduled for 9 a.m., and
on Wednesday, you’ll have interviews the entire day. Therefore, you
must juggle your schedule to accommodate someone else’s interviewing
schedule. In a job search, this is essential.
And if you’re employed, obviously you can’t spend 8 or 9 hours daily on
your job search. So it’s even more critically important that you structure
times in your already overcrowded day for your job search. Unless you
make the search a priority, it will not be successful. Here’s a sample schedule you can adapt for your use if you’re currently working:
7 a.m.–8 a.m.

Follow-up phone calls and networking contacts.

Noon–1 p.m.

Working lunch: Get out of the office to a secure,
private location. You can schedule initial
(brief) interviews for this time, as well as
continue your networking activities.

5 p.m.–7 p.m.

Interviews, follow-up phone calls, and
networking contacts.

For more lengthy interviews, you will need to arrange for time off from
work.
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Chapter

7
Before-and-After
Cover Letter
Transformations
This chapter and the six that follow it contain examples of excellent and
successful cover letters written by career professionals for their clients. You
can use these examples to help compose your own winning cover letters.
A tremendous amount of thought and effort went into selecting the letters
included in this book. It was our objective to assemble a “user-friendly” collection of the very best cover letters written by top professionals in the
careers and employment industry. To find such a source of qualified talent,
we turned to the Career Masters Institute and its membership—professional resume writers, career coaches, career counselors, recruiters, outplacement consultants, military and government transition specialists, and
others.
All cover letter submissions were carefully reviewed against stringent standards for quality, writing style, tone, visual presentation, impact, creativity,
and diversity. Only those letters that met our requirements have been
included. At the top of each cover letter page is the name of the professional who wrote it. We list contact information for each writer in appendix D,
in case you’d like to get in touch with him or her for help with your cover
letters and resume.
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Note

Nearly all of the contributing writers have earned one or more
professional credentials. These credentials are highly regarded in the careers
and employment industry and are indicative of the writer’s expertise and
commitment to professional development. Appendix D (where you’ll also find contact information for each contributor) explains each of these professional credentials.

Note that there is a special section at the end of each of the next seven
chapters that includes “A Magic Example”—a cover letter written by Susan
Britton Whitcomb, CCMC, CCM, NCRW, CPRW, author of this book’s companion, Résumé Magic. These letters are some of the best we’ve ever seen.
Be sure to pay close attention to their style, tone, and presentation.

How to Use the Samples
Among these samples you might find a cover letter that is almost identical
to your needs and that is written for someone with a background similar to
yours. Great! Take that letter, edit it as necessary, and you’re ready to go.
More likely, however, you’ll find bits and pieces from a letter here and a letter there that are in line with your particular situation.
Even if you have to start writing from scratch, reviewing these letters will
get the wheels turning in your head and give you ideas for strategies, formats, opening paragraphs, presentation of accomplishments, closing paragraphs, and more—in fact, every element of your cover letter.
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1—Before







4XHHQ6WUHHW
&HQWUHYLOOH2QWDULR
$$%
 


-DQXDU\

0U$PRO6DQGKX
0DQDJHU
+XPDQ5HVRXUFHV
2PQL7HFK6HUYLFHV,QF
9DOOH\'ULYH
&HQWUHYLOOH2QWDULR
%&'



'HDU0U6DQGKX

,ZRXOGOLNHWRDSSO\IRUWKHSRVLWLRQRI(OHFWURQLFV7HFKQLFLDQ
-RE \RXKDYHDGYHUWLVHG

,KDYHEHHQUHSDLULQJDQGVHUYLFLQJHOHFWURQLFVHTXLSPHQWIRUWKH
SDVW\HDUV,KDYHH[SHULHQFHZLWKWKH&VHULHVSULQWHUV
FRORXUSULQWHUVLQNMHWDQGODVHUSULQWHUVDQGDXGLRYLVXDO
HTXLSPHQW,QDGGLWLRQ,KDYHH[FHOOHQWFXVWRPHUVHUYLFHDQG
WURXEOHVKRRWLQJVNLOOV

,DPDYDLODEOHIRULQWHUYLHZV3OHDVHFRQWDFWPHDWWKHDERYH
SKRQHQXPEHUDQG,ORRNIRUZDUGWRKHDULQJIURP\RX

6LQFHUHO\




-DPHV0XLUILHOG



This “before” sample is a straightforward response to an advertised position. It lacks visual appeal and
only briefly mentions qualifications.
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1—After

Writer: Ross Macpherson, CPRW, CJST, JCTC; Pickering, Ontario

-DPHV0XLUILHOG




0U$PRO6DQGKX
0DQDJHU+XPDQ5HVRXUFHV
2PQL7HFK6HUYLFHV,QF
9DOOH\'ULYH
&HQWUHYLOOH2QWDULR
%&'



4XHHQ6WUHHW&HQWUHYLOOH2QWDULR$$%  

-DQXDU\

5H-RE³(OHFWURQLFV7HFKQLFLDQ´



'HDU0U6DQGKX

,W LV ZLWK JUHDW LQWHUHVW WKDW , UHVSRQG WR \RXU DGYHUWLVHPHQW IRU DQ (OHFWURQLFV 7HFKQLFLDQ ,
EHOLHYH WKDW ERWK P\ H[SHULHQFH DQG VNLOOV DUH D SHUIHFW PDWFK IRU WKH SRVLWLRQ DQG , ZRXOG
DSSUHFLDWH\RXUFDUHIXOFRQVLGHUDWLRQRIP\FUHGHQWLDOVDVSUHVHQWHGEHORZDQGLQP\DWWDFKHG
UpVXPp

$V P\ UpVXPp LQGLFDWHV , KDYH  \HDUV RI VROLG H[SHULHQFH DV D VHUYLFH DQG UHSDLU
WHFKQLFLDQ 2YHU WKH FRXUVH RI P\ FDUHHU , KDYH FRQVLVWHQWO\ SURYHQ P\ DELOLW\ WR SURYLGH
RXWVWDQGLQJFXVWRPHUVHUYLFHDQGVROYHWKHPRVWGLIILFXOWRIWHFKQLFDOLVVXHV

,KDYHEHHQUHFRJQL]HGE\SDVWHPSOR\HUVIRUWKHIROORZLQJSHUVRQDOVWUHQJWKVDQGLWLVWKHVH
VDPHTXDOLWLHVDQGUHVXOWVWKDW,ZRXOGEULQJDVDWHFKQLFLDQZLWK2PQL7HFK6HUYLFHV





2XWVWDQGLQJWHFKQLFDOSURILFLHQF\DQGH[SHUWLVH
3URYHQDELOLW\DQGSHUVHYHUDQFHWRVROYHWKHWRXJKHVWWHFKQLFDOLVVXHV
+LJKHVWOHYHORIFXVWRPHUVHUYLFHDQGFOLHQWUHODWLRQV
)ULHQGO\SXQFWXDODQGZLOOLQJWRWDNHWKHH[WUDVWHSWRHQVXUHFXVWRPHU
VDWLVIDFWLRQ


,DPYHU\H[FLWHGDERXWWKLVSRVLWLRQDQGZRXOGDSSUHFLDWHWKHRSSRUWXQLW\WRPHHWDQGGLVFXVV
P\ TXDOLILFDWLRQV 7KDQN \RX IRU \RXU FRQVLGHUDWLRQ DQG , ORRN IRUZDUG WR KHDULQJ IURP \RX
VRRQ


6LQFHUHO\





-DPHV0XLUILHOG

5pVXPpDWWDFKHG



In this version of James Muirfield’s cover letter, his strong qualifications are well highlighted—both
technical skills and personal attributes such as customer service skill and punctuality. This letter also
effectively communicates his enthusiasm for the position.
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2—Before
To Whom It May Concern:
I have worked for Galt Grocery Outlet from October of 1989 until the present time.
I am looking for stable job that will better my experience in the construction or
fencing business.
While working for Galt Grocery Outlet, I was a manager assisting in running the
store and managing the employees. Experience learned: Driving a forklift at Galt
Grocery Outlet and the Pear Shed during the summer and I also learned
communication skills from working with customers and employees.
I have received my diploma from Galt High School graduating with a 3.0 GPA and
also had a year and a half of college studying the Administration of Justice.
My hobbies include weight lifting, hiking and fishing in my spare time.
Throughout my years working with Galt Grocery Outlet I have received Employee
of the Year, and employee of the month three times.

Richard Carpenter
92743 Rich Road
Galt, California 95632
(209) 555-4092

This candidate tried unsuccessfully to combine a resume and cover letter. With formatting errors,
both first- and third-person writing, inclusion of high school G.P.A., a hard-to-find address, and hobbies not directly related to the career objective, it’s easy to see why this document was relegated to the
round file.
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2—After

Writer: Nancy Karvonen, CPRW, CEIP, IJCTC, CCM, CJST; Galt, CA

5,&+$5'&$53(17(5


5LFK5RDG
*DOW&$
 


-DQXDU\



0DUN0RUJDQ
'LUHFWRU
&DOLIRUQLD:DUHKRXVH'LVWULEXWRUV
0XULHWD'ULYH
5DQFKR0XULHWD&$


'HDU0U0RUJDQ


$UH\RXORRNLQJIRUDQH[SHULHQFHGZDUHKRXVHPDQDJHURUKHDY\HTXLSPHQWRSHUDWRU",¶P
FHUWDLQWKDW\RXRFFDVLRQDOO\FRPHDFURVVDVDIHW\RULHQWHGFDQGLGDWHZLWKH[FHOOHQWSHRSOHVNLOOV
ZKRVWDQGVRXWIURPWKHFURZGDQG,ILWWKDWGHVFULSWLRQ<RXZLOOILQGP\UpVXPpHQFORVHG


9 7KURXJKRXWP\FDUHHU,KDYHFRQVLVWHQWO\GHOLYHUHGVROLGTXDQWLILDEOHUHVXOWVIRU
P\HPSOR\HUWKURXJKSURGXFWLYHDQGFRVWHIIHFWLYHPHWKRGV


9 ,QUHYLHZLQJP\EDFNJURXQG\RXZLOOILQGWKDW,KDYHVXFFHHGHGLQSURYLGLQJ
HIIHFWLYHOHDGHUVKLSGLUHFWLRQDQGPDQDJHPHQWDQGVNLOOIXOO\RSHUDWHGDYDULHW\RI
IRUNOLIWVLQIUXLWSDFNLQJDQGZDUHKRXVHHQYLURQPHQWV




9 ,KDYHEHHQLQVWUXPHQWDOLQJHQHUDWLQJORQJWHUPEHQHILWVIRUWKHILUPVWKDW,KDYH
VHUYHG²EHQHILWVWKDWFDQEHVWEHVXPPDUL]HGDVWKHIROORZLQJ
 ,QFUHDVHGILQDQFLDOVXSSRUW
 ,QFUHDVHGSXEOLFVXSSRUW
 ,QFUHDVHGRUJDQL]DWLRQDOHIILFLHQF\DQGVDIHW\

$WWKLVSRLQWLQP\FDUHHU,DPVHHNLQJQHZFKDOOHQJHVDQGRSSRUWXQLWLHVWRFRQWLQXHWRSURYLGH
VWURQJDQGGHFLVLYHOHDGHUVKLSDQGLPSURYHILQDQFLDOUHVXOWV,I\RXFRXOGEHQHILWIURPD
GHGLFDWHGDQGJRDOGLUHFWHGHPSOR\HHZLWKSURYHQVNLOOVDQGDELOLWLHV,ZRXOGZHOFRPHD
SHUVRQDOLQWHUYLHZZKHUHZHPLJKWHVWDEOLVKDPXWXDOLQWHUHVW7KDQN\RXIRU\RXUWLPHDQG
FRQVLGHUDWLRQ


6LQFHUHO\




5LFKDUG&DUSHQWHU


(QFORVXUH5pVXPp

This revised cover letter, which emphasizes relevant experience and results, helped him land a job
within one week.
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3—Before
(OHDQRU6DQGRYDO
1HWKHUODQGV&RXUW$SW&
1HZ<RUN1<
 



2FWREHU


3HWHU5RFNKRXVH(VT
(YDQV5RFNKRXVH 6WDQIRUG//3
$YHQXHRIWKH$PHULFDV
1HZ<RUN1<

'HDU0U5RFNKRXVH

*LYHQ\RXUPLVVLRQWRFXUEWKHWLGHRIDWWULWLRQDPRQJWKHUDQNVRI\RXU$VVRFLDWHVDQG
SURYLGHDPRUHKDUPRQLRXVHQYLURQPHWQ,IHHOFRQILGQHWWKDW,FRXOGPDNHDVXEVWDQWLDO
FRQWULEXWLRQDV'LUHFWRURI$VVRFLDWH5HODWLRQV)RUWKHSDVWWZHQW\RQH\HDUV,KDYH
EHHQDVXFFHVVIXOOHJDOUHFUXLWHUIURPDOOVLGHVRIWKHUHFUXLWPHQWVSHFWUXP±EXVLQHVV
VFKRRODQGODZILUP)RXURIWKRVH\HDUVZHUHVSHQWDV'LUHFWRURI/HJDO5HFUXLWLQJIRU
$EUDPV+RZH &DVWRU,WZDVP\FKDUJHWRXSJUDGHWKHOHYHORIOHJDOWDOHQWDQGWRDLG
DQGDEHWLQSURYLGLQJDPRUHFRQJHQLDODWPRVSKHUHDWWKHILUP7RHYHU\WDVNVHWE\WKH
3DUWQHUV,DFKLHYHGZHOOEH\RQGWKHLUH[SHFWDWLRQV

:KDW,KDYHGLVGRYHUHGDIWHUDQHLJKWHHQPRQWKUHWXUQWRKHDGKXQWLQJLVWKDWZKLOH
PRQHWDULO\VXFFHVVIXO,PLVVWKHGD\WRGD\RSHUDWLRQRIDODZILUPDQGTXLWHIUDQNO\,
PLVVWKHDWPRVSKHUH0\H[SHULHQFHFUHDWLYHDSSURDFKDQGSHUVRQDOLW\FRPELQHGWR
FUHDWHDMRE,QRWRQO\H[FHOOHGLQEXWORYHG,WKDVDOZD\VEHHQDWHQHWRIP\
SURIHVVLRQDOIDLWKWKDWLIDSHUVRQORYHVWKHMRELWLVGRQHVXSHUEO\

$IWHUUHDGLQJ\HVWHUGD\¶V1HZ<RUN/DZ-RXUQDO,IHOWVWURQJO\WKDWWKLVSRVLWRQOLWHUDOO\
KDGP\QDPHRQLW7KHUHIRUH,KDYHWDNHQWKHOLEHUW\RIVXEPLWWLQJP\UHVXPHWR\RX
DV0DQDJLQJ3DUWQHURI(YDQV5RFNKRXVH 6WDQIRUG,HDJHUDZDLWZRUGIURP\RX

6LQFHUHO\



(OHDQRU6DQGRYDO

This version of the cover letter is obviously a rough draft, with no attempt made to polish the formatting or even spell-check for typographical errors. Much of the information included is relevant and
interesting, however.
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3—After

Writer: Linsey Levine, MS, JCTC; Chappaqua, NY

(/($1256$1'29$/
1(7+(5/$1'6&2857$37&
1(:<25.1<
 




2FWREHU


3HWHU5RFNKRXVH(VT
0DQDJLQJ3DUWQHU
(YDQV5RFNKRXVH 6WDQIRUG//3
$YHQXHRIWKH$PHULFDV
1HZ<RUN1<

'HDU0U5RFNKRXVH

$IWHUUHDGLQJ\HVWHUGD\¶V1HZ<RUN/DZ-RXUQDO,IHOWVWURQJO\WKDWWKHSRVLWLRQRI'LUHFWRURI
$VVRFLDWH5HODWLRQVOLWHUDOO\KDGP\QDPHRQLW

)RUWKHSDVW\HDUV,KDYHEHHQDVXFFHVVIXOOHJDOUHFUXLWHUIURPDOOVLGHVRIWKHUHFUXLWPHQW
VSHFWUXP²EXVLQHVVVFKRRODQGODZILUP)RXURIWKRVH\HDUVZHUHVSHQWDV'LUHFWRURI/HJDO
5HFUXLWLQJIRU$EUDPV+RZH &DVWRUZKHUHLWZDVP\FKDUJHWRXSJUDGHWKHOHYHORIOHJDO
WDOHQWDQGSURYLGHDPRUHFRQJHQLDODWPRVSKHUHDPRQJ3DUWQHUVDQG$VVRFLDWHVDWWKHILUP7R
HYHU\WDVNVHWE\WKH3DUWQHUV,DFKLHYHGZHOOEH\RQGWKHLUH[SHFWDWLRQV

:KDW,KDYHGLVFRYHUHGDIWHUDQPRQWKUHWXUQWRKHDGKXQWLQJLVWKDWDOWKRXJK,DP
ILQDQFLDOO\VXFFHVVIXO,PLVVWKHGD\WRGD\LQWHUDFWLRQDQGRSHUDWLRQRIDODZILUPDQGTXLWH
IUDQNO\,PLVVWKHDWPRVSKHUH0\EXVLQHVVH[SHULHQFHFUHDWLYHDSSURDFKDQGVHUYLFHRULHQWHG
SHUVRQDOLW\FRPELQHGWRFUHDWHDMRE,QRWRQO\H[FHOOHGLQEXWORYHG,WKDVDOZD\VEHHQDWHQHW
RIP\SURIHVVLRQDOIDLWKWKDWLIDSHUVRQORYHVWKHMRELWLVGRQHVXSHUEO\

*LYHQ\RXUPLVVLRQWRFXUEWKHWLGHRIDWWULWLRQDPRQJWKHUDQNVRI\RXU$VVRFLDWHVDQGSURYLGHD
PRUHKDUPRQLRXVDQGSURGXFWLYHHQYLURQPHQW,IHHOFRQILGHQWWKDW,FRXOGPDNHDVLJQLILFDQW
FRQWULEXWLRQWR(YDQV5RFNKRXVH 6WDQIRUGDQGKDYHHQFORVHGP\UHVXPHIRU\RXU
FRQVLGHUDWLRQ

,ZRXOGDSSUHFLDWHWKHRSSRUWXQLW\WRPHHWDQGVSHDNZLWK\RXGLUHFWO\UHJDUGLQJVRPHRIP\
LGHDVIRUDWWRUQH\UHFUXLWPHQWDQGUHWHQWLRQWKDWZRXOGFRPSOHPHQW\RXUILUP¶VJRDOV,ZLOOFDOO
\RXURIILFHQH[WZHHNWRVHHLIZHFDQDUUDQJHDPXWXDOO\FRQYHQLHQWWLPHWRPHHW

6LQFHUHO\



(OHDQRU6DQGRYDO

HQFORVXUH

This letter opens with a strong statement that was buried in the previous version. The writer did an
excellent job of reorganizing the information and improving the professional tone. Note the appeal
to the reader’s interests in the last paragraph.
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4—Before






0HUULFN5RDG$SW'
6W$OEDQV1<
7HOHSKRQH  




0DUFK

3KLOLS%DUQHV
3DUNZD\(OHPHQWDU\6FKRRO
(6WUHHW
1HZ<RUN1<

'HDU0U%DUQHV

7KDQN\RXIRUWDNLQJDPRPHQWWRUHYLHZP\DWWDFKHGUHVXPH,DPVXEPLWWLQJLWWR\RXIRU
HPSOR\PHQWFRQVLGHUDWLRQIRU\RXUUHFHQWRSHQLQJIRUDWHDFKHU

)RUWKHSDVWIRXU\HDUV,KDYHGHGLFDWHGP\VHOILQKHOSLQJFKLOGUHQJURZDFDGHPLFDOO\DVZHOODV
VRFLDOO\:RUNLQJZLWKFKLOGUHQKDVEHHQDQGLVDZRQGHUIXODGYHQWXUHWRPH

,WUXVW\RXILQGP\DFDGHPLFDQGHPSOR\PHQWH[SHULHQFHVXLWDEOHLQTXDOLI\LQJIRUHPSOR\PHQW
ZLWK\RXURUJDQL]DWLRQ3OHDVHIHHOIUHHWRFRQWDFWPHVKRXOG\RXQHHGPRUHLQIRUPDWLRQ

,ORRNIRUZDUGWRVSHDNLQJZLWK\RX




6LQFHUHO\





&DPHURQ$QGHUVRQ


This “before” sample is a classic example of a “transmittal letter”—a letter that merely announces a
resume and does little to sell the candidate.
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4—After

Writer: Christine Magnus, CPRW; Bronx, NY

&DPHURQ$QGHUVRQ

0HUULFN5RDG$SW'6W$OEDQV1<
  




0DUFK


3KLOLS%DUQHV
3DUNZD\(OHPHQWDU\6FKRRO
(6WUHHW
1HZ<RUN1<

'HDU0U%DUQHV

$UHZDUGLQJDQGVXFFHVVIXOWHDFKLQJH[SHULHQFHPRWLYDWHVPHWREULQJP\
FRPPLWPHQWWRWKH3DUNZD\6FKRRO,RIIHUIRXU\HDUVRIH[SHULHQFHGHGLFDWLRQ
DQGDWDOHQWIRUPRWLYDWLQJVWXGHQWVWRDFKLHYHDFDGHPLFH[FHOOHQFH

$VDVXEVWLWXWHWHDFKHUDW+RO\7ULQLW\,GHYHORSHGDKRPHZRUNDVVLVWDQFHSURJUDP
WKDWVLJQLILFDQWO\LPSURYHGVWXGHQWV·DFDGHPLFSHUIRUPDQFH0\GHWHUPLQDWLRQLQ
EULQJLQJWKHSURJUDPWRUHDOLW\ZDVIXHOHGE\P\GHVLUHWRKHOSVWXGHQWVVXFFHHG

0\GHWHUPLQDWLRQDQGFRPPLWPHQWKDYHDOVRDOORZHGPHWRGRWKHIROORZLQJ

x +HOSVWXGHQWVRYHUFRPHSUREOHPVDIIHFWLQJWKHLUDFDGHPLFSHUIRUPDQFH
x 'HOLYHUOHVVRQVLQDFUHDWLYHDQGPHDQLQJIXOPDQQHUWRIDFLOLWDWH
FRPSUHKHQVLRQRIVXEMHFWV


x (PSRZHUVWXGHQWVDQGLQFUHDVHWKHLUOHYHOVRIDFDGHPLFSHUIRUPDQFH

,VLWSRVVLEOHWRPHHWZLWK\RXWRGLVFXVVKRZP\VNLOOVFDQKHOS\RXUVWXGHQWV",I\RX
KDYHDQ\TXHVWLRQVRUUHTXLUHDGGLWLRQDOLQIRUPDWLRQSOHDVHFRQWDFWPHDW  

6LQFHUHO\



&DPHURQ$QGHUVRQ




³,KLJKO\UHFRPPHQG&DPHURQ
7LQD)R[ZRUWK

6KHLVDVHOIPRWLYDWHGSHUVRQ
3ULQFLSDO

ZKRWDNHVWKHLQLWLDWLYHDQG
+RO\7ULQLW\6FKRRO
IROORZVWKURXJK´



This dynamic and effective “after” version of the letter is enhanced by a quote from a very credible
source: the principal of a school where this candidate worked.

Chapter 7 Before-and-After Cover Letter Transformations
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5—Before


7RGG5&OHPHQWVRQ
&KDUORWWH6WUHHW
$VKHYLOOH1&
 

)HEUXDU\

5RODQG3KDUPDFHXWLFDOV
$WW$%$$VK
2VZDON%OYG
$VKHYLOOH1&

'HDU3HUVRQQHO'LUHFWRU

 +DYLQJD%6%$LQ0DUNHWLQJRQH\HDURIRXWVLGHVDOHVLQDGYHUWLVLQJDVZHOODV
H[FHOOHQWFRPPXQLFDWLRQDQGDQDO\WLFDOVNLOOV,ZRXOGOLNHWRH[SUHVVP\LQWHUHVWLQWKH
SRVLWLRQRI3KDUPDFHXWLFDO6DOHV5HSUHVHQWDWLYHZLWK\RXURUJDQL]DWLRQ+DYLQJUHFHQWO\
EHHQLQWHUYLHZHGE\WKH-DVRQ3KDUPDFHXWLFDOVRUJDQL]DWLRQ,IRXQGP\VHOIFRPSOHWHO\
HQWKUDOOHGLQWKHLQWHUYLHZLQJSURFHVV7KURXJKWKDWH[SHULHQFH,KDYHEHFRPHDSSULVHG
WKDW3KDUPDFHXWLFDO6DOHVLVWKHFDUHHU,ZDQWWRSHUVXH$OWKRXJK,ZDVQRWUHZDUGHG
WKLVMREGXHWRWKHFRPSHWLWLYHQDWXUHRIWKLVILHOG,ZDVFRQWDFWHGE\WKH'LVWULFW
0DQDJHUDQGLQIRUPHGWKDW,UDQNHGH[WUHPHO\KLJKDPRQJWKHRWKHUFDQGLGDWHVDQGWKDW
,KDYHJUHDWSRWHQWLDOLQWKHSKDUPDFHXWLFDOVDOHVILHOG,I\RXKDYHDQ\UHVHUYDWLRQV
FRQFHUQLQJDSRVVLEOHLQWHUYLHZGXHWRWKHODFNRIVDOHVH[SHULHQFH, GOLNHWRXUJH\RXWR
FRQWDFW-RQ1RYHOOD'LVWULFW0DQDJHUIRU-DVRQ+HFRQGXFWHGP\ILUVWWKUHHLQWHUYLHZV
DQGZRXOGEHPRUHWKDQKDSS\WRLQIRUP\RXRIP\SRWHQWLDOLQWKHSKDUPDFHXWLFDOILHOG
+HFDQEHFRQWDFWHGDW

 ,JUHDWO\DSSUHFLDWH\RXUWLPHDQGFRQVLGHUDWLRQDQGORRNIRUZDUGWRWKHRSSRUWXQLW\
RILQWHUYLHZLQJZLWK\RXWRIXUWKHUGLVFXVVWKLVHQGHDYRU

6LQFHUHO\


7RGG5&OHPHQWVRQ

6DODU\5HTXLUHPHQWV
%RQXVHV


This “before” sample contains a gold mine of valuable information, but the effect is lost because of
dense paragraphs, grandiose language (complete with a few incorrect word choices), and bland formatting.
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5—After

Writer: Dayna Feist, CPRW, JCTC; Asheville, NC

7RGG5&OHPHQWVRQ

&KDUORWWH6WUHHW$VKHYLOOH1&  &OHPHQWVRQ#DROFRP



)HEUXDU\


0U&:0RUJDQ
5RODQG3KDUPDFHXWLFDOV
2VZDON%OYG
$VKHYLOOH1&

'HDU0U0RUJDQ

3OHDVHFRQVLGHUWKLV,KDYHD%6%$LQ0DUNHWLQJRQH\HDURIRXWVLGHVDOHVH[SHULHQFH
DQGVWHOODUFRPPXQLFDWLRQDQGDQDO\WLFDOVNLOOVDQG,ZRXOGOLNHWREH\RXU3KDUPDFHXWLFDO
6DOHV5HSUHVHQWDWLYH

,QDVHQVH,KDYHEHHQVHOOLQJ³EXLOGLQJHIIHFWLYHUHODWLRQVKLSV³DOOP\OLIH7KURXJK
P\SHUIRUPDQFHPDQDJHPHQWVW\OHDQGSURGXFWSURFHVVNQRZOHGJH,KDYHJDUQHUHG
UHVSHFWDQGFUHGLELOLW\IURPXSSHUPDQDJHPHQWDWP\FXUUHQWSRVLWLRQDQGP\RSLQ
LRQVDUHLPSRUWDQWWRWKHPZKHQZHLQWHUDFWSURIHVVLRQDOO\DQGVRFLDOO\$VDKRXVLQJ
PDQDJHU,XVHGDSURIHVVLRQDOVW\OHRIFRPPXQLFDWLRQUHJDUGOHVVRIWKHVRFLRHFRQRPLF
VWDWXVRIWKHWHQDQW HYHQGXULQJHYLFWLRQV DQGLQFRPHUHYHQXHVUHIOHFWHGWKDW$V
DGYHUWLVLQJVDOHVFRQVXOWDQWIRUDFRPPXQLW\QHZVSDSHU,IXQFWLRQHGDVWKHFRPSDQ\
WURXEOHVKRRWHUIRUSUREOHPDFFRXQWV

,I\RXKDYHDQ\UHVHUYDWLRQVDERXWLQWHUYLHZLQJPHEHFDXVH,ODFN´RIILFLDOµVDOHV
H[SHULHQFH,ZRXOGXUJH\RXWRFRQWDFW-RQ1RYHOODGLVWULFWPDQDJHUIRU-DVRQ
3KDUPDFHXWLFDOV,WZDVGXULQJWKHLQWHUYLHZSURFHVVZLWK-DVRQWKDW,UHDOL]HGKRZYHU\
VHULRXV,DPDERXWSXUVXLQJDSKDUPDFHXWLFDOVDOHVFDUHHU-RQFRQGXFWHGP\ILUVWWKUHH
RXWRIILYH LQWHUYLHZV+HWKRXJKWHQRXJKRIP\SRWHQWLDOWRRIIHUWRDFWDVDUHIHUHQFH
+HFDQEHUHDFKHGDW  

,ZRXOGOLNHWREULQJP\HQHUJ\HQWKXVLDVPRUJDQL]DWLRQDQGSHUVXDVLYHDELOLW\WR\RXU
WHDP:LOO\RXJUDQWPHWKHRSSRUWXQLW\RIDQLQWHUYLHZ",JXDUDQWHH\RXZLOOQRWEHVRUU\
\RXGLG

,QFORVLQJ,ZDQWWRWKDQN\RXYHU\PXFKIRU\RXUWLPHDQGDWWHQWLRQ,ORRNIRUZDUGWR
\RXUUHSO\

6LQFHUHO\



7RGG5&OHPHQWVRQ

HQF

The writer very effectively mentions several successful interviews with a pharmaceutical sales manager.
Even though the candidate didn’t get the job, this experience is turned into a strong reference that
counterbalances his lack of sales experience. The second paragraph communicates that the candidate
knows what’s important for success in sales and has demonstrated those key skills.

Chapter 7 Before-and-After Cover Letter Transformations
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6—Before


6HSWHPEHU

0U-HURPH6NLQQHU
0DQDJHU+XPDQ5HVRXUFHV
&DQDGD3KDUPDFHXWLFDOV
&HQWUDO6WUHHW1RUWK
$XJXVWD2QWDULR
$%&


'HDU0U6NLQQHU

,DPJUDGXDWLQJIURPWKH$XJXVWD,QVWLWXWHRI3KDUPDFHXWLFDO7HFKQRORJ\DQGDP
LQWHUHVWHGLQDSRVLWLRQLQ\RXU5HVHDUFK 'HYHORSPHQWGHSDUWPHQW


,DPDYHU\KDUGZRUNLQJVWXGHQWDQGKDYHUHFHLYHGH[FHOOHQWJUDGHVRQP\ODE
SURMHFWV


)RU H[DPSOH , VXFFHVVIXOO\ FUHDWHG D IRUPXODWLRQ PDWUL[ IRU ,5 WDEOHWV DQG
GHWHUPLQHGLWVVWUHQJWKE\FRS\LQJSHQLFLOOLQ9SRWDVVLXPWDEOHWV,QDQRWKHUSURMHFWP\
JURXSH[DPLQHGFRQIRXQGLQJVWDQGDUGRUGHUH[SHULPHQWDOHUURUVLJQLILFDQFHWHVWLQJYLD
$129$ SRO\QRPLDO HTXDWLRQV DQG RSWLPL]DWLRQ LQ SKDUPDFHXWLFDO DSSOLFDWLRQ RI 
IUDFWLRQDOIDFWRULDOGHVLJQ

,DPYHU\LQWHUHVWHGLQDSRVLWLRQDW&DQDGD3KDUPDFHXWLFDOVLQWKH5HVHDUFKDQG
'HYHORSPHQWGHSDUWPHQW<RXDUHZHOFRPHWRUHYLHZP\DWWDFKHGUHVXPH7KDQN\RX
IRU\RXUFRQVLGHUDWLRQ

6LQFHUHO\



&DWKHULQH:HVWEURRN
0DVWHUV5RDG
$XJXVWD2QWDULR
$%&
 

The formatting and language of this letter convey a less-than-professional message, and the information highlighted is only a small part of what this candidate has to offer.
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6—After

Writer: Ross Macpherson, CPRW, CJST, JCTC; Pickering, Ontario

&$7+(5,1(:(67%522.
0DVWHUV5RDG
$XJXVWD2QWDULR$%&







3KRQH  
(PDLOFZHVWEURRN#PDLOFRP

6HSWHPEHU
0U-HURPH6NLQQHU
0DQDJHU+XPDQ5HVRXUFHV
&$1$'$3+$50$&(87,&$/6
&HQWUDO6WUHHW1RUWK
$XJXVWD2QWDULR
$%&

'HDU0U6NLQQHU

$V D JUDGXDWLQJ VWXGHQW IURP WKH $XJXVWD ,QVWLWXWH RI 3KDUPDFHXWLFDO 7HFKQRORJ\ , DP
SDUWLFXODUO\ DWWUDFWHG WR &DQDGD 3KDUPDFHXWLFDOV DV D SURJUHVVLYH OHDGHU LQ SKDUPDFHXWLFDO UHVHDUFK
DQG GHYHORSPHQW DQG DV DQ HPSOR\HU WKDW FDQ SURYLGH ERWK WKH FKDOOHQJH DQG RSSRUWXQLW\ , DP
VHHNLQJ

3KDUPDFHXWLFDO UHVHDUFK DQG GHYHORSPHQW RIIHUV WKH RSSRUWXQLW\ WR ZRUN RQ WKH FXWWLQJ HGJH RI
PHGLFLQDOLQQRYDWLRQDQGGLVFRYHU\DQGLWLVIRUWKLVUHDVRQWKDW,SXUVXHGLWDVDILHOGRIVWXG\0\
DFDGHPLFH[SHULHQFHKDVH[SRVHGPHWRWKHFKDOOHQJHVDQGH[FLWHPHQWRIZRUNLQJLQDWHDPWRZDUGD
FRPPRQ JRDO DQG LW LV ZLWKLQ WKLV G\QDPLF HQYLURQPHQW RI WHDPZRUN LQQRYDWLRQ DQG D FROOHFWLYH
GHVLUHWRVXFFHHGWKDW,SDUWLFXODUO\WKULYH,WLVH[DFWO\&DQDGD3KDUPDFHXWLFDOV¶GHGLFDWLRQWRWKHVH
YHU\ SULQFLSOHV WKDW PDNHV PH FRQILGHQW WKDW , ZRXOG EH D YDOXDEOH FRQWULEXWRU DQG WKDW H[FLWHV PH
DERXWRSSRUWXQLWLHVZLWKLQ\RXUFRPSDQ\

,QDGGLWLRQWRP\DFDGHPLFTXDOLILFDWLRQV,ZRXOGEULQJWKHIROORZLQJSHUVRQDOVWUHQJWKVWRDSRVLWLRQ
LQ&DQDGD3KDUPDFHXWLFDOV


¾ $Q HQWKXVLDVP IRU FKDOOHQJHV HVSHFLDOO\ WKRVH WKDW UHTXLUH QHZ ZD\V RI WKLQNLQJ DQG

FROODERUDWLYHLQSXWDFURVVVFLHQWLILFVSHFLDOWLHV
¾ 2XWVWDQGLQJ WHDPZRUN DQG OHDGHUVKLS VNLOOV ZKHUH , KDYH GHPRQVWUDWHG P\ DELOLW\ WR

ERWKFRQWULEXWHDQGPRWLYDWH
GHGLFDWHG ZRUN HWKLF DQG GHVLUH WR PDNH D GLIIHUHQFH ZKLFK LV UHIOHFWHG LQ P\
DFDGHPLFZRUNDQGYROXQWHHUH[SHULHQFH

¾ $


, ZRXOG DSSUHFLDWH WKH RSSRUWXQLW\ WR PHHW DQG IXUWKHU VKDUH ZLWK \RX P\ TXDOLILFDWLRQV DQG
HQWKXVLDVP IRU MRLQLQJ WKH 5HVHDUFK DQG 'HYHORSPHQW WHDP DW &DQDGD 3KDUPDFHXWLFDOV 7KDQN \RX
IRU\RXUFRQVLGHUDWLRQDQG,ORRNIRUZDUGWRKHDULQJIURP\RXVRRQ

6LQFHUHO\



&DWKHULQH:HVWEURRN


(QFORVXUH

Although it contains a great deal more information, this letter retains its readability through effective
formatting. The first two paragraphs compliment the company and give the candidate’s strong reasons for wanting to work there.

Chapter 7 Before-and-After Cover Letter Transformations
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7—Before
2FWREHU



'HDU6LURU0DGDP


,DPUHVSRQGLQJWRWKHSRVLWLRQ,QWHUQDWLRQDO5HJLRQDO6DOHV0DQDJHUDGYHUWLVHGLQ7KH
0LDPL1HZVSDSHU2FWREHU

0\ DFDGHPLF FUHGHQWLDOV LQFOXGH D 0DVWHUV LQ %XVLQHVV $GPLQLVWUDWLRQ ZKLFK KDV
SURYLGHG WKH IRXQGDWLRQ IRU P\ H[WHQVLYH LQWHUQDWLRQDO SURIHVVLRQDO H[SHULHQFH  7KLV
LQWHUQDWLRQDO ZRUN LQFOXGHV H[SHULHQFH LQ YDULRXV PDUNHWV LQFOXGLQJ /DWLQ $PHULFD DQG WKH
8QLWHG6WDWHV

, KDYH EHHQ D 0DUNHWLQJ 0DQDJHU DQG 'HSXW\ *HQHUDO 0DQDJHU DW 6ZLVV :DWFK
&RUSRUDWLRQ LQ 3DQDPD ZKHUH , VXFFHVVIXOO\ PHW WKH FKDOOHQJH RI LQWURGXFLQJ 6ZLVV %UDQGV WR
WKH &HQWUDO $PHULFDQ PDUNHW DQG 6RXWK $PHULFDQ PDUNHW  ,Q DGGLWLRQ LQ P\ FDSDFLW\ DV DQ
,QWHUQDWLRQDO $FFRXQW ([HFXWLYH IRU 9LGHR 6HUYLFHV , KDYH EHHQ PDUNHWLQJ ' PRGHO KRPH
VLPXODWLRQVHUYLFHVWRIRUHLJQFRQVWUXFWLRQFRPSDQLHV)XUWKHUPRUH,KDYHZRUNHGLQWKHDUHDRI
&XVWRPHU 5HODWLRQV ZLWK QRQOLQHDU HGLWLQJ V\VWHPV PDQXIDFWXUHG E\ $YLV 7HFKQRORJ\  $OO RI
P\ LQWHUQDWLRQDO H[SHULHQFH KDV EHHQ HQKDQFHG E\ WKH IDFW WKDW , VSHDN YDULRXV ODQJXDJHV
SURILFLHQWO\ LQFOXGLQJ 6SDQLVK )UHQFK (QJOLVK +HEUHZ DQG KDYH D ZRUNLQJ NQRZOHGJH RI
3RUWXJXHVH

,ZRXOGOLNHWKHRSSRUWXQLW\WRIXUWKHUGLVFXVVP\H[SHULHQFHDQGTXDOLILFDWLRQVZLWK\RX
3OHDVHIHHOIUHHWRFDOOPHDW  7KDQN\RXIRU\RXUFRQVLGHUDWLRQ



6LQFHUHO\


*DEULHO+DPGD


This letter is full of “I” statements and shows very little knowledge of or relevance to the employer’s
needs. Further, it is not written in a style and format that are commensurate with the midlevel management position the candidate is pursuing.
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7—After
(2FHDQ&OXE'ULYH
$YHQWXUD)/

Writer: Lisa LeVerrier, MA, MS, CPRW, JCTC; Deerfield Beach, FL

*$%5,(/+$0'$

  
JDEULHOKDPGD#PLQGVSULQJFRP



2FWREHU


%R[:;;
5(,QWHUQDWLRQDO5HJLRQDO6DOHV0DQDJHU
+HEHU3OD]D
0LDPL)/

'HDU+LULQJ3URIHVVLRQDO

%XLOGLQJFRUSRUDWHYDOXHDQGGHOLYHULQJVXVWDLQHGUHYHQXHJURZWKLVP\H[SHUWLVH)RU
WKHSDVWHLJKW\HDUV,KDYHSURYHQP\DELOLW\WROHDGDJJUHVVLYHPDUNHWH[SDQVLRQLQWR
LQWHUQDWLRQDOPDUNHWV+LJKOLJKWVRIP\SURIHVVLRQDOFDUHHULQFOXGHWKHIROORZLQJ

x ,QWURGXFHGLQQRYDWLYHVLPXODWLRQWHFKQRORJ\LQWRLQWHUQDWLRQDOWHUULWRULHVLQFOXGLQJ
%UD]LO0H[LFR9HQH]XHOD&RVWD5LFDDQG&RORPELD

x ,QFUHDVHG6ZLVV:DWFKVDOHVE\UHVXOWLQJLQPLOOLRQLQDGGLWLRQDODQQXDOUHYHQXH
x 1HJRWLDWHGVXFFHVVIXOFRUSRUDWHSDUWQHUVKLSZLWK.RGDNLQ(O6DOYDGRUUHVXOWLQJLQ
QHZGLVWULEXWLRQFKDQQHOVZLWKPRUHWKDQLQDQQXDOVDOHV
x 6SHDUKHDGHGVXFFHVVIXOODXQFKRI:DWFKSURGXFWVLQ3DQDPD&RORPELDDQG%ROLYLD
UHVXOWLQJLQKXJHPDVVPHGLDFDPSDLJQV

0\VWUHQJWKVOLHLQP\DELOLW\WRFRQFHLYHDQGLPSOHPHQWVWUDWHJLFDFWLRQSODQVWRLGHQWLI\
QHZPDUNHWRSSRUWXQLWLHVLQWURGXFHVWDWHRIWKHDUWWHFKQRORJLHVSURGXFWVDQGQHJRWLDWH
VWUDWHJLFSDUWQHUVKLSVWRGULYH/DWLQ$PHULFDQPDUNHWH[SDQVLRQDQGUHYHQXHSURILW
JURZWK(TXDOO\QRWDEOHDUHP\VWURQJTXDOLILFDWLRQVLQSXEOLFUHODWLRQVDQGSURPRWLRQ
UHFUXLWLQJDQGWUDLQLQJFXVWRPHUUHODWLRQVDQGFURVVFXOWXUDOFRPPXQLFDWLRQ IOXHQWLQ
(QJOLVK6SDQLVK)UHQFKDQG+HEUHZ 

&XUUHQWO\,DPVHHNLQJDPLGOHYHOPDQDJHPHQWSRVLWLRQZKHUH,FDQFRQWLQXHWRSURYLGH
VWURQJDQGGHFLVLYHVDOHVDQGPDUNHWLQJOHDGHUVKLS,IP\H[SHULHQFHDQGDELOLWLHVDUHD
PDWFKIRU\RXUJRDOV,ZRXOGZHOFRPHWKHRSSRUWXQLW\IRUDSHUVRQDOLQWHUYLHZ,FDQDVVXUH
\RXWKDWP\LQWHUQDWLRQDOVDOHVDQGPDUNHWLQJH[SHUWLVHZLOOEHRIYDOXHWR\RXU
RUJDQL]DWLRQ

6LQFHUHO\




*DEULHO+DPGD

(QFORVXUHUpVXPp


Opening with a strong statement that conveys value to the organization, the “after” version of this letter goes on to emphasize specific accomplishments that are relevant to the hiring company’s needs.
The closing is assertive and professional.
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8—Before

7DPP\(DWRQ
:RQGHU9DOOH\5RDG
9LFNVEXUJ25
 
WPHDWRQ#RUDKDRUJ


0D\


6HDUFK&RPPLWWHH
$PHULFDQ+HDUW$VVRFLDWLRQ0LGGOHWRZQ&KDSWHU
(DVW0DLQ6WUHHW
6W&LW\25

$WWQ6HDUFK&RPPLWWHH

3OHDVHDFFHSWWKLVOHWWHULQDSSOLFDWLRQIRUWKH0LGGOHWRZQ&KDSWHU0DQDJHUSRVLWLRQ(QFORVHGSOHDVHILQG
P\UHVXPHDQGOHWWHUVRIUHFRPPHQGDWLRQ,DPDYDLODEOHIRUUHORFDWLRQ

0\UHVXPHRXWOLQHVP\\HDUVRIH[SHULHQFHZLWK$PHULFDQ+HDUW$VVRFLDWLRQ,DPD³SHRSOHSHUVRQ´
DQGHQMR\ZRUNLQJZLWKVWDIIFRQWULEXWRUVYROXQWHHUVKHDOWKFDUHSURIHVVLRQDOVDQGWKHFRPPXQLW\DW
ODUJH,DOVRKDYHVWURQJPDQDJHPHQWH[SHULHQFHDVDQ$FWLQJ&KDSWHU0DQDJHUZLWKWKH'RZQWRZQ
&KDSWHUDQGDVD1DWLRQDO3URMHFWV&RRUGLQDWRUZLWKWKHQDWLRQDOOHYHO$VDQ$FWLQJ&KDSWHU0DQDJHU,
PDLQWDLQH[FHOOHQWFRPPXQLFDWLRQVEHWZHHQWKHFKDSWHUDQGLW¶VFRQVWLWXHQFLHVRYHUVHHEXGJHWVDQG
FRQWUROH[SHQGLWXUHVXSGDWHWKH9LFH3UHVLGHQWRI&RPPXQLW\6HUYLFHVRQDFWLYLWLHVRIWKHFKDSWHUPDNH
PDQDJHPHQWUHFRPPHQGDWLRQVDVDSSURSULDWHDQGSURYLGHVXSHUYLVRU\RYHUVLJKWDQGVXSSRUWWRP\VWDII

,DPFRQILGHQWWKLVH[SHULHQFHZRXOGHQDEOHPHWREXLOGLQWHUQDODQGH[WHUQDOUHODWLRQVKLSVPD[LPL]LQJ
OLPLWLQJRSHUDWLQJUHVRXUFHVZLWKHQKDQFHPHQWRIWKHGHOLYHU\RIVHUYLFHVWRHQVXUHWKDWWKHPLVVLRQDQG
JRDOVRIWKH$PHULFDQ+HDUW$VVRFLDWLRQFRQWLQXH

7KDQN\RX,ORRNIRUZDUGWRKHDULQJIURP\RX

9HU\WUXO\\RXUV



7DPP\0(DWRQ

(QFORVXUH

This “before” letter fails the first rule of referral letter writing: Immediately name your referral source
in the first sentence of your letter. The letter is also vague, short on measurable results, and contains
a serious grammatical error (“it’s” should be “its”) that in and of itself might torpedo this candidate’s
chance for an interview.
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8—After

Writer: Susan Britton Whitcomb, CCMC, CCM, NCRW, CPRW; Fresno, CA

7DPP\0(DWRQ
:RQGHU9DOOH\5RDG
9LFNVEXUJ25
 
WPHDWRQ#RUDKDRUJ


0D\


-HQQLIHU0DUNV
6HDUFK&RPPLWWHH&KDLU
$PHULFDQ+HDUW$VVRFLDWLRQ0LGGOHWRZQ&KDSWHU
(DVW0DLQ6WUHHW
6W&LW\25

'HDU0V0DUNV

-DFN+HQQHVH\7HUU\&DUYHUDQG-RH3LFHGDKDYHXUJHGPHWRDSSO\IRUWKH$PHULFDQ+HDUW$VVRFLDWLRQ¶V
0LGGOHWRZQ&KDSWHU0DQDJHUSRVLWLRQ$VDQDUGHQWDQGORQJWLPHVXSSRUWHURI+HDUW,DPSOHDVHGWR
VXEPLWP\UpVXPpIRUWKHSRVLWLRQ

4XDOLILFDWLRQV,FDQGHOLYHUWRWKHFKDSWHUVWHPIURPP\\HDUVZLWK+HDUW,QFOXGHGLQWKLVWHQXUHLV
VLJQLILFDQWPDQDJHPHQWH[SHULHQFHDWWKHQDWLRQDODQGFKDSWHUOHYHOV6SHFLILFFRQWULEXWLRQVLQWKH
GLVFLSOLQHVRIRSHUDWLRQVFRUSRUDWHUHODWLRQVIXQGGHYHORSPHQWILQDQFHDQGDFFRXQWLQJKXPDQ
UHVRXUFHVDQGWHFKQRORJ\DUHRXWOLQHGRQWKHHQFORVHGUpVXPp

0RVWUHFHQWO\XQGHUP\GLUHFWLRQDV$FWLQJ&KDSWHU0DQDJHUWKH'RZQWRZQ&KDSWHUHQMR\HGD
LQFUHDVHLQIXQGGHYHORSPHQWRSHUDWHGLQWKHEODFNIRUWKHILUVWWLPHLQIRXU\HDUVSDUWQHUHGZLWK6DLQW
-RVHSK¶V0HGLFDO&HQWHUWRLPSOHPHQW³+HDOWK\+HDUWV´LQ.±VFKRROVDQGUHVXUUHFWHGDQDGYLVRU\SDQHO
PDGHXSRIFRPPLWWHGDQGWDOHQWHGEXVLQHVVDQGFRPPXQLW\OHDGHUV

,QDQHUDZKHQVRFLHWDODQGHFRQRPLFLQIOXHQFHVKDYH\LHOGHGDGHFOLQHLQYROXQWHHUVHUYLFHVDQGILQDQFLDO
UHVRXUFHV\RXUFRPPLWWHHQRGRXEWZDQWVDQLQGLYLGXDOZLWKSURYHQOHDGHUVKLSH[SHULHQFHLQWKHQRWIRU
SURILWVHFWRU,EHOLHYHP\WUDFNUHFRUGLVLQGLFDWLYHRIP\DELOLW\WREXLOGLQWHUQDODQGH[WHUQDOUHODWLRQVKLSV
PD[LPL]HOLPLWHGRSHUDWLQJUHVRXUFHVDQGHQKDQFHWKHGHOLYHU\RIVHUYLFHVWRHQVXUHWKDWWKLVFKDSWHURIWKH
$PHULFDQ+HDUW$VVRFLDWLRQFRQWLQXHVWRWKULYH

,ORRNIRUZDUGWROHDUQLQJPRUHDERXWKRZ,FDQDVVLVWLQPHHWLQJWKHFKDSWHU¶VLPPHGLDWHQHHGVDQGORQJ
WHUPJRDOV

6LQFHUHO\



7DPP\0(DWRQ

(QFORVXUH

Starting strongly with multiple referrals, the “after” version of the letter goes on to state verifiable
accomplishments along with general qualifications. And, very importantly, it identifies with the nonprofit organization’s mission.

Chapter 1 A Résumé Primer
Chapter 7 Before and After Cover Letter Transformations

Chapter

8
Winning Cover Letters
for Blue-Collar and
Trades Positions
The Top 5 Cover Letter–Writing Tips for Blue-Collar and
Trades Positions
1. Be certain to highlight your technical qualifications as they relate to the
position. Often these specific technical requirements—such as a cosmetologist’s license, heavy-equipment operator’s certificate, or welding certification—are bona fide job requirements, and without them you cannot
be considered for the job.
2. Turnover is often high in blue-collar professions. If you can stress traits
such as work ethic and a strong performance record, you will be a strong
candidate.
3. Use language that is comfortable for your educational level and vocabulary, but be certain that your letter sounds professional and is absolutely
correct in grammar, spelling, and punctuation.
4. Mention any recent education, training, or other evidence of continuing
professional development; this shows you are serious about your profession and dedicated to improving your skills.
5. Just as with any other type of profession, consider the needs of the
employer and sell yourself as the solution to those needs.
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Writer: Susan Guarneri, MS, CCM, NCC, NCCC, LPC, CPRW, CEIP, IJCTC, MCC; Wausau, WI

7LPRWK\2·1HLOO

3DUDPRXQW'ULYH/DZUHQFHYLOOH1-
 




-DQXDU\


0U-RKQ+RJDQ
0DLQ6WUHHW0DQXIDFWXULQJ
0DLQ6WUHHW
/DZUHQFHYLOOH1-



5H0DFKLQLVWRU0DLQWHQDQFH0DFKLQLVWSRVLWLRQ

'HDU0U+RJDQ

,I\RXEHOLHYHWKDWSURSHUO\PDLQWDLQHGHTXLSPHQWDQGPDFKLQHU\DUHYLWDOWRPDQXIDFWXULQJ
SURGXFWLRQGHDGOLQHVZHWKLQNDOLNH

,I\RXQHHGFXVWRPL]HGSDUWVHTXLSPHQWDQGPDFKLQHU\WRPHHWUXVKRUGHUVZHVKRXOGWDON

,I\RXDUHORRNLQJIRUDGHSHQGDEOHDQGFRQVFLHQWLRXVPDFKLQLVWPDLQWHQDQFHPDFKLQLVWRU
LQGXVWULDOPDFKLQHU\UHSDLUHUSOHDVHFRQVLGHUP\TXDOLILFDWLRQV

 \HDUVRIH[SHULHQFHDVD0DFKLQLVWSURGXFLQJRUUHSDLULQJSDUWVDQGHTXLSPHQW
IRUPDMRULQGXVWULDOPDQXIDFWXUHUVSKDUPDFHXWLFDOFRPSDQLHVDQGUHVHDUFK
RUJDQL]DWLRQV
 &RPSOHWHGUXVKRUGHUSURMHFWVRQWLPHDQGZLWKTXDOLW\UHVXOWV
 ([SHULHQFHGZLWKDZLGHYDULHW\RIHTXLSPHQWWRROVIL[WXUHVDQGPDWHULDOVZKLFK
PHDQV,FDQEULQJLPPHGLDWHYDOXHWR\RXURSHUDWLRQ
 /R\DOGHGLFDWHGDQGGHSHQGDEOHKDUGZRUNHU
 4XLFNOHDUQHUZLWKDNQDFNIRUVROYLQJSUREOHPV

7RKHOS\RXOHDUQPRUHDERXWP\TXDOLILFDWLRQV,KDYHHQFORVHGP\UpVXPp7KURXJKRXWP\
ZRUNKLVWRU\,KDYHEHHQVXFFHVVIXODVDPDFKLQLVWEHFDXVH,KDYHDFTXLUHGH[FHOOHQWVNLOOV
SODQQHGFDUHIXOO\IRUSURMHFWVDQGNHSWRQJRRGWHUPVZLWKSHRSOHDWDOOOHYHOV

,WZRXOGEHDSOHDVXUHWRPHHWZLWK\RXDW\RXUFRQYHQLHQFHWRGLVFXVVWKHFRQWULEXWLRQV,
ZRXOGPDNHWR\RXUWHDP,DPUHDG\WRSXWP\HQHUJ\DQGH[SHULHQFHWRZRUNIRU\RX0D\
,KHDUIURP\RXVRRQ"

6LQFHUHO\




7LPRWK\2¶1HLOO

(QF

Opening with interest-generating statements and continuing with bullet points that highlight key
qualifications, this cover letter grabs and keeps the reader’s attention from beginning to end.

Chapter 8 Winning Cover Letters for Blue-Collar and Trades Positions

Writer: Rhoda Kopy, BS, CPRW, JCTC, CEIP; Toms River, NJ

181

10

-2+1$.($51(<
'LDPRQG'ULYHx7RPV5LYHU1-














0D\




'DYLG&DUOLVOH
3LHGPRQW3URSHUWLHV
%UDGOH\%RXOHYDUG
(DWRQWRZQ1-

'HDU0U&DUOLVOH

,DPLQWHUHVWHGLQVHFXULQJDSRVLWLRQDVD0DLQWHQDQFH7HFKQLFLDQ6XSHUYLVRUZLWKIXOO
UHVSRQVLELOLW\IRURYHUVHHLQJWKHPDLQWHQDQFHRIDODUJHDSDUWPHQWFRPSOH[RUKRXVLQJ
GHYHORSPHQW0\UHVXPHLVHQFORVHGIRU\RXUUHYLHZ

:LWKPRUHWKDQ\HDUVRIH[SHULHQFHLQDOODVSHFWVRIEXLOGLQJPDLQWHQDQFH,FDQEHD
YDOXDEOHDGGLWLRQWR\RXUVWDII0\H[SHUWLVHLQWKHDUHDVRIFDUSHQWU\SOXPELQJHOHFWULFDOZRUN
SDLQWLQJODQGVFDSLQJDQGSRROPDLQWHQDQFHKDVOHGWRWKHSUHVHQWRFFXSDQF\UDWHRILQ
WKHDSDUWPHQWFRPSOH[,SUHVHQWO\RYHUVHH

,ZDVVSHFLILFDOO\VHOHFWHGWRUHFWLI\VHULRXVVDIHW\DQGKHDOWKKD]DUGVDQGLQLWLDWHH[WHQVLYH
UHSDLUVDQGUHQRYDWLRQVDWWZRDSDUWPHQWFRPSOH[HV7KHDELOLW\WRDFFXUDWHO\DVVHVVQHHGV
DQGSURPSWO\LPSOHPHQWVROXWLRQVKDVFRQWULEXWHGWRP\VXFFHVV7KURXJKHIIHFWLYHSODQQLQJ
DQGVFKHGXOLQJ,KDYHFRQVLVWHQWO\GHPRQVWUDWHGWKHDELOLW\WRNHHSFRPSOH[HVLQWLSWRSVKDSH
ZLWKPLQLPDOPDQSRZHU:KLOHRWKHUFRPSOH[HVRIFRPSDUDEOHVL]HUHTXLUHDZRUNIRUFHRIIRXU
,JHWWKHMREGRQHZLWKDZRUNIRUFHRIWZR

,I\RXDUHVHDUFKLQJIRUDPDLQWHQDQFHSURIHVVLRQDOZKRLVFRPPLWWHGWRKLJKVWDQGDUGVRI
ZRUNPDQVKLSUHODWHVZHOOZLWKUHVLGHQWVDQGLVXVHGWREHLQJRQFDOODURXQGWKHFORFNSOHDVH
FRQWDFWPHWRDUUDQJHDQLQWHUYLHZ

7KDQN\RXIRU\RXUFRQVLGHUDWLRQ








6LQFHUHO\










-RKQ$.HDUQH\

(QFORVXUH

By addressing such key issues as occupancy rate, safety, economy, and tenant relationship-building,
this letter strongly appeals to the interests of its primary audience: property owners.

182

Cover Letter Magic

11



















Writer: Meg Montford, PCCC, CMF, CCM; Kansas City, MO

-RKQ:%ULGJHV
:+DUULVRQ
2ODWKH.6


)DVW6WUHHW
6DQWD$QD&$




1RYHPEHU


+XPDQ5HVRXUFHV0DQDJHU
&LW\+DOO
&HQWUDO6WUHHW5RRP
6DQWD$QD&$
3RVLWLRQ675((7683(5,17(1'(17
0\\HDUVRIH[SHULHQFHLQDOOIDFHWVRISXEOLFZRUNVPDNHPHZHOOTXDOLILHGWREH
\RXUQH[W6WUHHW6XSHULQWHQGHQW+DYLQJWKHORQJHYLW\ZLWKRQHFLW\HPSOR\HUVSHDNVWR
P\GHGLFDWLRQDQGVWURQJZRUNHWKLF6XSHUYLVRUVKDYHDSSODXGHGP\GHSHQGDELOLW\
SXQFWXDOLW\DQGDELOLW\WRPHHWHVWDEOLVKHGSURMHFWGHDGOLQHV0\FXUUHQWPDQDJHUKDV
FRPPHQWHG³/DVWZLQWHU-RKQQHYHUPLVVHGDFDOORXWIRUVQRZ7KLVLVWKHW\SHRI
OHDGHUVKLSWKLVVKRSQHHGVLIZHDUHWREHVXFFHVVIXO´
7KHFLW\RI2ODWKHLVWKHIDVWHVWJURZLQJFLW\LQ.DQVDV&ODVVLILHGWKHWKLUGODUJHVWFLW\
LQWKHVWDWHE\DUHD2ODWKHKDVODQHPLOHVDQGFRQWLQXHVWRDGG±ODQHPLOHV
SHU\HDU,WLVDVXEXUERI*UHDWHU.DQVDV&LW\,KDYHZRUNHGIRUWKLVFLW\GXULQJLWVUDSLG
JURZWKDQGKDYHFRQTXHUHGWKHFKDOOHQJHVWKLVJURZWKSURFHVVKDVSURYLGHGLWVFLW\
ZRUNHUV
7UDLQLQJDQGWHFKQLFDOGHYHORSPHQWDUHYHU\LPSRUWDQWWRPHDQG,WDNHDGYDQWDJHRI
HYHU\RSSRUWXQLW\WRDFTXLUHWKHNQRZOHGJHWKDWZLOODGYDQFHP\VNLOOV$VDFUHZOHDGHU
,KDYHGLUHFWHGPDQ\ZRUNHUVRQWKHMREVLWHVDQGDPFRQILGHQWRIP\DELOLW\WRRYHUVHH
\RXUVWDIIRI:RUN]RQHVDIHW\LVDFULWLFDOLVVXHLQRXUILHOGDQG,WDNHSULGHLQP\
SURDFWLYHDSSURDFKWRXVLQJVDIHW\HTXLSPHQWPHHWLQJVDIHW\UHTXLUHPHQWVDQG
IROORZLQJSURFHGXUHV
,Q-DQXDU\,ZLOOEHUHORFDWLQJWR\RXUFLW\IRUIDPLO\UHDVRQVEXWFDQEHDYDLODEOH
IRUDQLQWHUYLHZEHIRUHWKHQ3OHDVHFRQWDFWPHDWP\2ODWKHWHOHSKRQHQXPEHUWR
VFKHGXOHDPHHWLQJ7KDQN\RXIRU\RXUFRQVLGHUDWLRQRIP\DSSOLFDWLRQ
6LQFHUHO\

-RKQ:%ULGJHV




This letter packs a lot of information. The candidate reinforces his qualifications with a very effective
quote, gives enough information about his current employer to show relevance to the city in which
he’s applying, and informs the reader that he will be relocating to that city in just a few months.
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Writer: Carole S. Barns; Woodinville, WA

+$52/'60,//(5

3LQHKXUVW$YHQXH1(%RVWRQ0$  



)HEUXDU\


'RXJODV7XUNHOO'LVWULFW6HFUHWDU\
)LUH3URWHFWLRQ'LVWULFW
1:/HVWHU/DQH
%RVWRQ0$
'HDU0U7XUNHOO
(QFORVHGLVDUpVXPpLQDSSOLFDWLRQIRUWHVWLQJIRUSURPRWLRQWR&DUHHU/LHXWHQDQWLQ)LUH3URWHFWLRQ'LVWULFW
$VDFXUUHQW)LUHILJKWHULQWKH'LVWULFWZKRKDVVHUYHGDVDQ$FWLQJ/LHXWHQDQWIRUWKHSDVW\HDUV,KDYH
WKHVNLOOWKHNQRZOHGJHDQG²PRVWLPSRUWDQWO\²WKHGHGLFDWLRQDQGFRPPLWPHQWWRHQVXUHWKDWFLWL]HQVDQG
EXVLQHVVHVDUHSURYLGHGZLWKVDIHHIILFLHQWDQGTXDOLW\ILUHSUHYHQWLRQHGXFDWLRQDQGPDQDJHPHQW/HWPH
KLJKOLJKWDIHZRIWKHDUHDVZKHUH,EHOLHYH,DPH[FHSWLRQDOO\TXDOLILHGWRIXOILOOWKHUHTXLUHPHQWVRIWKH
SRVLWLRQ


<2855(48,5(0(176



0<48$/,),&$7,216

 )LUVW&ODVV)LUHILJKWHUIRU\HDU
7UDLQLQJLQXSWRKRXUVRI
VSHFLDOL]HGILUHILJKWLQJSURJUDPV
3RVVHVVYDOLG(07FHUWLILFDWLRQ

 ,KDYHEHHQD)LUHILJKWHUVLQFHDQGDFKLHYHGP\)LUVW&ODVV
)LUHILJKWHUVWDWXVLQ$SULO$JUDGXDWHRIWKH8QLYHUVLW\RI
0DVVDFKXVHWWV,DOVRKDYHDGHJUHHLQ)LUH&RPPDQGDQG
$GPLQLVWUDWLRQIURP%XQNHU+LOO&RPPXQLW\&ROOHJH$OORIWKH
UHTXLUHGFRXUVHV²IURP6XSHUYLVLRQWR7LPH6\VWHPV²KDYHEHHQ
WDNHQ,FRPSOHWHGP\IRUPDOVWXGLHVZLWKD*3$RI,DPD
FHUWLILHG(07

 6XSHUYLVHVWUDWHJLFDQGWDFWLFDO
HPHUJHQF\RSHUDWLRQVDQGRU
&RPPDQG6\VWHP ,&6 

 ,KDYHFRPSOHWHGKRXUVRILQVWUXFWLRQRQ,&6DQGKDYHDQ
H[FHOOHQWZRUNLQJNQRZOHGJHRIWKHV\VWHP7DFWLFVDUHDPRQJP\
VWURQJHVWVNLOOV,DFKLHYHGWKH'LVWULFW¶VKLJKHVWVFRUHRQWKHPRVW
UHFHQWWDFWLFDOH[HUFLVH

 %HDEOHWRHIIHFWLYHO\XVH
SHUVRQQHODQGUHVRXUFHVLQERWK
HPHUJHQF\DQGQRQHPHUJHQF\
VLWXDWLRQV

 $V$FWLQJ/LHXWHQDQWIRUWKH'LVWULFWIRUWKHSDVW\HDUVIRUXSWR
RIP\VKLIWV,DPIUHTXHQWO\UHVSRQVLEOHIRUWKHGD\WRGD\
RSHUDWLRQVRIWKHFUHZ0\OHDGHUVKLSVNLOOVJHQHUDWHWUXVWEHFDXVH
,EHOLHYHLQIDLUDQGHTXDOWUHDWPHQWRIRWKHUVDQGWKDWDOOOHDGHUV
DUHPRUHHIIHFWLYHLIWKH\OHDGZLWKDWHDPPHQWDOLW\

 ([FHOOHQWFRPPXQLFDWLRQVDQG
SXEOLFUHODWLRQVVNLOOV

 :LWKVWURQJZULWWHQDQGYHUEDOFRPPXQLFDWLRQVDELOLWLHV,DP
SDUWLFXODUO\HIIHFWLYHLQGHDOLQJZLWKWKHSXEOLF,DPDQ
HQWKXVLDVWLFSURYLGHURISXEOLFHGXFDWLRQSURJUDPVDQGHQMR\
JRLQJWKHH[WUDVWHSWRSURPRWHDSRVLWLYHKHOSIXOLPDJHRIWKH
)LUH3URWHFWLRQ'LVWULFWDPRQJRXU³FXVWRPHUV´

,ORRNIRUZDUGWRWKHH[DPLQDWLRQDQGHYDOXDWLRQSURFHVVDQGWKHRSSRUWXQLW\WRGHPRQVWUDWHEHIRUHWKH
5HYLHZ&RPPLWWHHP\DELOLWLHVWRKDQGOHWDFWLFDOSHUVRQQHODQGFLWL]HQLVVXHV
6LQFHUHO\


+DUROG60LOOHU
(QFORVXUH5pVXPp

This letter expands on a simple comparison-list style with some strong selling points for each qualification. Although he is applying for a promotion within the fire department where he works, the job
seeker still “sells himself” just as if he were an outside candidate. Don’t assume those who know you
are fully aware of your accomplishments and capabilities!
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Writer: Janet Beckstrom, CPRW; Flint, MI

6DPDQWKD7&ROHV
258 DeMarl Avenue
Mt. Morris, MI 48458
810-555-2391
June 4, 2004

Mount Hope Community College
Attention: Employment Office
3300 Selmer Avenue
Mt. Hope, MI 48654
Dear Employment Director:
I understand that Mount Hope Community College has an opening for a
professional cosmetologist to teach in your Cosmetology program. As a graduate
of the Mr. David’s School of Cosmetology and a soon-to-be graduate of the
Cosmetology Management program at Mount Hope, I hope you will consider me
for this position. My resume is enclosed.
As you can see from my resume, I am a licensed cosmetology instructor in
addition to being a licensed cosmetologist. I currently run an 11-chair salon
I opened in 1990. In addition, I maintain my own clientele as a hairdresser.
My skills as a cosmetologist have been recognized by Mount Hope’s On the
Town Magazine, which named me the “Most Creative Stylist.” Also, Her
Products (a beauty supply wholesaler) asked me to work as a platform artist at
several beauty shows across the country. I even demonstrated the use of their
products in an instructional video they produced.
I’m sure I have the right combination of education and experience to make an
excellent cosmetology instructor. I hope you will call me to arrange a personal
interview. I can be reached at the above number or in my salon at 810-555-1212.
Thank you for your consideration.
Sincerely,

Samantha T. Coles
Enclosure

This letter is a straightforward presentation of the candidate’s qualifications for the job. The third
paragraph highlights some notable and highly relevant achievements.
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Writer: Janet Beckstrom, CPRW; Flint, MI

-RQDWKDQ3)UDQNOLQ
%URDGZD\6WUHHW
9DVVDU0,






'HDU+LULQJ0DQDJHU


RU

,KDYHZRUNHGLQDPDQXIDFWXULQJHQYLURQPHQWIRUPRUHWKDQ\HDUVLQ
SRVLWLRQVUDQJLQJIURPGLHVHWWHUWRSURGXFWLRQVXSHUYLVRU%HFDXVH,KDYHKDG
H[SHULHQFHIURPERWKWKHKRXUO\DQGVXSHUYLVRU\YLHZSRLQWV,EHOLHYH,FDQEHDQ
HIIHFWLYHVXSHUYLVRUIRU\RXUFRPSDQ\,KRSH\RXZLOOFRQVLGHUP\LQWHUHVWIRUDQ
DSSURSULDWHSRVLWLRQRQ\RXUVXSHUYLVRU\WHDP
7KHHQFORVHGUHVXPHGHVFULEHVP\HPSOR\PHQWEDFNJURXQG2QHDUHD
WKDW,DPSDUWLFXODUO\NQRZOHGJHDEOHDERXWLV,6246,KDYHZRUNHGLQ
VHYHUDOFRPSDQLHVWKDWKDYHXQGHUJRQHLQVSHFWLRQVDQGHYHQWXDOFHUWLILFDWLRQ,Q
IDFW,ZDVSODFHGLQP\FXUUHQWSRVLWLRQDW*0)OLQW$VVHPEO\EHFDXVHRIWKLV
H[SHULHQFH$W)OLQW,ZDVVLJQLILFDQWO\LQYROYHGLQSUHSDULQJVHYHUDOLQWHUQDO
GHSDUWPHQWVRIWKH3DLQW'HSDUWPHQWIRULQVSHFWLRQ,GHYHORSHGPDQXDOVWUDLQHG
HPSOR\HHVDQGJHQHUDOO\FRRUGLQDWHGWKHSUHSDUDWLRQV:HH[SHFWWREHFHUWLILHG
E\WKHHQGRIWKLV\HDU
,GRQ·WWKLQN\RXZLOOILQGDVXSHUYLVRUZKRLVPRUHKDUGZRUNLQJRU
GHSHQGDEOH,NQRZZKDWQHHGVWREHGRQHDQG,ZRUNWRWKDWHQG:KDW,GRQ·W
NQRZKRZWRGR,WHDFKP\VHOIZLWKKHOSIURPVRPHRQHZKRGRHVNQRZ,DP
FRQVWDQWO\ORRNLQJIRUQHZFKDOOHQJHVDQGZD\VWRLPSURYHP\VHOI,·PDKDQGVRQ
OHDGHUZKRFUHDWHVDIULHQGO\HQYLURQPHQWIRUP\HPSOR\HHVZKLFKLQYDULDEO\
WUDQVODWHVLQWRDPRUHOR\DOFUHZ
$IWHUUHDGLQJWKLVOHWWHU,KRSH\RXDJUHHWKDW,KDYHZKDWLWWDNHVWREHWKH
NLQGRIVXSHUYLVRU\RXDUHORRNLQJIRU3OHDVHJLYHPHDFDOOWRDUUDQJHDFRQYHQLHQW
PHHWLQJWLPH7KDQN\RXIRU\RXUFRQVLGHUDWLRQ


6LQFHUHO\




-RQDWKDQ3)UDQNOLQ

(QFORVXUH

This cold-call letter is intended for use as-is, without personalization. Although this approach is less
desirable than personalizing each letter, it is extremely practical for job seekers who don’t have access
to a PC to address and modify each letter. In the third paragraph, the candidate communicates
important “intangibles” that will set him apart from other applicants.
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Writer: Janet Beckstrom, CPRW; Flint, MI

.HUU\(5DPVGDOH
:LQILHOG&RXUW
6DJLQDZ0,




RU




)HEUXDU\


'LUHFWRURI(PSOR\PHQW
6DJLQDZ,QGXVWULHV
+RRSHU0LOO5RDG
6DJLQDZ0,

'HDU'LUHFWRURI(PSOR\PHQW
3OHDVHDFFHSWWKLVOHWWHUDQGP\UpVXPpDVDQH[SUHVVLRQRI
LQWHUHVWLQMRLQLQJ\RXUFRPSDQ\LQDSRVLWLRQWKDW,DPTXDOLILHG
IRUEDVHGRQP\FXVWRPHUVHUYLFHDQGSURGXFWLRQEDFNJURXQG
,FRQVLGHUP\VHOIWREHJRDORULHQWHGZLWKDVWURQJGHVLUHWR
VXFFHHGDQGZRUNWRZDUGRXWVWDQGLQJUHVXOWV,WDNHSULGHLQ
ZRUNLQJKDUGDQGHQMR\FKDOOHQJHVDQGGHPDQGV
$VP\UHVXPHGHVFULEHV,KDYHH[SHULHQFHLQPDLOURRP
RSHUDWLRQVGHOLYHU\VHUYLFHDQGPDQXIDFWXULQJSURGXFWLRQ,DP
FHUWDLQ,FDQPDNHDYDOXDEOHFRQWULEXWLRQWR\RXURUJDQL]DWLRQ
,ZHOFRPHWKHRSSRUWXQLW\WRPHHWDQGGLVFXVVWKLVZLWK\RX,I
\RXQHHGDGGLWLRQDOLQIRUPDWLRQRULI\RXZRXOGOLNHWRDUUDQJH
DQLQWHUYLHZSOHDVHFRQWDFWPH7KDQN\RXIRU\RXUWLPHDQG
FRXUWHV\LQUHYLHZLQJWKLVPDWHULDO,ORRNIRUZDUGWRKHDULQJIURP
\RX
6LQFHUHO\

.HUU\(5DPVGDOH



(QFORVXUH








Without specifying a particular position, this cold-call letter sets forth experience and personal attributes that will be valuable to the company. By describing a hardworking, energetic, and experienced
individual, the writer does a good job of appealing to the reader’s interests. The attractive format
matches the candidate’s resume.
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Donald W. Karr
$GDUH:D\
*DOW&$
 




-DQXDU\


.ULVWL*ROGE\
'LUHFWRURI*XHVW6HUYLFHV
6DFUDPHQWR5LYHU&DWV%DVHEDOO//&
6HFRQG6WUHHW
2OG6DFUDPHQWR&$

'HDU0V*ROGE\

,WZDVWKULOOLQJZKHQ$QGUHDFDOOHGUHFHQWO\DQGDVNHGPHWRVHQGLQP\UpVXPpIRUD
6HDWLQJ$WWHQGDQWSRVLWLRQ7KLVJDYHPHWKHRSSRUWXQLW\WRVXSSRUW6DFUDPHQWR·VYHU\
RZQSURIHVVLRQDOEDVHEDOOWHDPWKH5LYHU&DWV)RUWKHSDVWILYH\HDUV,KDYHGUHDPHG
RIEHLQJDVHDWLQJDWWHQGDQWIRUDEDVHEDOOWHDPDQGFRQVLGHUHGZRUNLQJDWWKH
&ROLVHXPRU3DF%HOOSDUNXSRQUHWLUHPHQWWKLV\HDUIURPWKH'HSDUWPHQWRI
&RUUHFWLRQV

:KHQWKH)RXQGLQJ&RUSRUDWH3DUWQHUVGHFLGHGWREXLOGD7ULSOH$VWDGLXPLQ:HVW
6DFUDPHQWR,ZDVHFVWDWLF$0LQRU/HDJXHEDOOSDUNULJKWLQP\RZQEDFN\DUG³KRZ
OXFN\FRXOGDJX\JHW"$VDSDVVLRQDWHIDQRIWKH$WKOHWLFVVLQFHWKHFOXEILUVWPRYHGWR
2DNODQG,KDYHUHPDLQHGOR\DOWRWKHWHDPZKHWKHUWKH\·YHEHHQXSRQWRSRUGRZQLQ
WKHFHOODU

7KHDELOLW\WREHWDFWIXOEXWILUPLVLPSRUWDQWZKHQGHDOLQJZLWKSHRSOHLQWKHZURQJ
VHDWVIDQVWU\LQJWRJRRQWRWKHILHOGRUGULQNLQJWRRPXFK,ZRXOGPDNHWKHIDQV
IHHOFRPIRUWDEOHZKLOHPDLQWDLQLQJRUGHUZLWKLQP\DUHDDQGDGKHULQJWRVHDWLQJ
UXOHVSROLFLHVDQGSURFHGXUHV:LWKP\H[WHQVLYHODZHQIRUFHPHQWEDFNJURXQGDQG
H[SHULHQFHZLWKSHRSOHIURPDOOZDONVRIOLIHWKLVSRVLWLRQVHHPVWREHDQDWXUDOPDWFK

,IHHO,ZRXOGEHDIDQWDVWLFVHDWLQJDWWHQGDQWDQGKDYHIXQDWWKHVDPHWLPH,WLVD
SHUVRQDOFKDOOHQJHWRKHOSEULQJSOHDVXUHWRWKHIDQVDW5DOH\)LHOGZKLOHPDLQWDLQLQJ
RUGHU,ORRNIRUZDUGWRPHHWLQJZLWK\RXVRRQWRGLVFXVVKRZP\SHDFHRIILFHU
EDFNJURXQGFRXSOHGZLWKDQHQWKXVLDVPIRUEDVHEDOOPHHWVWKHQHHGVRIWKH
6DFUDPHQWR5LYHU&DWVEDVHEDOOWHDP7KDQN\RXIRU\RXUWLPHDQGFRQVLGHUDWLRQ

6LQFHUHO\




'RQDOG:.DUU

In this letter, the candidate uses his intense interest in baseball as a key selling point. Because enthusiasm for and knowledge of the game are key attributes for a seating attendant, this approach is very
effective.
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Writer: Susan Britton Whitcomb, CCMC, CCM, NCRW, CPRW; Fresno, CA

5RJHU6KDPEOLQ
3ODLQV'ULYH
'HQWRQ7;
 


0DUFK


0DQVRQ0DQXIDFWXULQJ&RPSDQ\
32%R[
'HQWRQ7;

$WWQ:HOGLQJ'HSDUWPHQW6XSHUYLVRU

3OHDVHFRQVLGHUP\UpVXPpIRUWKHSRVLWLRQRIZHOGHUDGYHUWLVHGLQ7KH'HQWRQ7LPHV,KDYHUHFHQWO\
FRPSOHWHGD&HUWLILFDWHG:HOGLQJ3URJUDPDW'HQWRQ&RPPXQLW\&ROOHJHWKDWLQFOXGHGPRUHWKDQ
KRXUVRIKDQGVRQWUDLQLQJLQWKHIROORZLQJDUHDV
 %DVLF:HOGLQJ2[\DFHW\OHQHIXVLRQZHOGLQJRQSODWHSLSHDQGWXELQJRIPLOGVWHHO
VWDLQOHVVVWHHODQGFDVWLURQVRIWDQGKDUGVROGHULQJRQIHUURXVDQGQRQIHUURXVPDWHULDOVXVH
RIKDQGWRUFKVWUDLJKWOLQHFXWWHUDQGGXSOLFXWWHUDQGHOHFWULFDUFZHOGLQJRQPLOGVWHHOSODWH
DQGSLSH
 0LJ7LJ:HOGLQJ%DVLFPLJDQGWLJZHOGLQJRQPLOGVWHHOVWDLQOHVVVWHHODQGDOXPLQXP
EDVLFSODVPDFXWWLQJV\VWHPVDQGZHOGLQJLQIODWKRUL]RQWDOYHUWLFDODQGRYHUKHDGSRVLWLRQV
ZLWKHPSKDVLVRQZRUNLQJWRZDUGV$:6SODWHFHUWLILFDWLRQ
 :HOGLQJ)DEULFDWLRQ$GYDQFHGVKRSZHOGLQJSUDFWLFHVRQPLOGVWHHOSODWHDQGSLSH
DGYDQFHGPLJZHOGLQJRQPLOGVWHHODGYDQFHGWLJZHOGLQJRQPLOGVWHHOVWDLQOHVVVWHHODQG
DOXPLQXPSODWHLQQHUVKLHOGIOX[FRUHWHVWDQGLQVSHFWLRQRIZHOGVDQGSURMHFWGHVLJQ
LQFOXGLQJIORZFKDUWLQJDQGSURMHFWFRQVWUXFWLRQ
 0HWDOV0HWDOSURFHVVDSSOLFDWLRQVLQFOXGLQJZRUNLQJZLWKEHQFKPHWDOVIRUPLQJZURXJKW
LURQOD\LQJRXWDQGIRUPLQJVKHHWPHWDOVFDVWLQJDQGIRUJLQJ
 5HODWHG&RXUVHV(OHFWULFLW\EOXHSULQWUHDGLQJPDFKLQHVKRS WXUQLQJ &1&PLOOLQJDQG
&$''
:HOGLQJLQVWUXFWRUVDW'HQWRQ&RPPXQLW\&ROOHJHJDYHPHVRPHRIWKHKLJKHVWJUDGHVLQWKHSURJUDP
IRUP\TXDOLW\ZRUNPDQVKLSDQGVWXG\KDELWV,QDGGLWLRQP\LQWHUQVKLSVXSHUYLVRU-RH%URZQDW
8SULJKW+DUYHVWHUZDVYHU\KDSS\ZLWKP\SHUIRUPDQFHDQGDVNHGWKDWSRWHQWLDOHPSOR\HUVFDOOKLP
GLUHFWO\IRUDUHIHUHQFH 0U%URZQ¶VQXPEHULV 

7KDQN\RXIRU\RXUWLPH,ORRNIRUZDUGWRKHDULQJIURP\RX

6LQFHUHO\



5RJHU6KDPEOLQ

(QFORVXUH 5pVXPp 

In addition to addressing, in detail, all the specific skills and qualifications needed for this job, the
job seeker uses the second-to-last paragraph to communicate a few intangibles (excellent academic
record and strong personal recommendation) to further sell himself as a strong candidate for the
advertised position.

Chapter 1 A Résumé Primer
Chapter 7 Before and After Cover Letter Transformations

Chapter

9
Winning Cover
Letters for Young
Professionals/
New Graduates
The Top 5 Cover Letter–Writing Tips for Young
Professionals/New Graduates
1. Highlight “professional” skills that you have developed through both
professional and nonprofessional experiences. For example, if you have
worked on important team projects while at school, communicate that
you know how to get results in a team environment.
2. If technology skills are important in your chosen field, be sure to
emphasize your skills in this area.
3. Mine your academic experiences for evidence of leadership skills.
These are important in a work environment and are evidence of your
potential.
4. Highlight your academic achievements. They indicate your intelligence
and competitiveness.
5. Relate your skills, experience, and interests to the employer’s needs.
Show that you understand business priorities and are ready to make a
contribution; don’t simply state, “I’ve graduated! Now I need a job!”
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Cover Letter Magic

Writer: Laura DeCarlo, CCM, CERW, JCTC, CCMC, CECC; Melbourne, FL

<9211(360,7+
&DULEEHDQ,VOH/DQH
2UODQGR)/
 

-XO\



$WWQ0V'HQLVH6HDWO
'LVWULFW0DQDJHU
(FNHUG'UXJV
/DNH%XHQD9LVWD5RDG
2UODQGR)/

'HDU0V6HDWO

7KLQNRIDOOWKHWKLQJVWKDWPDNHD0DQDJHUZLWK(FNHUG'UXJV*5($7

'ULYHGHGLFDWLRQDQGDZLOOLQJQHVVWROHDUQDQGDFKLHYH([SRVXUHWRGLIIHUHQW
OHYHOVRIWKHVDOHVSURFHVV&XUUHQWNQRZOHGJHRI(FNHUG'UXJV·VWRUHSROLFLHVDQG
SURFHGXUHVDVDQ$VVLVWDQW0DQDJHU$FRPSHWLWLYHSURIHVVLRQDOSHUVRQDOLW\6NLOOV
DQGWDOHQWVWRH[FHHGJRDOVDQGVHWUHFRUGV([FHOOHQWUHVXOWV,EHOLHYH,KDYHZKDW\RX
DUHORRNLQJIRU

5HDOL]LQJWKDWWKLVVXPPDU\DVZHOODVP\UHVXPHFDQQRWDGHTXDWHO\
FRPPXQLFDWHP\TXDOLILFDWLRQVLQGHSWK,ZRXOGDSSUHFLDWHKDYLQJWKH
RSSRUWXQLW\WRGLVFXVVZLWK\RXKRZ,FDQFRQWLQXHWREHDQDVVHWWR\RXUILUP
,ORRNIRUZDUGWRVSHDNLQJZLWK\RX

7KDQN\RXIRU\RXUWLPHDQGFRQVLGHUDWLRQ

6LQFHUHO\



<YRQQH36PLWK

HQFORVXUHUHVXPH

This letter starts off with an irresistible “hook,” followed by a paragraph that details precisely those
qualities that will be of most interest to the reader. For new graduates, experience is not usually the
strongest selling point. Rather, the candidate’s potential and personal attributes are usually of most
interest to prospective employers.
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Writer: Kathryn Bourne, CPRW, JCTC; Tucson, AZ
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6$0$17+$&5266




*UHHQEULDU:D\'HQYHU&2



'HFHPEHU



0U.HQW/DYHUO\3ULQFLSDO
/:'HVLJQ
:HVW%URDGZD\$YHQXH
'HQYHU&2

'HDU0U/DYHUO\

,VQ·WLWLPSRUWDQWWR/:'HVLJQWKDW


&OLHQWVIHHOWKHLUSURMHFWLVLPSRUWDQWWRWKHILUP"

$OOSURMHFWVDUHKDQGOHGZLWKWKHXWPRVWSURIHVVLRQDOLVP"

(PSOR\HHFUHDWLYLW\LVLQDFRQVWDQWVWDWHRIGHYHORSPHQW"

2I FRXUVH LW LV 6XSHULRU FRUSRUDWH JRDOV DQG REMHFWLYHV ZLOO HQVXUH WKDW /: 'HVLJQ ZLOO UHPDLQ D
SUHPLHU'HQYHUILUPIRUGHFDGHVWRFRPH

7KHVHYDOXHVDUHDOVRFRUHWRP\GHYHORSLQJFDUHHU$V\RXZLOOVHHLQWKHHQFORVHGUpVXPp,UHFHQWO\
JUDGXDWHGIURPWKH$UW,QVWLWXWHRI6HDWWOHZLWKDPRQWKLQWHUQVKLSDW1HZWRQ$UFKLWHFWXUH8QGHU
WKHLUPHQWRULQJ,JDLQHGKDQGVRQH[SHULHQFHLQVSDFHSODQQLQJPDWHULDODQGILQLVKVHOHFWLRQVFRORU
ERDUGDVVHPEO\ZULWLQJVSHFLILFDWLRQVDQGFRPSLOLQJDUFKLWHFWXUDOILQLVKERRNV

$QRWKHU VWUHQJWK , EULQJ WR /: 'HVLJQ LV WKH DELOLW\ WR EXLOG FRQILGHQFH ZLWK H[LVWLQJ FXVWRPHUV
DV ZHOO DV HVWDEOLVK UDSSRUW DQG WUXVW ZLWK SURVSHFWLYH FOLHQWV ,Q DGGLWLRQ KROGLQJ D GHJUHH LQ
%XVLQHVV $GPLQLVWUDWLRQ DQG 0DUNHWLQJ , IXOO\ XQGHUVWDQG WKH LPSRUWDQFH RI DGKHULQJ WR
EXGJHWV PDLQWDLQLQJ SRVLWLYH YHQGRU UHODWLRQVKLSV PDQDJLQJ GD\WRGD\ PDUNHWLQJ DFWLYLWLHV DQG
DSSO\LQJLQQRYDWLYHLGHDVWRFDSWXUHQHZSURMHFWV

,ZRXOGDSSUHFLDWHWKHRSSRUWXQLW\WRIXUWKHUH[SORUHWKHQHHGVRI/:'HVLJQDQGKRZP\VWUHQJWKV
FRXOGKDYHD SRVLWLYHLPSDFW RQ WKHFRPSDQ\·V ERWWRPOLQH,ZLOO EHFRQWDFWLQJ \RXQH[W ZHHN WR
DUUDQJHIRUDPHHWLQJWLPHWKDWLVFRQYHQLHQWIRU\RX

6LQFHUHO\



6DPDQWKD&URVV


(QFORVXUH

This letter appeals to its audience in two ways: First, with an interesting design and font selection, it
demonstrates strong graphic skills—communicating an important attribute by showing rather than
telling. Second, it leads off with questions that demonstrate knowledge of the company’s values.
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Writer: Vivian Van Lier, CPRW, JCTC, CCMC; Valley Glen, CA

125((1%(5*0$1


0DJQROLD&RXUWz9DOOH\*OHQ&$z  zQRUHHQ#XFODHGX



0DUFK


6DUDK+DUWIRUG
'LUHFWRURI+XPDQ5HVRXUFHV
3DFLILF(QWHUSULVHV,QF
7RSDQJD%RXOHYDUG
/RV$QJHOHV&$

'HDU0V+DUWIRUG

,Q-XQH,ZLOOJUDGXDWHIURP8&/$ZLWKDGHJUHHLQ%XVLQHVV(FRQRPLFV0\ZLOOLQJQHVVWRZRUN
KDUGLVHYLGHQWIURPWKHIDFWWKDW,KROGSDUWWLPHSURIHVVLRQDOSRVLWLRQVFRQFXUUHQWZLWKP\VWXGLHV
7KHVHH[SHULHQFHVKDYHHQDEOHGPHWRJDLQDUHDOLVWLFYLHZRIWKHGHPDQGVDQGFKDOOHQJHVRIWKH
EXVLQHVVZRUOG

,ZRXOGZHOFRPHWKHFKDQFHWRGLVFXVVRSSRUWXQLWLHVZLWK\RXUILUP,EHOLHYHWKDWP\HQHUJ\DQDO\WLF
VNLOOVRUJDQL]DWLRQDODELOLWLHVDQGFUHDWLYLW\LQWDFNOLQJSUREOHPVFDQPDNHDSRVLWLYHFRQWULEXWLRQWR
\RXUFRPSDQ\,DPHTXDOO\FRPIRUWDEOHZRUNLQJLQGHSHQGHQWO\WRPHHWFRPSDQ\JRDOVDVZHOODV
FROODERUDWLYHO\DVSDUWRIDWHDP,KDYHDOZD\VEHHQDEOHWRHVWDEOLVKDQGPDLQWDLQH[FHOOHQW
UHODWLRQVKLSVZLWKFOLHQWVDQGFRZRUNHUVDWDOOOHYHOV0\SURIHVVLRQDOVNLOOVLQFOXGHWKHIROORZLQJ

x &OLHQWUHODWLRQVUHVHDUFKDQGDFFRXQWPDQDJHPHQWVWUHQJWKVJDLQHGDVD
)LQDQFH$VVLVWDQWDWDEURNHUDJHILUP
x ([SHULHQFHLQPDQDJLQJFOLHQWUHFRUGVSUHSDULQJILQDQFLDOVWDWHPHQWVDQG
FRPSOHWLQJWD[UHWXUQVIRUD&3$ILUP
x $VVLVWLQJORZLQFRPHFOLHQWVDQGVWXGHQWVZLWKLQFRPHWD[SUHSDUDWLRQDVD
YROXQWHHU
x 6HUYLQJDVDJURXSOHDGHU²SODQQLQJDQGLPSOHPHQWLQJDFWLYLWLHVDVDFDPS
FRXQVHORUIRUIRXUVXPPHUV

3OHDVHFRQVLGHUPHDVHULRXVFDQGLGDWHIRUDSRVLWLRQZLWK\RXUILUP,ORRNIRUZDUGWRDSHUVRQDO
PHHWLQJVRWKDW,FDQSURYLGH\RXZLWKDGGLWLRQDOLQIRUPDWLRQWRVXSSOHPHQWZKDWDSSHDUVRQP\
HQFORVHGUHVXPH

6LQFHUHO\



1RUHHQ%HUJPDQ

HQFOUHVXPH

Using a combination of paragraphs and bullets, this candidate conveys important qualifications—
academic history, experience, and personal qualities that communicate her potential to become a
valuable asset to the firm.
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21

0DUN0RUVWDG
1RUWRQ$YHQXH
0RQWJRPHU\$ODEDPD
>@²PRUVWDG#DROFRP



)HEUXDU\


0V1RUD:0RUJDQ
&RPSWUROOHU
7RSOLQH,QF
9HQWXUD$YHQXH
6XLWH
0RQWJRPHU\$ODEDPD

'HDU0V0RUJDQ

:KHUHGR\RXORRNLQ\RXURUJDQL]DWLRQIRUWKHSHUVRQZKRGRHVWKH³QLWW\JULWW\´ZRUN
WREXLOG7RSOLQH¶VIXWXUHVXFFHVV":KHUHLVWKHSHUVRQZKRIUHHVVHQLRUGHFLVLRQ
PDNHUVIRUWKHZRUNRQO\WKH\FDQGR",I\RXQHHGWKRVHSURILWHQKDQFLQJFDSDELOLWLHV
,ZRXOGOLNHWRMRLQ\RXUWHDPDV\RXUQHZHVWHQWU\OHYHOSURMHFWDQDO\VW

(YHQEHIRUH,HDUQHGP\GHJUHH,JRWJUHDWVDWLVIDFWLRQIURPKHOSLQJEXVLQHVVHV
VXFFHHG1DWXUDOO\ZKHQ,DWWHQGHGVFKRRO,PDMRUHGLQWKHILHOGWKDWVHHPHGMXVWULJKW
IRUPHFRPPHUFHDQGEXVLQHVVDGPLQLVWUDWLRQ

+RZHYHU,ZDQWHGPRUHSUDFWLFDOKDQGVRQNQRZOHGJHWKDQ,VDZLQP\FROOHJH
FRXUVHV$QGVR,WRRNWKHMREVRWKHUVPLJKWKDYHVKXQQHGWRJHWSUDFWLFDOKDQGVRQ
H[SHULHQFH1RQHRIWKHMREWLWOHVZHUHLPSUHVVLYH%XWKHOSLQJSD\P\ZD\WKURXJK
VFKRRODVDEDUWHQGHUGRRUPDQ \RXPD\UHDGWKDWDV³ERXQFHU´ ODERUHUDQGDVVHPEO\
ZRUNHUWDXJKWPHDORWDERXWKRZWRZRUNZLWKSHRSOHWRJHWWKHMREGRQHDQGVHUYHWKH
FXVWRPHUV²VRPHWLPHVYHU\WRXJKFXVWRPHUV

1RZ,ZDQWWRSXWDOOWKDW,¶YHOHDUQHGWRZRUN3HUKDSVDJRRGQH[WVWHSLVWRKHDUDERXW
\RXUVSHFLILFQHHGV0D\,FDOOLQDIHZGD\VWRDUUDQJHDPHHWLQJ"

6LQFHUHO\


0DUN0RUVWDG

(QFORVXUH5pVXPp

This letter is an excellent demonstration of how a new graduate can relate seemingly irrelevant experience to a company’s needs. Sprinkled throughout the letter are terms that clearly show an understanding of what’s important to businesses—terms such as “profit-enhancing,” working with people
“to get the job done,” and “build future success.”
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Writer: Lisa LeVerrier, CPRW, JCTC, MA, MS; Deerfield Beach, FL




&DURO+REHVRXQG

&RXQWU\&OXE%RXOHYDUG'HHUILHOG%HDFK)/  



6HSWHPEHU


6KDQQD'HWZLOHU





5(0DUNHWLQJ$VVLVWDQW
93+XPDQ5HVRXUFHV
*HQHUDO0HGLD&RUSRUDWLRQ




+LJK5LGJH5RDG
6WDPIRUG&7

'HDU0V'HWZLOHU


´,I\RXZLVKWRUHDFKWKHKLJKHVWEHJLQDWWKHORZHVWµ³3XELOLXV6\UXV


,NQRZP\TXRWLQJ3XELOLXV6\UXVLVDVLJQRI\RXWKIXOLGHDOLVP+RZHYHU,NQRZLWWDNHVKDUG
ZRUNDQGSURYHQGHGLFDWLRQWRPRYHXSZLWKLQDQLQGXVWU\,·GOLNHWRUHDFKWKHKLJKHVWE\
VWDUWLQJDWWKHEHJLQQLQJZLWKLQWKH350DUNHWLQJLQGXVWU\


,UHFHQWO\JUDGXDWHGZLWKD%$LQ&RPPXQLFDWLRQVIURP:DNH)RUHVW8QLYHUVLW\LQ1RUWK
&DUROLQD,DPVHHNLQJDQHQWU\OHYHOSRVLWLRQZLWKDG\QDPLF350DUNHWLQJILUPLQ&RQQHFWLFXW
RIIHULQJRSSRUWXQLW\IRUXSZDUGPRELOLW\EDVHGRQSHUIRUPDQFH,UHDOL]HLWWDNHVKDUGZRUNDQG
SURYHQGHGLFDWLRQWRPRYHXSZLWKLQDILUP³,·PZLOOLQJWRVWDUWDWWKHEHJLQQLQJDQGSURYHP\
VNLOOVDQGGHGLFDWLRQDORQJWKHZD\


$VP\UpVXPpLQGLFDWHV,KDYHH[FHOOHQWFXVWRPHUVHUYLFHVNLOOV7KLVLVGHPRQVWUDWHGE\P\
SURYHQDELOLW\WRTXLFNO\HVWDEOLVKUDSSRUWZLWKDGLYHUVHUDQJHRIFXVWRPHUVDQGVXSSOLHUV0\
VWURQJZULWWHQFRPPXQLFDWLRQVNLOOVDUHGHPRQVWUDWHGE\VHYHUDOZULWLQJVDPSOHVSUHSDUHG
GXULQJFROOHJHZKLFKFDQEHIXUQLVKHGXSRQUHTXHVW,DPDOVRSURILFLHQWZLWKERWK3&DQG
0DFLQWRVKVRIWZDUHLQFOXGLQJ:LQGRZVDSSOLFDWLRQV0LFURVRIW:RUG:RUG3HUIHFWHOHFWURQLF
PDLODQG,QWHUQHWEURZVHUV)LQDOO\P\H[FHOOHQWZRUNHWKLFDQGSRVLWLYHDWWLWXGHDUHFRQWDJLRXV


7HPSRUDULO\,DPUHVLGLQJLQ)ORULGDWRFDUHIRUDQHOGHUO\IDPLO\PHPEHU+RZHYHU,DP
VHHNLQJWRUHORFDWHWR&RQQHFWLFXWE\1RYHPEHUDQGDPVHHNLQJHPSOR\PHQWWREHJLQDW
WKDWWLPH


,ORRNIRUZDUGWRGLVFXVVLQJSRVVLELOLWLHVWRJURZZLWKLQ\RXUILUPDQGDPYHU\H[FLWHGDERXWWKH
RSSRUWXQLW\WRFDSLWDOL]HRQP\FRPPXQLFDWLRQVEDFNJURXQGDQGDVVLVW\RXUFRPSDQ\LQWKH
350DUNHWLQJDUHQD7KDQN\RXIRU\RXUWLPHDQGFRQVLGHUDWLRQ³,FDQDVVXUH\RXWKDW,ZLOO
PDNHDSRVLWLYHFRQWULEXWLRQWR\RXURUJDQL]DWLRQ

6LQFHUHO\





&DURO+REHVRXQG

(QFORVXUHUpVXPp

The technique of beginning with a quote is a surefire attention-getter. This candidate continues by
relating the quote to her career goals and interest in joining the firm. As in the preceding example,
the letter contains ample evidence that the candidate knows what is important to businesses.
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Writer: Kirsten Dixson, JCTC, CPRW, CEIP; Exeter, NH

+HDWKHU-RQHV
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(DVWWK6WUHHW$1HZ<RUN1<



KMRQHV#KRWPDLOFRP



$SULO



0V-XOLH0F&DIUH\
'HVLJQ3URV,QWHUQDWLRQDO
$YHQXHRIWKH$PHULFDV6XLWH
1HZ<RUN1<

'HDU0V0F&DIUH\

0V-DQH6PLWKVXJJHVWHGWKDW,FRQWDFW\RXWRGLVFXVVWKHFRQWULEXWLRQWKDW,FRXOGPDNHWR'HVLJQ3URVLQD&RQWUDFW
'HVLJQ,QWHUQVKLSWKLVVXPPHU,DPFXUUHQWO\DVWXGHQWDW7KH,QWHULRU'HVLJQ,QVWLWXWHDQGDPDQ[LRXVWREHJLQP\
SURIHVVLRQDOGHVLJQFDUHHU8QOLNHPDQ\RIP\SHHUVZKRVHRQO\H[SHULHQFHLVDFDGHPLF,RIIHUQRWRQO\VWURQJ
HGXFDWLRQDOFUHGHQWLDOVEXWDOVRSUDFWLFDO³KDQGVRQ´EXVLQHVVH[SHULHQFH

0\VWUHQJWKLVEHLQJDEOHWRZRUNZLWKSHRSOHWRJHQHUDWHLGHDVWKDWZRUN0\FDUHHUKDVEHHQIRFXVHGLQWKHDUHDVRI
DGYHUWLVLQJSURMHFWFRRUGLQDWLRQFXVWRPHUUHODWLRQVPDQDJHPHQWDQGHYHQWVSODQQLQJ)RUPHUPDQDJHUVZRXOGGHVFULEH
PHDVFDSDEOHPRWLYDWHGDQGGHWDLORULHQWHG

7KHPRVWUHZDUGLQJZRUNIRUPHKDVDOZD\VFHQWHUHGRQFUHDWLYLW\DQGGHVLJQ$VDFKLOG,PDGHEDUUHWWHVER[HVDQG
GROOVDQGVROGWKHPWRORFDOVWRUHV,QKLJKVFKRRO,WRRNHYHU\DUWDQGSKRWRJUDSK\FRXUVHWKDW,FRXOGDQGHYHQZRQD
WULVWDWHSKRWRJUDSK\FRQWHVW7KHQ,HDUQHGDGHJUHHLQEXVLQHVVDGPLQLVWUDWLRQDQGEHJDQZRUNLQJLQPDUNHWLQJ2QFH
,PDGHWKHGHFLVLRQWRPDNHDFDUHHUFKDQJH,EHJDQWRFUHDWHDJDLQ,PDGHDQGVROGSLOORZVEODQNHWVSDLQWHGIXUQLWXUH
SLFWXUHVZLWKEHDGVPRVDLFVRQWDEOHVDQGPLUURUVZDWHUFRORUHGODPSVKDGHVHWF)ULHQGVVXJJHVWHGWKDW,VKRXOGGRLW
IRUDOLYLQJ,DJUHHGDQGTXLFNO\FRPPHQFHGP\IRUPDOGHVLJQWUDLQLQJ,KDYHH[FHOOHGLQP\FRXUVHZRUNDQGDPORRNLQJ
IRUZDUGWREULQJLQJP\FUHDWLYLW\DQGEXVLQHVVDFXPHQWRWKLVSURIHVVLRQ

,KDYHHQFORVHGP\UHVXPHWRSURYLGHPRUHLQIRUPDWLRQRQP\VWUHQJWKVDQGFDUHHUDFKLHYHPHQWV,¶PDOVRSUHSDUHGWR
VKRZ\RXDSUHOLPLQDU\SRUWIROLRRIP\ZRUN,ORRNIRUZDUGWRVSHDNLQJZLWK\RXWRIXUWKHUSXUVXHWKLVRSSRUWXQLW\7KDQN
\RXIRU\RXUFRQVLGHUDWLRQ

6LQFHUHO\



+HDWKHU-RQHV

(QFORVXUH

This candidate provides evidence that sets her apart from her peers who might also be applying to
this company. The story of her lifelong interest in design is interesting and highly relevant.
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Writer: Maria Hebda, CPRW; Trenton, MI

7KRPDV1-RQHV
&ROXPELD$YHQXHx7UHQWRQ0LFKLJDQ
 




-DQXDU\



5HFUXLWPHQW&HQWHU
32%R[
$UOLQJWRQ9LUJLQLD

5(&HQWUDO,QWHOOLJHQFH$JHQF\(PSOR\PHQW


,DPLQWHUHVWHGLQH[SORULQJHPSOR\PHQWRSSRUWXQLWLHVZLWKWKH&HQWUDO,QWHOOLJHQFH$JHQF\
&,$ 7KHHQFORVHGUpVXPpLVLQDFFRUGDQFHZLWKWKHLQVWUXFWLRQVVWDWHGLQWKH&,$¶V-RE.LW
DQG5HVXPH3UHSDUDWLRQ*XLGH,ZRXOGOLNHWREHFRQVLGHUHGIRUDOOSRVVLEOHSRVLWLRQV$Q
DFFHSWDEOHVDODU\ZRXOGEHLQWKHPLG.UDQJH

4XDOLILFDWLRQV,EULQJWR\RXUDJHQF\LQFOXGHWKHIROORZLQJ

 3URYHQSHUIRUPDQFHLQIDVWSDFHGDQGKLJKVWUHVVZRUNLQJHQYLURQPHQWV
 6WURQJDQDO\WLFDOVNLOOVZLWKH[FHSWLRQDODWWHQWLRQWRGHWDLO
 +LJKO\PRWLYDWHGDQGDJJUHVVLYHO\WDNHRQJUHDWUHVSRQVLELOLW\
 3ODQQHGDQGLPSOHPHQWHGPRUHWKDQVWUDWHJLFPLVVLRQVZLWKDVXFFHVVUDWH
 +DQGVRQH[SHULHQFHZLWKFODVVLILHGGRFXPHQWDWLRQ
 ([SHULHQFHGLQLQWHOOLJHQFHUHSRUWZULWLQJLQFOXGLQJLQGHSWKUHSRUWVRQKLJKLQWHUHVW
DUHDVRIRSHUDWLRQ

0\UHFRUGLVRQHRIJUHDWUHVSRQVLELOLW\GHGLFDWLRQDQGVROLGDFFRPSOLVKPHQWV,DPFRQILGHQW
WKDWP\H[SHULHQFHDQGDELOLWLHVFDQPDNHDYDOXDEOHFRQWULEXWLRQWRWKH&,$,DPDYDLODEOHIRU
LPPHGLDWHHPSOR\PHQWDQGZLOOLQJWRUHORFDWH

6KRXOGDQ\TXHVWLRQVDULVHUHJDUGLQJWKHLQIRUPDWLRQRQP\UpVXPpSOHDVHGRQRWKHVLWDWHWR
FRQWDFWPH,ORRNIRUZDUGWRKHDULQJIURP\RXLQWKHQHDUIXWXUH

6LQFHUHO\



7KRPDV1-RQHV

(QFORVXUH

With six highly relevant bullet-point qualifications, this letter clearly communicates that the candidate
has what the CIA is looking for. The first paragraph reinforces this message by showing compliance
with the standard operating procedures that the CIA expects.
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Writer: Rhoda Kopy, BS, CPRW, JCTC, CEIP; Toms River, NJ

+HDWKHU7$OEHUWV51%61

3RUWHU$YHQXHx/DNHKXUVW1-x


²:LOOLQJWR5HORFDWH²






























-DQXDU\





'DQLHO5)DUUDQWLQR
1RUWKHDVW5HJLRQDO6DOHV0DQDJHU
2PQL3KDUPDFHXWLFDO3URGXFWV
-DFNVRQ/DQH
3ULQFHWRQ1-

'HDU0U)DUUDQWLQR

,DPDZHOOVSRNHQDVVHUWLYHQXUVLQJSURIHVVLRQDOZLWKWKHPRWLYDWLRQPHGLFDONQRZOHGJHDQG
DELOLW\WRSURPRWHSKDUPDFHXWLFDOVWRKHDOWKFDUHSURIHVVLRQDOV0\UHVXPHLVHQFORVHGIRU\RXU
UHYLHZ

7KURXJKRXWP\FDUHHU,KDYHLQWHUDFWHGH[WHQVLYHO\ZLWKSKDUPDFHXWLFDOUHSUHVHQWDWLYHV,
NQRZKRZLPSRUWDQWLWLVIRUWKHPWREHNQRZOHGJHDEOHDERXWWKHHIILFDF\EHQHILWVFRQWUD
LQGLFDWLRQVDQGSRWHQWLDOVLGHHIIHFWVRIGUXJV$VKHDOWKFDUHSURIHVVLRQDOVZHH[SHFWWKHP
WRNQRZWKHDQVZHUVLIWKH\GRQ¶WWKH\ORVHFUHGLELOLW\

+DYLQJDGPLQLVWHUHGDQGPRQLWRUHGWKHHIIHFWVRIDZLGHUDQJHRISKDUPDFHXWLFDOV,DP
FRQILGHQWRIP\DELOLW\WRSURPRWHWKHVHSURGXFWVWRPHGLFDOSURIHVVLRQDOV0\DVVRFLDWHVUHIHU
WRPHDV³0V3'5´EHFDXVHRIP\H[WHQVLYHNQRZOHGJHRIDQGLQWHUHVWLQPHGLFDWLRQV2QD
GDLO\EDVLV,KDGWRFOHDUO\SUHVHQWPHGLFDOLQIRUPDWLRQWRSDWLHQWVDQGIUHTXHQWO\KDGWRXVH
VNLOOVRISHUVXDVLRQZLWKSDWLHQWVQXUVHVDQGSK\VLFLDQV

:LWKPRUHWKDQ\HDUVRIH[SHULHQFHLQHPHUJHQF\QXUVLQJ,KDYHDWDOHQWIRUEHLQJIRFXVHG
DQGGHFLVLYHLQWKHPRVWFKDOOHQJLQJRIVLWXDWLRQV6WURQJRUJDQL]DWLRQDODQGWLPHPDQDJHPHQW
VNLOOVDUHLPSHUDWLYHLQKDQGOLQJPHGLFDOFULVHV,ILUPO\EHOLHYH,FDQKDQGOHDQ\VLWXDWLRQDVD
UHVXOWRIP\EDFNJURXQG

,I\RXDUHVHDUFKLQJIRUDQHQHUJHWLFKHDOWKFDUHSURIHVVLRQDOZLWKWKHNQRZOHGJHDQG
GHWHUPLQDWLRQWRVXFFHHGDVD3KDUPDFHXWLFDO5HSUHVHQWDWLYHSOHDVHFRQWDFWPHWRDUUDQJH
DQLQWHUYLHZ7KDQN\RXIRU\RXUFRQVLGHUDWLRQ

 








6LQFHUHO\



 








+HDWKHU7$OEHUWV51%61

(QFORVXUH
 


This letter makes a strong case for the candidate’s transition from nursing to pharmaceutical sales.
In any kind of career transition, it’s important to relate past experience and demonstrated skills to
the needs of the new profession.
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Writer: Jean West, CPRW, JCTC; Indian Rocks Beach, FL

&211,(%(/67520

+LJKODQG$YHQXH
)DLUID[9$
x(PDLOFHEHO#HPDLOFRP




-DQXDU\


6RXWKZHVW$LUOLQHV&RPSDQ\
3HRSOH'HSDUWPHQW
32%R[+'4+5
'DOODV7;

5()OLJKW$WWHQGDQW3RVLWLRQ

,I6RXWKZHVW$LUOLQHVQHHGVIOLJKWDWWHQGDQWVZKRWKULYHRQFKDOOHQJHDQGFKDQJHDQG
ORRNIRUZDUGWRQHZRSSRUWXQLWLHVWREXLOGSRVLWLYHFXVWRPHUUHODWLRQVKLSVHYHU\GD\
SOHDVHFRQVLGHUPHDSULPHFDQGLGDWH

$VDIUHTXHQWIO\HUZLWKPRUHWKDQPLOHVRQ6RXWKZHVW$LUOLQHV,KDYH
FKRVHQ6RXWKZHVWEDVHGRQ\RXUUHSXWDWLRQIRUFXVWRPHUVHUYLFHEHFDXVHWKDWLV
ZKHUH,H[FHO,DPFRQVLGHUHGDGLSORPDWLFSUREOHPVROYHUZKRLVDEOHWRKDQGOHDOO
SHUVRQDOLWLHVZLWKILQHVVH%DVHGRQERWKP\QXUVLQJDQGEXVLQHVVEDFNJURXQGV,KDYH
GHPRQVWUDWHGH[SHULHQFHLQKDQGOLQJFULVLVVLWXDWLRQVFDOPO\DQGHIILFLHQWO\WRDFKLHYH
RSWLPXPRXWFRPHV2WKHUVWUHQJWKVLQFOXGHWKHDELOLW\WRRUJDQL]HSULRULWL]HDQGFDUU\
RXWPXOWLSOHGXWLHVDWRQFHLQRUGHUWRPHHWGHDGOLQHV<RXZLOOILQGPHWREHDIOH[LEOH
DQGZLOOLQJWHDPPHPEHU

)OLJKWDWWHQGDQWVDUHXVXDOO\WKHODVW6RXWKZHVWHPSOR\HHVWRGHDOZLWK\RXUFXVWRPHUV
7KH\VKRXOGFRQYH\DFHUWDLQLPDJHWRWKRVHFXVWRPHUVDQG,EHOLHYH,DPWKHW\SHRI
SHUVRQ\RXZDQWWROHDYHWKDWODVWLQJLPSUHVVLRQ

,KDYHHQFORVHGP\UpVXPpIRU\RXUUHYLHZDQGWKDQN\RXIRUWKLVRSSRUWXQLW\WR
LQWHUYLHZZLWK\RX

6LQFHUHO\



&RQQLH%HOVWURP

(QFORVXUH5pVXPp

The second-to-last paragraph of this letter is a strong and effective sales pitch and is complemented
by the quantifiable qualifications detailed in the previous paragraphs.
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Writer: Lorie Lebert, CPRW, IJCTC, CCMC; Novi, MI

$//,62167+251:(%(5


+2//<%(55<52$'²52<$/2$.0,


HPDLODWKRUQZHE#KRWPDLOFRP


-XO\



7KRPDV.HQW3K'
'LUHFWRU\/LEUDU\6HUYLFHV
8QLYHUVLW\RI0LFKLJDQ
$QQ$UERU0,

'HDU'U.HQW

,DPZULWLQJLQDQWLFLSDWLRQRIDSRVLWLRQLQ/LEUDU\,QIRUPDWLRQ6FLHQFHV$UFKLYDO$GPLQLVWUDWLRQRU
UHODWHGILHOGVGLYLVLRQV+LJKOLJKWVRIP\HPSOR\PHQWDQGDFDGHPLFH[SHULHQFHLQFOXGHWKHIROORZLQJ

f 6WURQJ3URMHFW0DQDJHPHQW6NLOOV:LWKH[WHQVLYHH[SHULHQFHZRUNLQJLQ
OLEUDULHVPXVHXPVDQGQRQSURILWFRUSRUDWLRQV,KDYHEHHQLQYROYHGLQSODQQLQJ
UHVHDUFKH[KLELWVDQGSXEOLFVHUYLFHWKDWUHVXOWHGLQVLJQLILFDQWDFFRPSOLVKPHQWV

f([FHOOHQW$FDGHPLF5HFRUG6LQFHHQWHULQJXQLYHUVLWLHVDWWKH0DVWHU¶VDQG
%DFKHORU¶VOHYHOV,KDYHFRQVLVWHQWO\PDLQWDLQHGDERYHDYHUDJHJUDGHVZKLOH
KROGLQJRXWVLGHHPSOR\PHQWDQGYROXQWHHULQJ

f &RPPXQLFDWLRQVDQG3XEOLF5HODWLRQV6NLOOV,QHDFKRIP\SRVLWLRQV,KDYH
GHDOWFRRSHUDWLYHO\ZLWKWKHJHQHUDOSXEOLFFRZRUNHUVDQGVXSHULRUV0\VNLOOVLQ
LQWHUSHUVRQDOUHODWLRQVDQGFURVVFXOWXUDOFRPPXQLFDWLRQVDUHH[FHOOHQW

f $QDO\WLFDODQG2UJDQL]DWLRQDO6NLOOV3UDFWLFDOHPSOR\PHQWLQDUHDVRIP\
FRQFHQWUDWLRQDOORZHGPHWRGHPRQVWUDWHP\VWUHQJWKVLQGDWDUHVHDUFKDQG
DQDO\VLVSURMHFWRUJDQL]DWLRQDQGFRPSXWHUSURILFLHQF\

,DPDQ[LRXVWRODXQFKP\FDUHHULQDIXOOWLPHSHUPDQHQWSRVLWLRQDQGZRXOGZHOFRPHWKH
RSSRUWXQLW\WRPHHWZLWK\RXWRGLVFXVV\RXUVSHFLILFUHTXLUHPHQWV,FDQPDNHP\VHOIDYDLODEOHDW
\RXUHDUOLHVWFRQYHQLHQFHIRUDPHHWLQJLQWHUYLHZ

7KDQN\RXIRU\RXUWLPHUHYLHZLQJP\FUHGHQWLDOV,ORRNIRUZDUGWRVSHDNLQJZLWK\RX

6LQFHUHO\



$OOLVRQ67KRUQZHEHU

(QFORVXUH5pVXPp

The attractive formatting and easily skimmed bullet points do a good job of communicating this
entry-level candidate’s professionalism and potential.
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Writer: Cheryl Ann Harland, CPRW; The Woodlands, TX

6XVDQ5XVVHOO
9LFWRU\5RDG'DOODV7H[DV  (PDLOVUXVVHOO#JDWHZD\QHW








)HEUXDU\



+XPDQ5HVRXUFHV'LUHFWRU
'HOO&RPSXWHUV
3DVDGHQD$YHQXH
3KRHQL[$UL]RQD

'HDU+XPDQ5HVRXUFHV'LUHFWRU

%XLOGLQJ FRRSHUDWLYH UHODWLRQVKLSV EHWZHHQ PXOWLGLVFLSOLQDU\ JURXSV LV P\ H[SHUWLVH $V D SURMHFW
PDQDJHU IRU 7H[DV ,QVWUXPHQWV , KDYH EHHQ UHVSRQVLEOH IRU FRRUGLQDWLQJ RUJDQL]LQJ DQG IDFLOLWDWLQJ
PXOWLPLOOLRQGROODU,7SURMHFWVLPSDFWLQJWKHHQWLUHRUJDQL]DWLRQ HPSOR\HHVZRUOGZLGH ,WLVP\
SURMHFWPDQDJHPHQW H[SHULHQFH FRXSOHG ZLWK P\ VXSHUYLVRU\ WUDLQLQJ DQG GHYHORSPHQW EDFNJURXQG
WKDW,ZLVKWRLQWHJUDWHLQWRDQ+52UJDQL]DWLRQDO'HYHORSPHQWUROH

2YHU WKH \HDUV , KDYH EHHQ VXFFHVVIXO LQ EXLOGLQJ WUXVW DQG FRRSHUDWLRQ EHWZHHQ HPSOR\HHV DQG
PDQDJHPHQWFUHDWLQJHQYLURQPHQWVWKDWVXSSRUWDQGUHZDUGLQGLYLGXDODFFRPSOLVKPHQWDQGFRQWULEXWLRQ

+DYLQJ MXVW FRPSOHWHG P\ %%$ LQ 2UJDQL]DWLRQDO %HKDYLRU , DP UHDG\ WR FRPELQH P\ \HDU
WHFKQLFDOVXSHUYLVRU\FDUHHULQWRDWUDLQLQJDQGGHYHORSPHQWDQGRULQVWUXFWLRQDOGHVLJQSRVLWLRQZKHUH,
FDQ EH LQVWUXPHQWDO LQ FUHDWLQJ WUDLQLQJ SURJUDPV WKDW ZLOO EH UHVSRQVLYH WR \RXU FRPSDQ\¶V HYHU
FKDQJLQJRUJDQL]DWLRQDOQHHGV

7KDQN \RX IRU UHYLHZLQJ WKH HQFORVHG TXDOLILFDWLRQV , ORRN IRUZDUG WR D SHUVRQDO LQWHUYLHZ DW \RXU
FRQYHQLHQFH

6LQFHUHO\



6XVDQ5XVVHOO

(QFORVXUH


Having recently completed a degree, this candidate presents both education and 20 years of experience as key selling points. Note the effective use of the “building corporate value is my expertise”
opening strategy (described in sample 19 in chapter 3).
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Writer: Lynn Andenoro, CPRW; Salt Lake City, UT

29

-HIIUH\$$QGHUVRQ
6RXWK:HVW
:HVW9DOOH\&LW\8WDK
 






2FWREHU

.879&KDQQHO1HZV
6RXWK:HVW
6DOW/DNH&LW\8WDK
$WWHQWLRQ1HZV2SHUDWLRQV0DQDJHU
,WLVZLWKJUHDWLQWHUHVWWKDW,UHVSRQGWR\RXUMRESRVWLQJIRUWKH1HZV(GLWRU(QJLQHHULQJ
&RQWUROOHUSRVLWLRQZLWK&KDQQHO1HZVLQ6DOW/DNH&LW\,EHOLHYH,KDYHWKHTXDOLILFDWLRQV
DQGHQWKXVLDVP\RXDUHORRNLQJIRU0\UpVXPpLVHQFORVHGIRU\RXUUHYLHZ
'XULQJP\VHQLRU\HDURIKLJKVFKRRO,ZRUNHGDVDYLGHRHGLWRUIRUDORFDOFDEOH79VWDWLRQ
LQ*DUGHQ*URYH&DOLIRUQLD,JDLQHGFRQVLGHUDEOHKDQGVRQH[SHULHQFHDZHDOWKRI
SUDFWLFDONQRZOHGJHDQGDGHWHUPLQDWLRQWRSXUVXH79DQGILOPSURGXFWLRQDVDFDUHHU
&RQFXUUHQWWRP\ZRUNDW&KDQQHO$,DOVRVWXGLHG793URGXFWLRQLQDQRFFXSDWLRQDO
VWXGLHVSURJUDPLQP\FRPPXQLW\
,TXLFNO\OHDUQHGWKHWHFKQLFDOVNLOOVRIWKHWUDGHLQMHFWHGFUHDWLYLW\DQGHQHUJ\DQGZDV
VRRQILOPLQJEUHDNLQJQHZVVWRULHVLQWKHFRPPXQLW\FRYHULQJORFDOPHHWLQJVDQGVSRUWLQJ
HYHQWVHGLWLQJQHZVIRRWDJHIRUZHHNO\EURDGFDVWVDQGDVVLVWLQJZLWKVWXGLRSURGXFWLRQV
DQGFRPPXQLW\DFFHVVSURJUDPPLQJ
,ZRXOGOLNHWKHRSSRUWXQLW\WRPHHWZLWK\RXDQGGLVFXVVKRZ,PLJKWEHFRPHDEHQHILFLDO
SDUWRI\RXUWHDPDW&KDQQHO1HZV,ZLOOFDOOWRIROORZXSZLWK\RXQH[WZHHN%HIRUH
WKHQ,FDQEHUHDFKHGDW7KDQN\RXIRU\RXUFRQVLGHUDWLRQ
6LQFHUHO\

-HIIUH\$$QGHUVRQ
(QFORVXUHVUpVXPpDQGWDSH

The appealing (and relevant) graphic at the top of this letter is an effective enhancement to its traditional formatting.
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Writer: Donna Farrise, JCTC; Hauppauge, NY

',$1(0:,/621
0HDGRZ%URRN6WUHHW
:HVWEXU\1<
 
HPDLOGLDQH#RRRFRP





$SULO


0F*UDZ+LOO
$YHQXHRIWKH$PHULFDV
1HZ<RUN1<

'HDU6LU0DGDP

:LWKLQQDWHUHDGLQJSURRIUHDGLQJDELOLW\DQGGHPRQVWUDWHGVNLOOVLQHGLWLQJJUDPPDWLFDOW\SRJUDSKLFDO
DQG FRPSRVLWLRQ HUURUV , DP DFWLYHO\ VHHNLQJ D FKDOOHQJLQJ IUHHODQFH UHDGHUSURRIUHDGHUHGLWRU
SRVLWLRQ 0\ ZRUN KDV EHHQ UHFRJQL]HG IRU WKHRUHWLFDO VRSKLVWLFDWLRQ DQG UKHWRULFDO FODULW\ +LJKOLJKWHG
TXDOLILFDWLRQVDQGFRQWULEXWLRQV,ZRXOGEULQJWR\RXURUJDQL]DWLRQLQFOXGHWKHIROORZLQJ


x $SWLWXGHWRUHDGSURRIUHDGFRPSOH[QRYHOVDQGGLYHUVHVXEMHFWPDWWHUGLVFLSOLQHVLHLQVWUXFWLRQ
PDQXDOVFROOHJHWH[WERRNVHGXFDWLRQPDQXDOVPDWKWH[WERRNVMRXUQDOVHWF


x $ELOLW\ WR HGLW LQWR DEVWUDFW IUDPH SURGXFH SODXVLEOH DQG LQQRYDWLYH LQWHUSUHWDWLRQ DQG SURYLGH
ZULWWHQDQGRUDOFRPPHQWDU\0DVWHUHGVNLOOVWKURXJKWKHUHDGLQJRIVFKRODUO\WH[WVDQGGLYHUVH
GLVFLSOLQHVHGLWLQJSUHVVUHOHDVHVDQGWHDFKLQJH[SHULHQFH


x &RQVSLFXRXVO\ ZHOOUHDVRQHG SRVVHVVLQJ VROLG UHVHDUFK LQJHQXLW\ SURJUHVVLYH WH[W GHYHORS
PHQWDQGFRPSUHKHQVLYHUHVXOWVPHHWLQJGHDGOLQHV


x ([SHULHQFH ZRUNLQJ ZLWK D FURVVVHFWLRQ RI LQGLYLGXDOV GHYHORSHG WKURXJK SHUIRUPDQFH DV DQ
HGXFDWRUFRXQVHORU

,KDYHEHHQFKDUDFWHUL]HGDVDWRSTXDOLW\UHDGHUSURRIUHDGHUDQGHGLWRUZLWKDUHPDUNDEOHVHQVHRIKXPRU
, ZRXOG ZHOFRPH WKH RSSRUWXQLW\ WR PHHW ZLWK \RX DQG GLVFXVV WKH SRVVLEOH PHUJLQJ RI P\ WDOHQW
H[SHULHQFHDQGHQWKXVLDVPZLWK\RXUIUHHODQFHUHDGLQJSURRIUHDGLQJQHHGV

9HU\WUXO\\RXUV




',$1(0:,/621

(QFORVXUH

A simple yet striking page border, combined with a clean format and easily skimmed bullet points,
makes this a very attractive letter.
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Writer: Salome A. Farraro, CPRW; Mt. Morris, NY

31

0$5<%(7+/21*


/DNH$YHQXHÙ%XIIDOR1<
Ù(PDLOPDU\EHWK#P\HPDLOFRP



)HEUXDU\



0U(GZDUG30XUSK\
'HSXW\6XSHULQWHQGHQW
0D\ILHOG&HQWUDO6FKRRO'LVWULFW
0DLQ6WUHHW
0D\ILHOG1<

'HDU0U0XUSK\

,DPLQWHUHVWHGLQEHLQJFRQVLGHUHGIRUDSRVLWLRQZLWKLQ\RXU*XLGDQFH'HSDUWPHQWDQGKDYHHQFORVHGD
FRPSOHWHGDSSOLFDWLRQDQGP\UHVXPHIRU\RXUUHYLHZ

'XULQJP\WKUHH\HDUVZLWK%UXQVZLFN-XQLRU6HQLRU+LJK6FKRRO,KDYHKDGWKHRSSRUWXQLW\WRZRUNZLWKD
GLYHUVHVWXGHQWSRSXODWLRQDWWKHPLGGOHDQGKLJKVFKRROJUDGHOHYHOV&XUUHQWO\,PDQDJHDFDVHORDGRI
VWXGHQWVLQWKHPLGGOHVFKRROZKHUHLQGLYLGXDODQGJURXSFRXQVHOLQJ²DVZHOODVFULVLVLQWHUYHQWLRQDQGSHHU
PHGLDWLRQ²RFFXS\DODUJHSRUWLRQRIP\WLPH,QDGGLWLRQWRDFDGHPLFDQGIXWXUHSODQQLQJ,DVVLVWWHHQVZLWK
VHOIHVWHHPDQJHUPDQDJHPHQWVRFLDOVNLOOVWUDLQLQJGUXJDEXVHDQGVH[XDODEXVHLVVXHV,YLHZSULPDU\
SUHYHQWLRQDVDFULWLFDODVSHFWLQDVVLVWLQJ\RXQJSHRSOHWKURXJKWKHVWDJHVRIWKHLUOLYHVEDODQFHGZLWKDIRFXV
RQVWXGHQWGHYHORSPHQWDQGDFDGHPLFH[FHOOHQFH

,KDYHEHQHILWHGSURIHVVLRQDOO\IURPWKHH[SHULHQFHVDQGNQRZOHGJHJDLQHGDW%UXQVZLFNDQGDPFRQILGHQW,
FDQVKDUHWKDWHIIHFWLYHO\ZLWK\RXUVFKRROGLVWULFW$GGLWLRQDOO\,EHOLHYHWKDWP\H[FHOOHQWZRUNHWKLFVWURQJ
LQWHUSHUVRQDORUJDQL]DWLRQDODQGFRPPXQLFDWLRQVNLOOVDQGDELOLW\WRHVWDEOLVKDVROLGUDSSRUWZLWKVWXGHQWV
IDPLOLHVDQGSHHUVDOLNHZRXOGPDNHPHDQHIIHFWLYHPHPEHURI\RXU*XLGDQFHWHDP,KDYHWDNHQWKHOLEHUW\
WRHQFORVHOHWWHUVRIUHIHUHQFHWKDWUHIOHFWWKHTXDOLW\RIZRUNIRUZKLFK,VWULYH

,ZRXOGDSSUHFLDWHWKHRSSRUWXQLW\WRLQWHUYLHZIRUD*XLGDQFH'HSDUWPHQWSRVLWLRQDW0D\ILHOG3OHDVHIHHOIUHH
WRFRQWDFWPHDWWKHDERYHWHOHSKRQHQXPEHURUHPDLODGGUHVV

7KDQN\RXIRU\RXUWLPHDQGFRQVLGHUDWLRQ

6LQFHUHO\



0DU\EHWK/RQJ


(QFORVXUHV



Primarily a straightforward presentation of qualifications, this letter is enhanced by the last sentence
in paragraph 2, where the candidate communicates her educational philosophy.
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Writer: Shanna Kemp, M.Ed., JCTC; Carrollton, TX

DANIELLE ALBRIGHT
922 LAKEVIEW LANE, #4122
LEWISVILLE, TEXAS 75067

972-455-8383 HOME
972-678-3483 MOBILE
danielle_albright@yahoo.com

Dear Personnel Manager:
Are you searching for a dynamic, goal-oriented individual with a strong desire to succeed
and lead others to success? Are you searching for an enthusiastic, proactive team member
with strong interpersonal skills and a desire to work with people? Look no further.
I am a driven and focused individual who knows how to set goals and work to achieve them. This is
clearly exemplified by my time in college. When I started my degree program, I set
my sights on finishing early and doing well in all my courses. Since I also needed to earn the money
to pay for my schooling, I knew I had set a demanding goal for myself. I persevered, however, and
expect to graduate in December from the University of North Texas in just 3½ years with a 3.0
GPA while working 20+ hours per week and taking course loads of 18 hours per semester.
Aren’t I the type of person you want working for you?
My degree is in psychology. I have always enjoyed working with and helping people. It has become
my desire to work with people in a business atmosphere—to assist others with the professional side
of their needs and work in a company where I can set long-term goals for success.
I have enclosed my resume for your consideration. I would appreciate the opportunity to meet with
you in person to discuss how I may further the goals of your company. I look forward to your call.
Sincerely,

Danielle Albright
Enclosure

Capturing the reader’s attention with interest-generating questions makes for a strong opening paragraph. The information the candidate shares about her personal qualities and school experience is
interesting, relevant, and powerful. The attractive letterhead design enhances the total presentation.
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Writer: Michele Haffner, CPRW, JCTC; Glendale, WI
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0$5,(*,/0$1
(DVW.DQH$YHQXH
6KRUHZRRG:,
&HOOXODU  ²+RPH  
(PDLOPJLOPDQ#DROFRP



-DQXDU\


'U5REHUW'HDKO'HDQ&ROOHJHRI3URIHVVLRQDO6WXGLHV
0DUTXHWWH8QLYHUVLW\
32%R[
0LOZDXNHH:,

'HDU'U'HDKO

$VDVLQJOHZRUNLQJPRWKHUZKRUHFHQWO\FRPSOHWHGXQGHUJUDGXDWHDQGJUDGXDWHGHJUHHV
,FDQFHUWDLQO\HPSDWKL]HZLWKWKHVWXGHQWVZKRDUHHQUROOHGLQ\RXU3URIHVVLRQDO6WXGLHV
SURJUDP$WWLPHVZKLOHZRUNLQJRQP\RZQGHJUHH,UHFDOOIHHOLQJRYHUZKHOPHG)RU
WXQDWHO\FRPPXQLW\UHVRXUFHVVXFKDV\RXUVKHOSDGXOWZRUNLQJVWXGHQWVWKULYHLQWKHLU
HQYLURQPHQWV,HPHUJHGIURPWKHH[SHULHQFHPRWLYDWHGUHDG\WRDVVLVWRWKHUVLQWKHVSLULW
RI\RXUPLVVLRQVWDWHPHQW³«SURYLGLQJVHUYLFHWKDWH[SUHVVHVWKHKLJKHVWGHJUHHRI
XQGHUVWDQGLQJUHVSHFWKRQHVW\FRPSDVVLRQDQGJXLGDQFH´

7KHUHIRUH,ZRXOGOLNHWREHFRQVLGHUHGIRUWKHSRVLWLRQRI$GXOW6WXGHQW$GYLVRU<RX
ZLOOVHHIURPWKHHQFORVHGUHVXPHWKDWP\EDFNJURXQGDQGHGXFDWLRQFORVHO\PDWFK\RXU
UHTXLUHPHQWVIRUWKHMRE$VDFRPPXQLW\FRXQVHORUP\ZRUNKDVLQFOXGHGDVVLVWLQJVLQJOH
PRWKHUVDQGWKHLUFKLOGUHQDVWKHIDPLO\DGMXVWVWRPDMRUOLIHFKDQJHVVXFKDVUHWXUQLQJWR
VFKRRORUZRUN,QDGGLWLRQP\UHFHQWJUDGXDWHWUDLQLQJKDVLQFOXGHGFRXUVHZRUNLQFDUHHU
FRXQVHOLQJDQGFDUHHUGHYHORSPHQWZLWKLQIRXU\HDUFROOHJHV7KHQHHGVRIVSHFLDOJURXSV
GHOD\HGHQWUDQWVPLGOLIHFKDQJHUVGLVSODFHGKRPHZRUNHUVHWF ZHUHFRYHUHGWKRURXJKO\

,FDQDUUDQJHWREHDYDLODEOHIRUDQLQWHUYLHZDW\RXUHDUOLHVWFRQYHQLHQFHDQGORRNIRUZDUG
WRPHHWLQJZLWK\RX

6LQFHUHO\



0DULH*LOPDQ

(QFORVXUH5HVXPH

This candidate effectively relates her personal situation to the needs of the job for which she is applying. This is entirely appropriate because these personal experiences give her an appreciation of the
needs of students and the demands of college life.
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Writer: Deborah Wile Dib, CCM, NCRW, CPRW, CEIP, JCTC, CCMC; Medford, NY

$QMHOLTXH7DUDNDV


)UHHGRP4XDG32%R[
8QLYHUVLW\DW$OEDQ\$OEDQ\1<
 z DQWD#FQVYD[DOEDQ\HGX


3HUPDQHQW5HVLGHQFH
6ORDQH'ULYH*UHDW1HFN1<
z DQMHO#PLQGVSULQJFRP


$SULO

0U:LOOLDP&RXVLQV
'LUHFWRURI+XPDQ5HVRXUFHV
&KDVH
3DUN$YHQXH
1HZ<RUN1<

'HDU0U&RXVLQV

<RXDGYHUWLVHGIRUDQHQWU\OHYHO)LQDQFLDO$QDO\VWLQ6XQGD\¶V1HZ<RUN7LPHV$VDVRRQWRJUDGXDWHXQLYHUVLW\
VHQLRUPDMRULQJLQ%XVLQHVV$GPLQLVWUDWLRQZLWKDFRQFHQWUDWLRQLQ,QIRUPDWLRQ6\VWHPV0DQDJHPHQWP\
TXDOLILFDWLRQVVKRXOGPHHW\RXUUHTXLUHPHQWV

7DNLQJLQLWLDWLYHKDVDOZD\VEHHQP\DFDGHPLFDQGFDUHHUIRFXV,FHUWDLQO\XQGHUVWDQGUHVSRQVLELOLW\KROGDQ
LQWHQVHZRUNHWKLFDQGVWULYHWRGRP\EHVWLQDQ\VLWXDWLRQ'XULQJIRXU\HDUVRIZRUNDQGLQWHUQVKLSH[SHULHQFHV
,KDYHHQWKXVLDVWLFDOO\VRXJKWFKDOOHQJLQJSURMHFWVDQGKDYHPDGHVWURQJFRQWULEXWLRQVQRWQRUPDOO\H[SHFWHGRIDQ
LQWHUQ+LJKOLJKWVLQFOXGHWKHIROORZLQJ

x 7KHGHYHORSPHQWRIDQ$FFHVVWR([FHOPLJUDWLRQVSUHDGVKHHWWKDWRUJDQL]HGDFRPSDQ\ZLGH3&
LQYHQWRU\V\VWHPIRU0HG)ORLQVWUXPHQWV
x

7KHFUHDWLRQRIDQ([FHOVSUHDGVKHHWWKDWSHUPLWWHG0HG)ORWRLPSOHPHQWPRUHUDSLGYHQGRU
SD\PHQW

x

7KHVXFFHVVIXOOHDUQLQJDQGVHOOLQJRIKLJKSURILWOLDELOLW\FRYHUDJHZKLOHDQLQWHUQDW%XGJHW5HQWD
&DU QRUPDOO\GRQHRQO\E\H[SHULHQFHGVDOHVIRUFH 

x

7KHSODQQLQJDQGLPSOHPHQWDWLRQRIDODUJHZDUHKRXVHGRFXPHQWUHORFDWLRQSURMHFWIRU6\PERO
7HFKQRORJLHV

x

7KHIXOILOOPHQWRISRVLWLRQVDV9LFH3UHVLGHQWRI)LQDQFHDQG&RPPXQLW\6HUYLFH&RRUGLQDWRUIRU3L
6LJPD(SVLORQ3URIHVVLRQDO6DOHVDQG0DUNHWLQJ)UDWHUQLW\

x 7KHDWWDLQPHQWDQGVXFFHVVIXOSHUIRUPDQFHRI7HDFKHU$VVLVWDQWSRVLWLRQVIRUWZRHGXFDWRUV

$GHPDQGLQJFRXUVHORDGPXOWLSOHFDPSXVOHDGHUVKLSSRVLWLRQVFKDOOHQJLQJLQWHUQVKLSVDQGDYDULHW\RI
ZRUNH[SHULHQFHVKDYHSUHSDUHGPHIRUWKHULJRUVRIDQHQWU\OHYHO)LQDQFLDO$QDO\VW¶VSRVLWLRQDW&KDVH0\
WHFKQLFDODQGEXVLQHVVEDFNJURXQGLVEDODQFHGE\FRXUVHVLQDUWDQGWKHKXPDQLWLHVFUHDWLQJWKHDELOLW\WR
JUDVSEXVLQHVVDQGWHFKQRORJ\QHHGVDVZHOODVWKHVNLOOVWRWKLQNSDVWWKHREYLRXVDVSHFWVRIDVLWXDWLRQ,
KDYHDQLQWHQVHLQWHUHVWLQSXUVXLQJDQGRYHUFRPLQJGLIILFXOWFKDOOHQJHV,ZRUNKDUGDQG,KDYHWKHGULYHWR
PDNHDGLIIHUHQFH

,¶GOLNHWRPHHWDQGGLVFXVVWKHZD\VLQZKLFK,FDQFRQWULEXWHP\H[SHULHQFHDQGHQHUJ\WR&KDVH,FDQEH
UHDFKHGDWP\DFDGHPLFDGGUHVVYLDSKRQHRUHPDLODQGORRNIRUZDUGWRVSHDNLQJZLWK\RX

6LQFHUHO\



$QMHOLTXH7DUDNDV

(QFORVXUHUHVXPHLQWUDGLWLRQDODQGFRPSXWHUVFDQQDEOHYHUVLRQV

This candidate presents both quantifiable qualifications (in a bulleted list) and intangible qualities
that show she is very well suited for the job for which she is applying. Note that she is enclosing both
traditional and computer-scannable resumes.

207

Chapter 9 Winning Cover Letters for Young Professionals / New Graduates

35

Writer: Christine Magnus, CPRW; Bronx, NY

&KULVWLQD$7KRPDV


)LIWK$YHQXH1HZ<RUN1<
 &$7#MXQRFRP




)HEUXDU\


<YRQQH+DUULV
0HWURSROLWDQ&KLOGUHQ·V7KHUDSLHV
0DSOH:D\
1HZ<RUN1<

'HDU0V+DUULV


2YHUWKHODVWWKUHH\HDUV,KDYHEHFRPHIDPLOLDUZLWKDOODVSHFWVRIVHUYLFH
GHOLYHU\IRUVSHHFKLPSDLUHGFOLHQWV6LQFH,KDYHEHHQLQVWUXPHQWDOLQ
RYHUVHHLQJFRRUGLQDWLQJVHUYLFHGHOLYHU\IRUDVSHHFKLPSDLUHGFKLOG«P\VRQ

6LQFHKLVELUWK,KDYHSDUWLFLSDWHGLQHYHU\IDFHWRIKLVFDUHIURPUHFUXLWLQJ
TXDOLILHGVHUYLFHSURYLGHUVWRDGPLQLVWHULQJWKHUDS\7KLVH[SHULHQFHKDVLQVSLUHG
PHWRHPEDUNRQDFDUHHUDVD6SHHFK7KHUDSLVWRU6SHFLDO(GXFDWLRQ7HDFKHU0\
KDUGZRUNDQGWLUHOHVVHIIRUWVWRIDFLOLWDWHKLVSURJUHVVKDYHUHVXOWHGLQPDUNHG
LPSURYHPHQWV

7KHDUHDVLQZKLFK,KDYHPDGHFRQVLGHUDEOHFRQWULEXWLRQVDUH'LDJQRVWLF3ODQQLQJ
&DVH0DQDJHPHQWDQG6SHHFK7KHUDS\0\UpVXPpSURYLGHVDQRYHUYLHZRIP\UROHDQG
DFKLHYHPHQWVLQHDFKRIWKHVHDUHDV$GGLWLRQDOO\,DPSXUVXLQJDGHJUHHLQ6SHHFK
7KHUDS\6SHFLDO(GXFDWLRQDW:HVWFKHVWHU&RPPXQLW\&ROOHJH,DPFRQILGHQWWKDWWKH
NQRZOHGJHDQGH[SHULHQFH,KDYHDFTXLUHGWRGDWHZLOOKHOS\RXUFOLHQWVDFKLHYHWKHLUJRDOV


,ZRXOGOLNHWRVFKHGXOHDSHUVRQDOLQWHUYLHZZKHUHZHFDQGLVFXVVP\VWURQJ
HQWKXVLDVPDQGTXDOLILFDWLRQVIRUDSRVLWLRQLQ\RXURUJDQL]DWLRQ,FDQEHUHDFKHGDWWKH
DGGUHVVDQGSKRQHQXPEHUOLVWHGDERYH7KDQNVLQDGYDQFHIRU\RXUWLPHDQG
FRQVLGHUDWLRQ,ORRNIRUZDUGWR\RXUUHVSRQVH

6LQFHUHO\



&KULVWLQD7KRPDV


This letter is another example of relating personal experiences to the needs and demands of a
specific job. The diamond-shaped graphic under the candidate’s name is a striking and attractive
enhancement.
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Writer: Nancy Karvonen, CEIP, IJCTC, CCM, CJST; Galt, CA

(UQHVW:KLWH


%HDFRQ6WUHHW+DFNHQVDFN1-  HUQLHZKLWH#DROFRP



February 10, 2004

Gregory Mahaffey
President
International Trading Corporation
7047 West Market Street
Hackensack, NJ 07640
Dear Mr. Mahaffey:
International Trading Corporation is known for valuing solid professional skills, creativity,
a strong work ethic, and the desire to excel. Since these qualities are mine in abundance, my
search for an entry-level International Marketing position begins with your firm.
The past four years have provided exposure to a wide variety of advertising, public relations,
and financial-related activities through positions with top agencies in New Jersey while
pursuing my BA in Marketing Management/International Business and Trade. These
experiences have confirmed my desire for a career on the creative side of international
marketing; however, at this point I am seeking an entry-level public relations or marketing
position to increase my skills while contributing to the organization’s growth and profitability.
As my enclosed résumé attests, my diverse career background demonstrates progressive
administrative, marketing, account development, and public relations experience. With
key project-planning and profit-building expertise, I have extensive background working
with a wide range of customer needs. My professional growth reflects my commitment to
achievement of corporate objectives, delivering an outstanding level of customer satisfaction, and effectively cultivating and successfully managing account relationships.
With an enthusiastic desire to meet with you and explore opportunities within International
Trading Corporation, may we schedule an appointment to discuss current or anticipated
needs at your firm and how I can become a key contributor to your operations? I would
greatly like to contribute my energy and experience to your future bottom-line successes.
Thank you for your consideration. I will follow up with a phone call next week.
Sincerely,

Ernest White
Enclosure: Résumé

Starting off by identifying the company’s values and priorities, this candidate subtly flatters the company by indicating that it is his first choice for professional employment.
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Writer: Ross Macpherson, CPRW, CJST, JCTC; Pickering, Ontario


3RUW6PLWK5RDG
3LQHKXUVW$OEHUWD1/0



37

'$1,(//(*5((1
 
GJUHHQ#PDLOFRP

*RDO3KDUPDFHXWLFDO6DOHV

-DQXDU\
0U%U\DQ+RGJLQV
3KDUP/DE&DQDGD
,QGXVWU\:D\
3LQHKXUVW$OEHUWD
110

'HDU0U+RGJLQV

, XQGHUVWDQG WKDW 3KDUP/DE &DQDGD LV LQWURGXFLQJ D QHZ FDUGLRYDVFXODU PHGLFDWLRQ 0LORFDLG
DQGWKDW\RXDUHORRNLQJIRUVDOHVSHRSOHZLWKLQWKH3LQHKXUVWDUHD

7KURXJKRXW P\ SURIHVVLRQDO DQG DFDGHPLF FDUHHUV , KDYH FRQVLVWHQWO\ GULYHQ P\VHOI WR PHHW
FKDOOHQJHV DQG DFKLHYH JRDOV DQG LW LV ZLWKLQ WKLV W\SH RI FKDOOHQJLQJ DQG UHVXOWVRULHQWHG
HQYLURQPHQW WKDW , SDUWLFXODUO\ WKULYH /LNHZLVH LW LV H[DFWO\ WKHVH TXDOLWLHV WKDW DWWUDFW PH WR D
KLJKO\ FRPSHWLWLYH DQG H[FLWLQJ FDUHHU LQ SKDUPDFHXWLFDO VDOHV DQG LQ SDUWLFXODU WR 3KDUP/DE
&DQDGDDVDQLQGXVWU\OHDGHUWKDWFDQSURYLGHERWKWKHFKDOOHQJHDQGRSSRUWXQLW\,DPVHHNLQJ

:LWK ERWK SURIHVVLRQDO H[SHULHQFH LQ D WHFKQLFDO ODE HQYLURQPHQW DQG DQ KRQRXUV GHJUHH LQ
%LRPHGLFDO 6FLHQFH , KDYH DQ H[FHOOHQW EDFNJURXQG LQ KHDOWK DQG ELRPHGLFDO VHWWLQJV DQG DP
ERWK FRPIRUWDEOH DQG SURILFLHQW ZLWK KLJKO\ WHFKQLFDO WHUPLQRORJ\ DQG FRPPXQLFDWLRQ 7KLV
DGYDQWDJH FRPELQHG ZLWK P\ GHPRQVWUDWHG VDOHV DQG PDUNHWLQJ DFFRPSOLVKPHQWV PDNHV PH
FRQILGHQWWKDW,ZRXOGEHDYDOXDEOHFRQWULEXWRUWRWKH3KDUP/DE&DQDGDVDOHVWHDP

6XFFHVV LQ VDOHV LV PHDVXUHG LQ UHVXOWV DQG , FDQEULQJ WKH IROORZLQJ UHVXOWVRULHQWHG TXDOLWLHV WR
3KDUP/DE&DQDGD

¾ 'HPRQVWUDWHGSURILFLHQF\LQVHOOLQJWRFXVWRPHUQHHGVIRVWHULQJFOLHQWUHODWLRQVKLSVDQG
PDQDJLQJNH\DFFRXQWVWRPD[LPL]HUHYHQXHDQGUHWHQWLRQ
¾ 2XWVWDQGLQJWHDPZRUNDQGOHDGHUVKLSVNLOOVZKHUH,KDYHGHPRQVWUDWHGP\DELOLW\WRERWK
FRQWULEXWHDQGPRWLYDWH
¾ $JRDOGULYHQZRUNHWKLFDQGGHGLFDWHGDSSURDFKWRDOOWDVNVDQGXQGHUWDNLQJV

, ZRXOG DSSUHFLDWH WKH RSSRUWXQLW\ WR PHHW DQG IXUWKHU VKDUH ZLWK \RX P\ TXDOLILFDWLRQV DQG
HQWKXVLDVP IRU MRLQLQJ WKH VDOHV WHDP DW 3KDUP/DE &DQDGD , LQYLWH \RX WR UHYLHZ P\ DWWDFKHG
UpVXPpDQGWKDQN\RXIRU\RXUFRQVLGHUDWLRQ


6LQFHUHO\




'DQLHOOH*UHHQ


(QFORVXUH


The attention-getting bullet points in this letter relate potential (what the candidate can do) rather
than specific qualifications—these are covered in the earlier paragraphs.
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Writer: Janet Beckstrom, CPRW; Flint, MI

-HUHP\6<DOH

6SDUURZ5RDG.LQJVWRQ0,







'HDU(PSOR\PHQW'LUHFWRU
<RXDUHWKHPDVWHURI\RXURZQGHVWLQ\
7KDW¶VZKDW,WHOORWKHUVDOHVUHSUHVHQWDWLYHVZKHQ,DPWU\LQJWRKHOSWKHP
XQGHUVWDQGKRZDVXFFHVVIXOFDUHHULQVDOHVLVZLWKLQWKHLUUHDFK:LWKLQDVKRUW
WKUHH\HDUSHULRG,KDYHGHYHORSHGVWURQJVDOHVVNLOOVWKDWKDYHHQDEOHGPHWR
EXLOGDUHFRUGRIVXVWDLQHGVDOHVLQFUHDVHV,HQMR\KHOSLQJRWKHUVLPSURYHWKHLU
VDOHVVNLOOVE\XVLQJVRPHRIWKHPHWKRGVWKDWKDYHEHHQVXFFHVVIXOIRUPH7KH
HQFORVHGUHVXPHKLJKOLJKWVVRPHRIP\VSHFLILFDFFRPSOLVKPHQWV,WVXSSRUWVP\
LQWHUHVWLQDSRVLWLRQZLWK\RXURUJDQL]DWLRQ
0\H[SHULHQFHGHPRQVWUDWHVWKDW,KDYHWKHDELOLW\WRWUDQVLWLRQLQWRVHOOLQJ
GLYHUVHSURGXFWVDQGVHUYLFHV$IWHUDOOVDOHVLVVDOHV0\VWURQJHVWVDOHVWRRO,
EHOLHYHLVWKDW,DPZLOOLQJWRWUXO\OLVWHQWRP\FXVWRPHUV6LQFH,KHDUZKDWWKH\
DUHVD\LQJ,DPSUHSDUHGWRLGHQWLI\DQGRIIHUWKHSURGXFWRUVHUYLFHWKH\QHHGDW
DSULFHWKH\FDQQRWWXUQGRZQ,W¶VDZLQZLQVLWXDWLRQ
$IWHUUHYLHZLQJP\PDWHULDO,KRSH\RXZLOODJUHHWKDW,DPWKHNLQGRIKLJKO\
PRWLYDWHGVXFFHVVIXOVDOHVSURIHVVLRQDOWKDW\RXDUHORRNLQJIRU3OHDVHFRQWDFW
PHDWWKHDERYHQXPEHUWRDUUDQJHDFRQYHQLHQWPHHWLQJWLPHVRWKDW,FDQ
HODERUDWHRQKRZP\WUDFNUHFRUGLQVDOHVFDQEHQHILW\RXURUJDQL]DWLRQ7KDQN
\RXIRU\RXUWLPHDQGFRQVLGHUDWLRQ
6LQFHUHO\

-HUHP\6<DOH
(QFORVXUH

The compelling philosophy stated in the first sentence of this letter should grab the attention of
every reader. The letter becomes even more effective when the candidate goes on to relate the importance of that philosophy to his career success to date.
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Writer: Susan Britton Whitcomb, CCMC, CCM, NCRW, CPRW; Fresno, CA

39

&+$5/(60$57,1(':$5'6,,,
6RXWK)DLUILHOG
6DQ)UDQFLVFR&$
 
FPH#FRPSXVHUYHFRP



-XQH


+XGVRQ3DUNHU+LULQJ3DUWQHU
-RQHV0DUULRWW 3DUNHU$WWRUQH\VDW/DZ
:HVW.HQQRZLWK
6DQ)UDQFLVFR&$

'HDU0U3DUNHU


+DYLQJJUDGXDWHGZLWKKRQRUVIURP+DVWLQJV6FKRRORI/DZDQGUHFHQWO\SDVVHGWKH%DU,DP
VHHNLQJLQWHUYLHZVZLWKFLYLOOLWLJDWLRQILUPVWKDWGHYRWHDSRUWLRQRIWKHLUSUDFWLFHVWRLQWHUQDWLRQDOODZ
7KHHQFORVHGUpVXPpGHWDLOVP\HGXFDWLRQH[SHULHQFHVNLOOVDQGOHJDOLQWHUHVWV$PRQJP\
TXDOLILFDWLRQVDUHWKHIROORZLQJ

x 6FKRODUVKLSGHYHORSHGDVDQH[WHUQIRU&DOLIRUQLD6XSUHPH&RXUW-XVWLFH/RXLV0DGLJLDQ
DQGDVDVWDIIZULWHUIRU7KH+DVWLQJV/DZ5HYLHZ
x &RXUWURRPVNLOOVOHDUQHGZKLOHFRQGXFWLQJSUHOLPLQDU\KHDULQJVDVDQLQWHUQZLWKWKH
$ODPHGD&RXQW\'LVWULFW$WWRUQH\¶V2IILFH
x /HDGHUVKLSJDLQHGDVDFROOHJHTXDUWHUEDFNDQGYROXQWHHUWHDPOHDGHUZLWK+DELWDWIRU
+XPDQLW\DQG
x ,QWHUQDWLRQDOH[SHULHQFHDFTXLUHGZKLOHVWXG\LQJODZLQ/RQGRQ(QJODQGDQGWUDYHOLQJ
H[WHQVLYHO\WKURXJKRXW(XURSH0H[LFRDQG&HQWUDO$PHULFD

*LYHQWKHFRPELQDWLRQRIWKHVHH[SHULHQFHV,DPFRQILGHQW,KDYHGHYHORSHGDSURIHVVLRQDO
UHVRXUFHIXOQHVVDQGSHUVRQDOGLYHUVLW\WKDWZLOOHQDEOHPHWREHFRPHDFDSDEOHPHPEHURI\RXUILUP
<RXUFRQVLGHUDWLRQRIP\TXDOLILFDWLRQVIRUDVVRFLDWHDWWRUQH\SRVLWLRQVZLOOEHDSSUHFLDWHG







6LQFHUHO\









&KDUOHV0DUWLQ(GZDUGV,,,

(QFORVXUH

The four bullet points in this letter convey the job seeker’s key qualifications—so a quick skim of the
letter would quickly convey his most important information.

Chapter 1 A Résumé Primer
Chapter 7 Before and After Cover Letter Transformations

Chapter

10
Winning Cover Letters
for Mid-Career
Professionals
Top 5 Cover Letter–Writing Tips for Mid-Career
Professionals
1. Focus on your career accomplishments. By describing what you have
done for other employers, you will demonstrate your potential to make
similar contributions for this employer.
2. If you have managed staff, be sure to communicate team and managerial
accomplishments as well as individual achievements.
3. Relate your accomplishments to the overall goals of the organization as
well as your unique sphere of influence.
4. Emphasize career progression. Your advancement indicates reward for
past achievement and shows your readiness to continue to move upward.
5. Don’t take up valuable space by including details of college or early
career experiences; in most instances, your most recent positions will be
most relevant.
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Writer: Debra O’Reilly, CPRW, CEIP, IJCTC; Bristol, CT

-D\QH6P\WK




0DLQ6WUHHW
)ULHQGVKLS&7


)HEUXDU\


+DOOPDUN&DUGV,QF
$771+XPDQ5HVRXUFHV'LUHFWRU
32%R[
.DQVDV&LW\02

5H3RVLWLRQVIRU6DOHV3URIHVVLRQDOV

'HDU+XPDQ5HVRXUFHV'LUHFWRU

:KHQ\RXFDUHHQRXJKWRVHQGWKHYHU\EHVWVHQGPH

7KHRSSRUWXQLW\WRUHSUHVHQW+DOOPDUN&DUGVWKHSHUHQQLDOLQGXVWU\OHDGHUZRXOGEH
DGUHDPFRPHWUXH%HFDXVH,VKDUH\RXUSKLORVRSK\WKDWRQO\P\EHVWLVJRRGHQRXJK
WRRIIHU,KDYHFRQVLVWHQWO\EHHQDWRSSURGXFLQJVDOHVUHSUHVHQWDWLYHIRUP\FXUUHQW
HPSOR\HUFRQVWDQWO\H[FHHGLQJVDOHVTXRWDVDQGHDUQLQJUHFRJQLWLRQIURPFOLHQWV
SHHUVDQGVXSHUYLVRUV$FFRPSOLVKPHQWVKDYHLQFOXGHGWKHIROORZLQJ

; $PRQJVDOHVUHSUHVHQWDWLYHVUDQNLQWKHWRSWKUHHIRUWKHSDVWWZR\HDUVVXSSRUWLQJ
WKHDFKLHYHPHQWRIGHSDUWPHQWDOVDOHVJRDOVDYHUDJLQJSHUPRQWK
; 5HJXODUO\SURGXFHRUPRUHRYHUGDLO\VDOHVJRDOV
; 6HOHFWHGWRPDQDJHNH\QDWLRQDODFFRXQWV
; &RPPHQGHGE\SHHUVIRUSURYLGLQJVDOHVDVVLVWDQFHVXSSRUWZLWKDFFRXQWVLQD
FRPSHWLWLYHHQYLURQPHQW
; &KRVHQWRPHQWRUQHZKLUHV

,RIIHU\RXVROLGVDOHVH[SHULHQFHDVWURQJFXVWRPHUIRFXVDQGHIIHFWLYHOHDGHUVKLS
VNLOOVLQFRPELQDWLRQZLWKDQ³RQO\WKHEHVWZLOOGR´ZRUNHWKLF,HDJHUO\DQWLFLSDWH
WKHRSSRUWXQLW\WRGLVFXVV\RXUJRDOVIRU\RXUQHZWHUULWRU\DQGWKHZD\VLQZKLFK
,PLJKWKHOS+DOOPDUNDFKLHYHDQGH[FHHGWKHP7KDQN\RXIRUFRQVLGHULQJP\
TXDOLILFDWLRQV

6LQFHUHO\


-D\QH6P\WK

(QFORVXUH

The opening line of this cover letter is perfectly tailored for its recipient. After capturing the reader’s
attention, the letter follows up with strong accomplishments that support this candidate’s claim to be
“the best.”

Chapter 10 Winning Cover Letters for Mid-Career Professionals
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Writer: Michele Haffner, CPRW, JCTC; Glendale, WI

*HRUJH(%URZQ

1RUWK%DUWHOW6WUHHW
(PDLOJHE#HDUWKOLQNQHW
0LOZDXNHH:LVFRQVLQ
7HOHSKRQH0HVVDJH  



1RYHPEHU


0U'DQLHO7LOPDQ
5RDGZD\([SUHVV,QF
6RXWK+RZDUG$YHQXH
2DN&UHHN:LVFRQVLQ

'HDU0U7LOPDQ

+DYLQJYLVLWHG\RXUFRPSDQ\·V:HEVLWHP\LPSUHVVLRQVZHUHRIDQRUJDQL]DWLRQ
WKDWLVIRUZDUGWKLQNLQJDQGDOZD\VORRNLQJIRUQHZZD\VWRLPSURYH$QRSHQ
GRRUW\SHRIUHODWLRQVKLSDSSHDUVWREHSUHYDOHQWEHWZHHQ\RXDQG\RXU
FXVWRPHUV7KHUHIRUHLWZRXOGVHHPQHFHVVDU\IRU\RXUVDOHVUHSUHVHQWDWLYHVDQG
PDQDJHPHQWSHUVRQQHOWRSRVVHVVVWURQJFRPPXQLFDWLRQDELOLWLHVLQRUGHUWR
HIIHFWLYHO\FDUU\RXW\RXUPLVVLRQ

$V\RXFDQVHHIURPWKHHQFORVHGUpVXPpP\HGXFDWLRQDOFRQFHQWUDWLRQLQ
FRPPXQLFDWLRQVKDVEHHQEDODQFHGE\DFWXDOZRUNH[SHULHQFH,KDYHEHHQ
UHTXLUHGWRFRQGXFWILQDQFLDODQDO\VLVVROYHWHFKQLFDOGLIILFXOWLHV VRPHWLPHV
UHPRWHO\ DQGJLYHWKHKLJKHVWSRVVLEOHOHYHOVRIFXVWRPHUVHUYLFH,DPFHUWDLQO\
ZLOOLQJWROHDUQDOODERXWWKHLQGXVWU\DQG\RXURUJDQL]DWLRQVRWKDW,FDQEHD
SURGXFWLYHWHDPPHPEHU

0\SURPLVHLVWKDWDPHHWLQJZLOOQRWEHDZDVWHRIWLPH\RXUVRUPLQH,Q
DGGLWLRQ,FDQPDNHP\VHOIDYDLODEOHDW\RXUFRQYHQLHQFHWRGLVFXVV\RXUQHHGV
LQGHWDLO7KDQN\RXIRU\RXUFRQVLGHUDWLRQRIP\TXDOLILFDWLRQVDQG,ORRN
IRUZDUGWRKHDULQJIURP\RX

6LQFHUHO\



*HRUJH(%URZQ

(QFORVXUH5pVXPp

In this letter, the job seeker creates rapport by identifying with the target company’s mission.
Mentioning that he has researched the company by visiting its Web site is another way to communicate that he knows the company he’s approaching and can indeed be a “productive team member.”
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Writer: G. William Amme, JCTC; Deerfield Beach, FL

-RKQ+/LEE\3K'1&&/0+&
*HUPDQWRZQ$YHQXH
3KLODGHOSKLD3$
 
MOLE#DROFRP


-RE3RVWLQJ/
0HQWDO+HDOWKPDJD]LQH
32%R[
3KLODGHOSKLD3$

'HDU6LURU0DGDP
,DPYHU\LQWHUHVWHGLQ\RXUSRVLWLRQRI&OLQLFDO6XSHUYLVRUDVDGYHUWLVHGLQWKH-XO\LVVXHRI0HQWDO
+HDOWKPDJD]LQH
0\HQFORVHGUpVXPpUHIOHFWVERWKP\\HDUVRIFRXQVHOLQJDQGSV\FKRWKHUDS\H[SHULHQFHDQGP\
RXWVWDQGLQJHGXFDWLRQDOFUHGHQWLDOV,DPQRZVHHNLQJDGGLWLRQDOFKDOOHQJHVDQGRSSRUWXQLWLHVLQWKH
PHQWDOKHDOWKFRXQVHOLQJILHOG,I\RXFDQXVHDZHOOWUDLQHGDQGKLJKO\FRPSHWHQWSURIHVVLRQDOZLWK
H[FHSWLRQDOUHDOZRUOGH[SHULHQFH,DP\RXULGHDOFDQGLGDWH7KHIROORZLQJKLJKOLJKWVKRZP\
EDFNJURXQGPHHWV\RXUVWDWHGSRVLWLRQUHTXLUHPHQWV
<RX5HTXLUH
0DVWHU¶VGHJUHH
JUDGXDWHVHPHVWHUKRXUVLQ
3V\FKRORJ\

0\4XDOLILFDWLRQV
$'RFWRUDWHLQ3V\FKRORJ\DQGD0DVWHU¶VLQ+HDOWK6HUYLFHVDV
ZHOODVDSRVW0DVWHU¶VGHJUHHDV6SHFLDOLVWLQ0HQWDO+HDOWK
&RXQVHOLQJ
0RUHWKDQJUDGXDWHVHPHVWHUKRXUVLQ3V\FKRORJ\DQG
1HXUR/LQJXLVWLF3URJUDPPLQJ

([SHULHQFHWHDFKLQJDWWKH
FROOHJHOHYHO

([SHULHQFHWHDFKLQJDWERWKWKHMXQLRUFROOHJHDQGXQLYHUVLW\
JUDGXDWHOHYHOV

%DFNJURXQGDV/LFHQVHG
7KHUDSLVWRU0HQWDO+HDOWK
&RXQVHORU
7KHDELOLW\WRWHDFKERWKGD\DQG
HYHQLQJFODVVHV

0RUHWKDQ\HDUVRIVXFFHVVIXOSUDFWLFHDVD/LFHQVHG7KHUDSLVW
DQG0HQWDO+HDOWK&RXQVHORU
7KHDELOLW\WRWHDFKGD\DQGHYHQLQJFODVVHVDVGHPRQVWUDWHGE\
P\FXUUHQWHPSOR\PHQWVFKHGXOHV

<RXPD\QRWHWKDWDORQJZLWKP\HGXFDWLRQDODQGFROOHJHOHYHOWHDFKLQJFUHGHQWLDOV,KDYHKDG
VXEVWDQWLDOVXFFHVVLQZRUNLQJZLWK0RRG'LVRUGHUVLQFOXGLQJ0DMRU'HSUHVVLRQDQG$Q[LHW\'LVRUGHUV
LQERWKLQGLYLGXDODQGJURXSWKHUDS\,QDGGLWLRQP\H[SHULHQFHLQUHKDELOLWDWLRQDQGFDUHHUFRXQVHOLQJ
PD\SURYLGHFROODWHUDOEHQHILWVWR\RXULQVWLWXWLRQ
/HWWHUVDQGUpVXPpVKHOS\RXVRUWRXWWKHSUREDEOHIURPWKHSRVVLEOHEXWWKH\DUHQRZD\WRMXGJHWKH
FDOLEHURIDQLQGLYLGXDO,ZRXOGOLNHWRPHHWZLWK\RXDQGGHPRQVWUDWHWKDWDORQJZLWKP\FUHGHQWLDOV
,KDYHWKHSHUVRQDOLW\DQGVNLOOVWKDWPDNHIRUDVXFFHVVIXOFRXQVHORULQVWUXFWRUDQGVXSSRUWLQJWHDP
PHPEHU5HFRJQL]LQJWKHGHPDQGVRI\RXUVFKHGXOH,ZLOOFDOO\RXVRRQDIWHU\RXUHFHLYHWKLVOHWWHU
,ZRXOGDSSUHFLDWHP\DSSOLFDWLRQEHLQJWUHDWHGDVFRQILGHQWLDODV,DPFXUUHQWO\HPSOR\HG



6LQFHUHO\



-RKQ+/LEE\3K'1&&/0+&
HQFO5pVXPp

In addition to a close match between specific requirements and his qualifications—as demonstrated
in a well-organized table—this candidate sells himself by providing additional, highly relevant qualifications and describing himself as the “ideal candidate.”
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Writer: Georgia Adamson, CCMC, CCM, CEIP, JCTC, CPRW; Campbell, CA

*HQHYD6WUHHW
6DQ5DIDHO&$






52*(5$512/'
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UDUQROG#LVSFRP

)HEUXDU\


0V'HERUDK-DFREVHQ
9LFH3UHVLGHQW&RUSRUDWH6HFXULW\
0HJDFRUS(QWHUSULVHV
$OOHQ5RDG
6DQ)UDQFLVFR&$

'HDU0V-DFREVHQ

&RXOG\RXXVHDODZHQIRUFHPHQWPDQDJHPHQWSURIHVVLRQDOZLWKDVXFFHVVIXOWUDFNUHFRUGLQ
VHFXULW\SURJUDPSODQQLQJLPSOHPHQWDWLRQDQGRSHUDWLRQDVZHOODVDUHSXWDWLRQIRUHIIHFWLYH
OHDGHUVKLSDQGH[FHSWLRQDOWHDPEXLOGLQJ",IVR,EHOLHYH\RXZLOOILQGWKHHQFORVHGUpVXPpZRUWK
DFORVHORRN

7KURXJKRXWP\ODZHQIRUFHPHQWVHFXULW\FDUHHU,KDYHIRFXVHGRQHPSRZHULQJP\VXERUGLQDWHV
WRVXFFHHGE\HQFRXUDJLQJWKHPWRGHYHORSWKHLUVWUHQJWKVDQGJURZSURIHVVLRQDOO\,QPDQ\FDVHVLQ
ZKLFKLQGLYLGXDOVZHUHGLVVDWLVILHG,UHVROYHGWKHXQGHUO\LQJSUREOHPVDQGWXUQHGWKHLUDWWLWXGHV
DURXQG7KLVDSSURDFKFRQVLVWHQWO\SURGXFHVKLJKO\HIIHFWLYHVXSSRUWLYHWHDPVXQGHUP\FRPPDQG

3ULRUWRP\FXUUHQWZRUNLQWKHH[HFXWLYHSURWHFWLRQILHOG,PDQDJHGXSWRSROLFHRIILFHUVDQG
±FLYLOLDQVDVD:DWFK&RPPDQGHU'LYLVLRQ&RPPDQGHUDQG6:$77HDPOHDGHUZLWKWKH
+DVOHWW&RXQW\6KHULII¶V'HSDUWPHQW,DOVRPDQDJHGFXVWRGLDOIDFLOLWLHVWKDWKRXVHGPRUHWKDQ
LQPDWHVDQGGHDOWIUHTXHQWO\ZLWKRSHUDWLRQDOLVVXHVWKDWLQFOXGHGEXGJHWVVWDIILQJDQG
VFKHGXOLQJ$VSUHVLGHQWRIWKH'HSXW\6KHULIIV¶$VVRFLDWLRQ,VXFFHVVIXOO\QHJRWLDWHGVHYHUDOXQLRQ
FRQWUDFWVDQGUHVROYHGDYDULHW\RISHUVRQQHOSUREOHPV

,QDGGLWLRQWREHFRPLQJD&HUWLILHG([HFXWLYH3URWHFWLRQ6SHFLDOLVW,HQVXUHP\FRQWLQXLQJDELOLW\
WRKDQGOHGHPDQGLQJUHVSRQVLELOLWLHVE\PDLQWDLQLQJH[FHOOHQWSK\VLFDOFRQGLWLRQ)RUH[DPSOH,
FRPSHWHDVDQDPDWHXUER[HUDQGUHFHQWO\ZRQD:RUOG7LWOHLQWKLVVSRUW

%DVHGRQP\H[SHULHQFHDQGVWURQJFRPPLWPHQW,DPFRQILGHQWWKDW,FDQDGGVLJQLILFDQWYDOXHWR
\RXUVHFXULW\IXQFWLRQ,IDSSURSULDWH,ZRXOGOLNHWRVFKHGXOHDPHHWLQJWRGLVFXVV\RXUQHHGVDQG
WKHFRQWULEXWLRQ,FDQPDNHWRWKHVXFFHVVRI\RXURUJDQL]DWLRQ,ORRNIRUZDUGWRVSHDNLQJZLWK\RX
VRRQ

6LQFHUHO\



5RJHU$UQROG

(QFO

The opening question in this cold-call letter should capture the reader’s attention. It is followed up
by well-written and well-organized paragraphs that communicate strong qualifications.
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Writer: Deborah Wile Dib, CCM, NCRW, CPRW, CEIP, JCTC, CCMC; Medford, NY





0DUWLQD
0DUFKHVL










/DXUHO5RDG
$TXHERJXH1<








6SHFLDOW\)RRGV&RQVXOWDQWi)UHVK3URGXFH$XWKRULW\i2UJDQLFV6SHFLDOLVW



-XQH

0U7LP0DWKHVLRQ
9LFH3UHVLGHQWRI2SHUDWLRQV
7KH*UHHQHU\
/LQNV5RDG
&KLFDJR,/

5(7KH*UHHQHU\5HJLRQDO3URGXFH&RRUGLQDWRU6RXWKZHVW5HJLRQ

'HDU0U0DWKHVLRQ

<RXDUHORRNLQJIRUDG\QDPLFPDUNHWHUDQGPDQDJHUZLWKEURDGLQGXVWU\H[SHULHQFHDQGWKHVNLOOVQHHGHGWR
EULQJLQWKHPDUJLQVQHFHVVDU\IRUSURILWDEOHRSHUDWLRQVDQGORQJWHUPJURZWK0\DFFRPSOLVKPHQWVZLWK7KH
*UHHQHU\DQGRWKHUZHOONQRZQLQGXVWU\OHDGHUVFOHDUO\GHPRQVWUDWHP\DELOLW\WRFUHDWLYHO\UHDFWWRWRGD\·V
UDSLGO\FKDQJLQJQDWXUDOIRRGVPDUNHWSODFHZKLOHUHWDLQLQJDNHHQIRFXVRQWKHERWWRPOLQH

0U0DWKHVLRQDOWKRXJK\RXDUHSUREDEO\DZDUHRIP\ZRUNDVPDQDJHURI7KH*UHHQHU\·V6RXWKDPSWRQ
ORFDWLRQ,·GOLNHWRUHYLHZWKHKLJKOLJKWVRIP\WHQXUHZLWK7KH*UHHQHU\

i &RQYHUWHGDQHJDWLYHSRLQWFRQWULEXWLRQPDUJLQWRDSRVLWLYHSRLQWFRQWULEXWLRQLQWKH6RXWKDPSWRQ
SURGXFHGHSDUWPHQW
i &UHDWHGDEHWWHUSULFHLPDJHE\ZDONLQJWKHFRPSHWLWLRQZHHNO\WRVHOHFW´PHHWRUEHDWSULFHµLWHPV

UHVXOWLQJLQDVWDELOL]HGPDUNHWVKDUHIURPDGRZQWUHQGLQJPDUNHWVKDUH
i ,PSURYHGWKHERWWRPOLQHE\LQFUHDVLQJTXDOLW\VWDQGDUGVHVWDEOLVKLQJSURSHUUHFHLYLQJDQGVWRFNLQJ

PHWKRGVDQGLPSURYLQJWHDPPHPEHUV·PRUDOHDQGSULGHLQWKHLUVWRUHV
i 0HQWRUHGDWHDPPHPEHU7KRPDV'H0DWLDLQWRDVXFFHVVIXO6RXWKDPSWRQSURGXFHWHDPOHDGHU
i 6HOHFWHGE\$OHVLD5H\QROGVWRZULWHWKHQHZ6RXWKZHVWUHJLRQDOSURGXFHWUDLQLQJPDQXDO

,QPRUHWKDQ\HDUVLQWKHQDWXUDOIRRGVEXVLQHVV,KDYHKHOGSRVLWLRQVLQDOODUHDVRIWKHLQGXVWU\³
3URGXFH0DQDJHUDQG%X\HU6WRUHDQG'LVSOD\'HVLJQHU6WRUH2SHQLQJ0DQDJHU6SHFLDOW\DQG2UJDQLFV
)RRG&RQVXOWDQWDQG:KROHVDOH3URGXFH'LVWULEXWRU,DPDFFXVWRPHGWRPD[LPL]LQJSURGXFWLYLW\DQG
LQFUHDVLQJFRUSRUDWHSURILWVWKURXJKH[SHUWFRVWDQGLQYHQWRU\FRQWUROIRUHFDVWLQJSODQQLQJWUHQGVSRWWLQJ
VSRLODJHUHGXFWLRQGLVSOD\FUHDWLRQYHQGRUUHODWLRQVDQGHPSOR\HHGHYHORSPHQW,QDGGLWLRQ,KDYHDVWURQJ
XQGHUVWDQGLQJRIZKDWLWWDNHVWRJHWWKHSURGXFWIURPWKHILHOGWRWKHWDEOH

In an unusual and attractive two-page format, this candidate presents her qualifications for a significant promotion with her current employer. When applying for internal promotions, it’s important
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0DUWLQD0DUFKHVL

SDJHWZR


7KHIROORZLQJDFFRPSOLVKPHQWVGHPRQVWUDWHSUHYLRXVH[SHULHQFHWKDW,ZLOOEULQJWRWKHSRVLWLRQRI5HJLRQDO
3URGXFH&RRUGLQDWRU
i 2SHQHGILYHVWRUHVLQWKHSDVWQLQH\HDUVIURPDVTXDUHIRRWRUJDQLFSURGXFHVWRUHWRD

VTXDUHIRRWIXOOVHUYLFHQDWXUDOIRRGVVWRUH
i /HDUQHGWRUHFRJQL]HFUHDWHDQGXSKROGWKHKLJKHVWVWDQGDUGVWKURXJKZRUNLQWKH%D\$UHD1HZ<RUN

&LW\DQGWKH+DPSWRQVDOODPRQJWKHPRVWFRPSHWLWLYHDQGGLVFULPLQDWLQJUHJLRQVLQWKH8QLWHG6WDWHV
i :RUNHGZLWKVRPHRIWKHEHVWGLVWULEXWRUVLQWKHZRUOGWKURXJKWZR\HDUVRIHPSOR\PHQWLQWKH6HDWWOH

3URGXFH7HUPLQDO
i 'HYHORSHGDQDSSUHFLDWLRQIRUWKHIUHVKHVWIRRGDQGWKHDUWRIVHOOLQJLQWRWKHFXVWRPHUV·KDQGVWKURXJK

VHYHUDOVXPPHUVUXQQLQJIDUPHUV·PDUNHWVDQGIDUPVWDQGVLQ6DQ)UDQFLVFRDQG6RXWKDPSWRQ
i &RQWLQXDOO\WUDLQHGVWDIILQOHDGLQJHGJHDQGFODVVLFZKROHIRRGVPDUNHWLQJGLVSOD\DQGRSHUDWLRQVVW\OHV

DQGWHFKQLTXHV
i &RQVLVWHQWO\EXLOWOR\DOFXVWRPHUEDVHE\KDQGVRQVDOHVWHFKQLTXHVLPSHFFDEOHVWDQGDUGVDQGTXDOLW\

HQWLFLQJGLVSOD\VIDLUSULFLQJHGXFDWLRQDOHYHQWVDQGSHUVRQDOVHUYLFH

0U0DWKHVLRQDVDQLQGXVWU\YHWHUDQ,KDYHORQJUHVSHFWHG7KH*UHHQHU\IRULWVPDUNHWOHDGHUVKLSVRXQG
RSHUDWLRQVYDOXHRULHQWDWLRQDQGSUHVHQWDWLRQVWDQGDUGV1RZWKDW,ZRUNZLWK7KH*UHHQHU\,·PFRQWLQXDOO\
H[FLWHGE\WKHFRPSDQ\DQGLWVJRDOV,YHU\PXFKHQMR\P\FXUUHQWSRVLWLRQEXWIHHOVWURQJO\WKDW,DPUHDG\WR
PDNHDPRUHVXEVWDQWLDOFRQWULEXWLRQE\EULQJLQJP\LQGXVWU\H[SHUWLVHDQGP\FRPPLWPHQWWRH[FHOOHQFHWR
WKH6RXWKZHVW5HJLRQDO3URGXFH&RRUGLQDWRU·VSRVLWLRQ,I\RXIHHOWKDWP\H[SHULHQFHDQGGULYHFDQEHQHILW
7KH*UHHQHU\LQWKLVRURWKHUSRVLWLRQVOHW·VWDON

6LQFHUHO\




0DUWLQD0DUFKHVL



not to assume that senior managers know everything you’ve done for the company; spell it out just as
you would in a letter to a stranger.
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Writer: Shanna Kemp, M.Ed., JCTC; Carrollton, TX

%5(77.,1&$,'
(DVW:DVKLQJWRQ
&DUUROOWRQ7;
+RPH  
)D[  



´)LUVW\RX·YHJRWWRJHWWKHEHVWSRVVLEOHSHRSOH
WRZRUNZLWK\RXµ³1RUPDQ%ULQNHU



$SULO

&KDUOHV'XUKDP
9LFH3UHVLGHQW+XPDQ5HVRXUFHV
%ULQNHU,QWHUQDWLRQDO
5DQFK3DUNZD\
'DOODV7;

'HDU0U'XUKDP

:KLOHLWZRXOGEHDQH[DJJHUDWLRQWRVD\WKDW,FDQOHDSWDOOEXLOGLQJVLQDVLQJOHERXQGRU
UHVWRUHWKHVDIHW\RIKXPDQLW\ZLWKD´PLJKW\KHLJKKR6LOYHUµLWZRXOGEHSHUIHFWO\
DFFXUDWHWRVD\WKDW,DPWKHEHVWSRVVLEOHSHUVRQWRDGGWR%ULQNHU·VUHVHDUFKDQG
GHYHORSPHQWWHDP

0U%ULQNHU·VSKLORVRSKLHVRQKLULQJWKHEHVWSHRSOHDQGFUHDWLQJVWURQJWHDPVRIHPSOR\HHV
KDYHUHVXOWHGLQUHSHDWHGVXFFHVV+HKDVGLVFRYHUHGWKDWLWLVLPSHUDWLYHWKDWWKHSHRSOH\RX
ZRUNZLWKDUHLQZDUGO\PRWLYDWHGKDYHD´FDQGRµDWWLWXGHDQGDUHHQWKXVLDVWLFDQG
HQHUJHWLF8VLQJWKRVHZRUGVWRGHVFULEHPHZRXOGQRWEHDQH[DJJHUDWLRQ

$V\RXFDQVHHIURPP\HQFORVHGUHVXPH,KDYHDVWURQJKLVWRU\RIVXFFHVVIXOO\EXLOGLQJ
QHZEXVLQHVVDQGGHYHORSLQJQHZSURGXFWV0\VXFFHVVVWHPVIURPP\ORYHIRUWKHZRUN
DQGP\DELOLW\WRFUHDWHVWURQJWHDPVRIHPSOR\HHVDQGGHYHORSSHUVRQDOUHODWLRQVKLSVZLWK
P\EXVLQHVVDOOLHV

/LNH0U%ULQNHU,EHOLHYHDMREVKRXOGEHFKDOOHQJLQJDQGIXQ,DPUHDG\IRUDQHZ
FKDOOHQJHDQGZRXOGOLNHWRILQGLWDW%ULQNHU,QWHUQDWLRQDO$V\RXUHDGP\HQFORVHGUHVXPH
\RXZLOOQRWILQGDVXSHUKHUREXW\RXZLOOILQGDQRXWVWDQGLQJHPSOR\HHDQGOHDGHUUHDG\WR
WDNHWKHQH[WVWHSZRUNKDUGKDYHIXQDQGPDNHVXSHUKXPDQHIIRUWVWRZDUGVXFFHVV

,WZLOOEHDSOHDVXUHWRPHHWZLWK\RXDW\RXUFRQYHQLHQFHWRGLVFXVVP\FUHGHQWLDOVLQ
GHWDLO,FDQEHUHDFKHGDWWKHDERYHQXPEHUVZKHQ\RXDUHUHDG\WRVHWXSDWLPHWRPHHW
,ORRNIRUZDUGWR\RXUFDOO

6LQFHUHO\



%UHWW.LQFDLG

(QFORVXUH

The quote that starts this letter is particularly effective because the person being quoted is the
founder of the company to which the job seeker is applying. The “superhero” theme mentioned in
the first paragraph is used effectively in the closing.
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-XOLH+0D\


0HDGRZ/DQH
<RQNHUV1<
UHVPVJ
ID[
EHVWWHDFKHU#DROFRP

























-XQH



'U:LOOLDP/HZLV
3ULQFLSDO
36
7XFNDKRH1<

'HDU'U/HZLV

,QRWHGZLWKLQWHUHVW\RXU-XQHDGYHUWLVHPHQWLQWKH1HZ<RUN7LPHVIRUD*UDGH
7HDFKHUIRUDOHDYHUHSODFHPHQW ± $VDFHUWLILHGWHDFKHUZLWKH[SHULHQFH
WHDFKLQJWKLVJUDGHOHYHODQGILUVWKDQGNQRZOHGJHRI36WKURXJKH[WHQVLYHYROXQWHHU
DFWLYLWLHV,EHOLHYHWKDW,DPDQH[FHOOHQWFDQGLGDWHIRUWKLVSRVLWLRQ

,XQGHUVWDQGWKDW\RXQHHGVRPHRQHZKRLVVHOIGLUHFWHGDQGZKRSRVVHVVHVWKHQHFHVVDU\
TXDOLWLHVIRUPDQDJLQJDQRWKHUWHDFKHU VFODVV²IOH[LELOLW\JRRGKXPRUUDSSRUWZLWKSDUHQWV
IDPLOLDULW\ZLWKWKHVFKRROFXOWXUHDQGWKHDELOLW\WRJREH\RQGWKHOHVVRQSODQVLQDFFRUGDQFH
ZLWKPHHWLQJWKHFXUUHQWQHHGV$WWKLVSRLQW,ZHOFRPHWKHFKDOOHQJHRIPDNLQJDSRVLWLYH
LPSDFWRQWKHPLQGVRIHOHPHQWDU\VFKRRO±DJHGFKLOGUHQ,DPFRPPLWWHGWRDFKLHYLQJWKLV
JRDOWKURXJKRQJRLQJSURIHVVLRQDOGHYHORSPHQWWROHDUQWKHODWHVWHIIHFWLYHWHDFKLQJ
PHWKRGV

,KDYHHQFORVHGP\UHVXPHWRSURYLGHPRUHLQIRUPDWLRQRQP\VWUHQJWKVDQGFDUHHU
DFKLHYHPHQWV,DPDOVRRSHQWRRWKHURSSRUWXQLWLHVLQWKHVFKRRO,IDIWHUUHYLHZLQJP\
PDWHULDO\RXEHOLHYHWKDWWKHUHLVDPDWFKSOHDVHFDOOPH7KDQN\RXIRU\RXUFRQVLGHUDWLRQ

6LQFHUHO\



-XOLH+0D\

(QFORVXUH

In an attractive format, this letter does an excellent job of responding to the specific qualifications
listed in the job advertisement.
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Writer: Christine Magnus, CPRW; Bronx, NY

+RQH6WUHHW
%URQ[1<

6+$521$52%,1621




VKDURQURE#KRWPDLOFRP

7HOHSKRQH)D[
  





$SULO



0LFKDHO7KRPDV
+XPDQ5HVRXUFH'LUHFWRU
1DWLRQDO,QVXUDQFH&RPSDQ\
0DGLVRQ$YHQXH
1HZ<RUN1<

'HDU0U7KRPDV


$VDORQJVWDQGLQJPHPEHURIWKHWK'LVWULFW&RPPXQLW\&RPPLWWHH,KDYHKDGWKHGLVWLQFW
SOHDVXUHRIFRPPXQLFDWLQJZLWK\RXLQWKHFRXUVHRIFRQGXFWLQJEXVLQHVVZLWK&DEOH&RPSDQ\

,DPZULWLQJWR\RXEHFDXVHDIWHUPDQ\\HDUVVHUYLQJWKHFRPPXQLW\,KDYHGHFLGHGWRXVHVRPH
RIP\FDSDELOLWLHVLQDFRUSRUDWHVHWWLQJ)ROORZLQJLVDQRYHUYLHZRIP\VNLOOVDQGEDFNJURXQG

 $GPLQLVWUDWLRQ0RUHWKDQ\HDUVRIH[SHULHQFHDV&(2RIWKH&RPPXQLW\$IIDLUV
2UJDQL]DWLRQ²UHGXFHGRSHUDWLRQDOFRVWVUDLVHGIXQGVDQGDGPLQLVWHUHGGDLO\DFWLYLWLHV
 6DOHVDQG0DUNHWLQJ6XFFHVVIXOO\SURFXUHGGRQDWLRQVIRUVFKRODUVKLSVVROGDGYHUWLVLQJ
VSDFHJHQHUDWHGWLFNHWVDOHVIRUQXPHURXVHYHQWV'HYHORSHGPLQLVWU\¶VPDLOLQJOLVWIURPQLO
WRYLUWXDOO\QDPHV
 6WDII7UDLQLQJDQG6XSHUYLVLRQ6XSHUYLVHGFRUSRUDWHDQGYROXQWHHUVWDII
 3URJUDP'HYHORSPHQW&UDIWHGZHOOUHFHLYHGHYHQWVZRUNVKRSVDQGILQDQFLDOVRFLDODQG
UHFUHDWLRQDOSURJUDPV



,KDYHZDWFKHG&DEOH&RPSDQ\EHFRPHDOHDGHULQWKHWHOHFRPPXQLFDWLRQVLQGXVWU\DQGZRXOG
EHKRQRUHGWRFRQWULEXWHWRLWVJURZWKDQGVXFFHVV,DPFRQILGHQWP\VNLOOVDQGEDFNJURXQGFDQKHOS
DFKLHYHWKLV,JHQXLQHO\DSSUHFLDWH\RXUWLPHDQGKHOSDQGORRNIRUZDUGWRKHDULQJIURP\RX

6LQFHUHO\



6KDURQ$5RELQVRQ

To make a connection with the person to whom she’s writing, this job seeker uses a “self-referral”
technique—she mentions a prior association and then relates that experience to the job she is seeking. Her qualifications, well highlighted in bold, lead off a concise list of bullet points.
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A Magic Example
Writer: Jean West, CPRW, JCTC; Indian Rocks Beach, FL
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$QQD6PLWK

3RPHUR\5RDG
1RUWK5HDGLQJ0$
x)D[x(PDLODVPLWK#HPDLOFRP







-XO\


&RQYHUVHQW&RPPXQLFDWLRQV
$WWQ+XPDQ5HVRXUFHV
0DSOH6WUHHW
6WRQHKDP0$



5H6DOHV&DUHHUVZLWK&RQYHUVHQW&RPPXQLFDWLRQV


:RXOGDSHUVRQZLWK\HDUVRIVDOHVPDUNHWLQJWUDLQLQJDQGPDQDJHPHQWH[SHULHQFH
IRUWKUHH)RUWXQHFRPSDQLHVLQWHUHVW\RX":KDWLIWKDWSHUVRQFRXOGFRXSOHKHU
H[SHULHQFHZLWKWKHDELOLW\WREXLOGSURGXFWLYHEXVLQHVVUHODWLRQVKLSVDQGHIIHFWLYHO\
LQWHUIDFHZLWKDOOOHYHOVRIPDQDJHPHQWVWDIIDQGFXVWRPHUV",IWKLVGHVFULEHVWKH
SURIHVVLRQDO\RXZDQWWRUHSUHVHQW\RXUFRPSDQ\SOHDVHJLYHPH\RXUYDOXHG
FRQVLGHUDWLRQ


,DPDFRQVLVWHQW´KDQGVRQµPDQDJHUZKRFRQWULEXWHVWRDQGVXSSRUWVFRUSRUDWH
PHUFKDQGLVLQJSURJUDPV,KDYHEXLOWVWURQJHIIHFWLYHDQGOR\DOWHDPVZKRWDNHSULGHLQ
EHLQJWKHEHVWLQWKHFRPSDQ\$VHQVHRIXUJHQF\FKDUDFWHUL]HVP\PDQDJHPHQWVW\OH,
WDNHJUHDWSULGHLQJHWWLQJWKLQJVGRQHULJKWWKHILUVWWLPHDURXQG


0\UpVXPpSURYLGHVPRUHGHWDLOVEXWVRPHKLJKOLJKWVRIP\H[SHULHQFHLQFOXGHWKH
IROORZLQJ




x
x
x



/DXQFKLQJQHZSURGXFWVDQGSURJUDPVWRLQFUHDVHPDUNHWVKDUHFRQVLVWHQWO\
H[FHHGLQJVDOHVTXRWDV
6WDUWXSRSHUDWLRQVDQGPDQDJHPHQWRIUHWDLOVDOHVDQGVHUYLFHFHQWHUV
6WURQJPDQDJHPHQWWHDPEXLOGLQJPRWLYDWLRQDQGWUDLQLQJH[SHULHQFH

0\REMHFWLYHLVWRREWDLQDSRVLWLRQZKHUH,FDQDSSO\P\WDOHQWVHQHUJ\DQGSUREOHP
VROYLQJH[SHUWLVHWRSRVLWLYHO\LPSDFWDFRPSDQ\·VJURZWK,DPZLOOLQJWRWUDYHODQGDP
IOXHQWLQ6SDQLVK


,IHHOFRQILGHQWWKDWP\\HDUVRIH[SHULHQFHLQWKHWHOHFRPPXQLFDWLRQVILHOGZLOOEHDQ
LPSRUWDQWDVVHWIRU\RXUFRPSDQ\,ORRNIRUZDUGWRWDONLQJZLWK\RXVRRQ


6LQFHUHO\



$QQD6PLWK


(QFORVXUH5pVXPp

This cold-call letter leads off with some thought-provoking questions. Then it summarizes qualifications in both paragraph and bullet formats.
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Writer: Bernice Antifonario; Tewksbury, MA

'$1,(/-67(:$57




5RFN/HGJH'ULYH
1DVKXD1+


0D\


0U*OHQQ5REHUWV
%ODFNVWRQH&RUSRUDWLRQ
&HQWHU6WUHHW
0DOGHQ0$

'HDU0U5REHUWV

$VDQH[SHULHQFHGSURGXFWLRQVXSHUYLVRUZLWKDUHFRUGRIVXFFHVVLQSURFHVVLPSURYHPHQW,
DPLQWHUHVWHGLQWKH3URGXFWLRQ6XSHUYLVRUSRVLWLRQ\RXDGYHUWLVHGUHFHQWO\$UHYLHZRI\RXU
UHTXLUHPHQWVVXJJHVWVDJRRGILWZLWKP\H[SHULHQFHDQGVNLOOV

<RXUUHTXLUHPHQWV
0\H[SHULHQFH

,PSURYHTXDOLW\FDSDFLW\

,QDQ,62)'$&*03HQYLURQPHQWZLWKFULWLFDOTXDOLW\
VWDQGDUGVZRUNZLWK5 'DQG(QJLQHHULQJWRPDLQWDLQ
VWDQGDUGVDQGVFKHGXOHV
5HFRPPHQGHGLPSURYHGPDQXIDFWXULQJVWDQGDUGVWKDW
UHVXOWHGLQ.LQDQQXDOVDYLQJV
5HGXFHGIORRUVSDFHE\DQGHOLPLQDWHGVHFRQGVKLIW
ZLWKRXWLPSDFWLQJRXWSXWYROXPH

/HDGHUVKLS

.H\SOD\HULQLPSOHPHQWLQJFRQWLQXRXVLPSURYHPHQW
SURFHVVHVDQGWUDLQLQJDQGPRWLYDWLQJWHDPPHPEHUV

6DIHW\VWDQGDUGVSHUVRQQHO

0DLQWDLQ26+$VWDQGDUGVIRUDOODVSHFWVRIRSHUDWLRQ+LUH
WUDLQUHYLHZHYDOXDWHDQGVXSHUYLVHVWDII

$QDO\WLFDORUJDQL]DWLRQDOVNLOO

&RQWLQXDOO\DQDO\]HPXOWLSOHSURGXFWLRQUHODWHGIDFWRUVWR
HQVXUHHIILFLHQF\DQGSURGXFWLYLW\

3HUVRQDODELOLWLHV,RIIHULQFOXGHVWURQJLQWHUSHUVRQDODQGFRPPXQLFDWLRQVNLOOVDIOH[LEOH
DWWLWXGHDQGDWWHQWLRQWRGHWDLO,DPDKLJKO\PRWLYDWHGKLJKHQHUJ\LQGLYLGXDOZLWKWKH
OHDGHUVKLSDELOLW\WRPRWLYDWHDVWDIIWRDFKLHYHWHDPVXFFHVV

$FRS\RIP\UHVXPHLVHQFORVHGIRU\RXUUHYLHZ,ZRXOGDSSUHFLDWHWKHRSSRUWXQLW\WRGLVFXVV
\RXUQHHGVDQGP\EDFNJURXQGLQSHUVRQ,ZLOOFDOO\RXQH[WZHHNWRVHHZKHQZHFDQDUUDQJH
DPHHWLQJ7KDQN\RXYHU\PXFKIRU\RXUFRQVLGHUDWLRQ

6LQFHUHO\



'DQLHO-6WHZDUW

(QFORVXUH

Making the most of the comparison-list style, this candidate mentions some key accomplishments
relating to the required qualifications. The next paragraph mentions intangible qualities as additional
selling points.
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Writer: Elizabeth Axnix, CPRW, JCTC; Iowa City, IA

0DWWKHZ.LQFDLG
1RUWK.QLVHO6WUHHW
5LYHUVLGH,RZD

PNLQFDLG#HDUWKOLQNQHW


)HEUXDU\


;HQD0DUNHWLQJ&RUS
$WWQ6XVDQ4XLQQ'LUHFWRU
([HFXWLYH3DUN'ULYH
,RZD&LW\,RZD





'HDU0V4XLQQ

,WLVQRWWKHVWURQJHVWRIWKHVSHFLHVWKDWVXUYLYHQRUWKHPRVWLQWHOOLJHQWEXWWKHRQH
PRVWUHVSRQVLYHWRFKDQJH²&KDUOHV'DUZLQ

)DVWIOXLGDQGIOH[LEOH²LVQ¶WWKDWZKDW'DUZLQUHDOO\PHDQW"

0DUNHWLQJFHUWDLQO\FDQEHYLHZHGDVDVXUYLYDORIWKHILWWHVWDQG,

7KULYHRQPDQDJLQJWKHP\ULDGGHWDLOVQHFHVVDU\WRSURSHOWKHRUGLQDU\WRH[FHOOHQFH

5HOLVKWKHRSSRUWXQLW\DQGUHVSRQVLELOLW\WRPRWLYDWHDQGFRDFKP\VWDIIWRDFKLHYH
WKHLUSRWHQWLDODQG

(PEUDFHWKHFKDOOHQJHVNH\WRGHPRQVWUDWLQJSULGHRIPDVWHU\LQPDUNHWLQJTXDOLW\
SURGXFWVWRGRPLQDQFH

0\VDODU\UHTXLUHPHQWVDUHUHDOLVWLFDQGJLYHQWKHVWUHQJWKVDQGDWWULEXWHV,SRVVHVV
PDNHPHDQH[FHOOHQWYDOXHIRU\RXUFRPSDQ\¶VFRPSHQVDWLRQGROODU,DOVRUHDOL]H
IOH[LELOLW\LVHVVHQWLDODQGDPWKHUHIRUHRSHQWRGLVFXVVLQJ\RXUFRPSDQ\¶VVDODU\UDQJH
IRUDSURIHVVLRQDOZLWKP\EDFNJURXQGDQGEXVLQHVVDFXPHQ

:RXOG\RXURUJDQL]DWLRQEHQHILWIURPWKHVHDWWULEXWHV"3OHDVHFDOOPHDW\RXUHDUOLHVW
FRQYHQLHQFHWRGLVFXVVP\IRFXVRQEULQJLQJDIUHVKSHUVSHFWLYHWRWKHPDUNHWLQJDUHQD

9HU\WUXO\\RXUV





0DWWKHZ.LQFDLG

(QFORVXUH

With short, punchy sentences and paragraphs, an interesting quote, and bold type highlighting key
attributes, this letter would be as effective as an online cover letter as it is in a traditional paper
document.
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Writer: Laurie Smith, CPRW, JCTC; Gastonia, NC

3DWULFLD%DWHV




&/($5%522.&2857
)$//6&+85&+9$
 
%$7(6#($57+/,1.1(7








-XQH

0U-DPHV5\DQ
&RRSHU $VVRFLDWHV
3HDFKWUHH/DQH
$WODQWD*$

'HDU0U5\DQ

,V\RXURUJDQL]DWLRQORRNLQJIRUDFXVWRPHUVHUYLFHPDQDJHUZKRLV

X $QHIIHFWLYHFRPPXQLFDWRUDEOHWRWDONWRDQGZULWHHIIHFWLYHO\IRUDXGLHQFHVDWDOOOHYHOV
X 'HWHUPLQHGDQGSHUVLVWHQWGRHVQRWEDFNRIIZKHQWKHVLWXDWLRQJHWVWRXJK
X $WHDPSOD\HUQRWHDVLO\UDWWOHGFRQILGHQWZLWKRXWVHOILPSRUWDQFH
X (YHUYLJLODQWIRUZDVWHGWLPHHIIRUWUHVRXUFHVRUPRQH\DQG
X $EOHWRGHYHORSLPSOHPHQWSURFHVVHVDQGSURFHGXUHVWRNHHS\RXUFRPSDQ\SURILWDEOH"

,IVR,EHOLHYHP\TXDOLILFDWLRQVZLOOLQWHUHVW\RX7KURXJKRXWP\\HDUVLQWKHGLUHFWPDLO
RUGHUWHOHPDUNHWLQJEXVLQHVV,KDYHFRQVLVWHQWO\FUHDWHGHQYLURQPHQWVSURFHVVHVDQGSURFHGXUHVWKDW
VSXUUHGP\WHDPVWRLQFUHDVHGSURGXFWLYLW\VDOHVDQGFDPDUDGHULH6HUYLQJLQGLYHUVHUROHVVSDQQLQJ
&UHGLW'LVWULEXWLRQ&XVWRPHU6HUYLFH7HOHPDUNHWLQJDQG2SHUDWLRQV,SOD\HGDQLPSRUWDQWSDUWLQWKH
JURZWKRIDIDPLO\RIFRPSDQLHVRYHU\HDUVIURPPLOOLRQWRPLOOLRQLQUHYHQXHV

,ORRNIRUZDUGWRWKHRSSRUWXQLW\WRGLVFXVVKRZ,PLJKWFRQWULEXWHWR\RXUFRPSDQ\¶VJURZWKDQG
LQFUHDVHGSURILWDELOLW\WKURXJKH[FHOOHQFHLQFXVWRPHUVHUYLFH<RXPD\UHDFKPHGXULQJEXVLQHVVKRXUV
DW  RUHYHQLQJVDW  7KDQN\RXIRU\RXUFRQVLGHUDWLRQ

6LQFHUHO\



3DWULFLD%DWHV

Starting off with a bulleted list of key attributes, this letter captures immediate attention. Then it goes
on to summarize experience and accomplishments.
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Writer: Cynthia Kraft, CCMC, CCM, CPRW, JCTC; Valrico, FL

6$//<68(60,7+


VDOO\VPLWK#DROFRP










0U5REHUW-RQHV
.OLQH3KDUPDFHXWLFDOV
/RLV$YHQXH
7DPSD)/

'HDU0U-RQHV

6WRQH+LOO:D\%UDQGRQ)/







)HEUXDU\



$VXFFHVVIXOFRQVXOWDWLYHVDOHVSHUVRQKDVWKHDELOLW\WRGHYHORSDQGQXUWXUH
ORQJWHUPUHODWLRQVKLSV0\VXFFHVVLQWKLVDUHDLVZHOOGRFXPHQWHG0\FXVWRPHUV
ZLOOWHOO\RX,DPHIILFLHQWDQGRUJDQL]HGDKHOSIXOSHRSOHSHUVRQZLWKVXSHULRU
IROORZWKURXJKDQGH[FHOOHQWDWEXLOGLQJUDSSRUWDQGIRVWHULQJPXWXDOO\EHQHILFLDO
UHODWLRQVKLSV0\VXSHUYLVRUVORRNDWWKHERWWRPOLQHDQGDFNQRZOHGJHP\RYHUDOO
FRQWULEXWLRQVWRWKHFRPSDQ\


$OWKRXJKP\UpVXPpLVSUDFWLFDOLQQDWXUHLWFDQQRWFRQYH\WKHIXOOOHYHORIP\
HDJHUQHVVWRXQGHUWDNHQHZFKDOOHQJHV,ZRXOGOLNHWRFRQWLQXHP\VXFFHVVIXOJURZWK
LQWKHILHOGRISKDUPDFHXWLFDOVDOHV<RXZLOOILQGWKDW,DPDUDSLGOHDUQHUZLWKDJUHDW
GHDORIH[FLWHPHQWDQGHQWKXVLDVPLQDOOP\HQGHDYRUV


,EHOLHYHWKDW,FDQPDNHDSRVLWLYHFRQWULEXWLRQWR.OLQH3KDUPDFHXWLFDOVDQG
ORRNIRUZDUGWRGLVFXVVLQJP\FDSDELOLWLHVLQPRUHGHWDLO,DPDYDLODEOHIRUDSHUVRQDO
LQWHUYLHZDW\RXUHDUOLHVWFRQYHQLHQFHDQGZLOOFDOO\RXQH[WZHHNWRDUUDQJHD
FRQYHQLHQWWLPHZKHQZHPLJKWPHHWWRGLVFXVVLQGHWDLO\RXUREMHFWLYHVDQG
FKDOOHQJHV








9HU\WUXO\\RXUV










6DOO\6XH6PLWK

(QFORVXUH



Instead of discussing specific accomplishments, this job seeker focuses on core attributes and uses
others’ opinions to reinforce her statements about herself. Note the aggressive closing—very suitable
for someone seeking a sales position.
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Writer: Don Orlando, MBA, CPRW, JCTC, CCM, CCMC; Montgomery, AL

: ,//,$0 & 5266   & 2/21(/   86$) 

.LQFKORH'ULYH
%XUOHVRQ$LU)RUFH%DVH:LVFRQVLQ
>@ 2IILFH ³>@ +RPH 
FURVV#DROFRP


)HEUXDU\

*HQHUDO0DUVKDOO0RUJDQ86$) UHW 
&KDQFHOORU
*DOODWLQ0LOLWDU\,QVWLWXWH
*DOODWLQ5RDG
*DOODWLQ7HQQHVVHH

'HDU*HQHUDO0RUJDQ

:KHQ\RXORRNDW\RXURUJDQL]DWLRQDOFKDUWZKHUHGR\RXILQGWKHSHUVRQUHVSRQVLEOHIRU
PHHWLQJWKHH[SHFWDWLRQVRI\RXUFDGHWVDQGWKHLUIDPLOLHV\RXULQVWUXFWRUVDQG\RXUVWDIIDQG
DGPLVVLRQVRIILFHUVDWOHDGLQJFROOHJHV"2IFRXUVHHYHU\RQHDW*DOODWLQ0LOLWDU\,QVWLWXWH
FRQWULEXWHVWRWKDWYLWDOPLVVLRQ+RZHYHU,ZRXOGOLNHWRVHUYHDV\RXU´H[SHFWDWLRQV
PXOWLSOLHUµ<RXFDOOWKDWSRVLWLRQ&RPPDQGDQWRI&DGHWV7KHGLIIHUHQFHLVPRUHWKDQVHPDQWLF

)RUPRVWRIP\PLOLWDU\FDUHHU,KDYHEHHQIRUWXQDWHWRSXUVXHP\UHDOYRFDWLRQPROGLQJ
JURXSVRIVWUDQJHUVLQWRFDSDEOHFRQILGHQWHGXFDWHG\RXQJSHRSOH,ORYHWKDWSURFHVVEHFDXVH
LWFDQEHGRQHRQO\E\UHDFKLQJRXWWRLQGLYLGXDOV(YHQWRGD\LQP\VHQLRUSRVLWLRQWKRVH
SHRSOHLQFOXGHIDFXOW\VWDIIVWXGHQWVDQGHYHQ³VRPHWLPHV³SDUHQWV

7RGD\LW·VIDVKLRQDEOHWRVSHDNRIQHDUO\HYHU\RQHDVD´PHQWRUµ$QGLW·VSROLWLFDOO\LQFRUUHFWWR
WDONDERXW´WRXJKµDFDGHPLFSURJUDPV%XW,KDYHQHYHUEHOLHYHGWKHWZRZHUHDQ\WKLQJEXW
FRPSOHPHQWDU\,QVWUXFWRUVDWPLOLWDU\VFKRROVDUHWKHEHVWPHQWRUVEHFDXVHWKH\KROGVWXGHQWV
WRGHPDQGLQJVWDQGDUGV³DQGWKHQSURYLGHHYHU\PHDQVWRUHDFKWKHP,WLVKXJHO\UHZDUGLQJ
WRVHH´XQSROLVKHGµFDGHWVGHPRQVWUDWHWRWKHPVHOYHVDQGHYHU\RQHHOVHWKDWWKH\FDQJXLGH
WKHLUHGXFDWLRQDQGWKHUHIRUHWKHLUOLYHV

,I,FRXOGFRQWLQXHPROGLQJ\RXQJPLQGVDQGERGLHVLQWRQHZOHDGHUV,ZRXOGQHYHUOHDYH
WKH$LU)RUFH+RZHYHUDOWKRXJKWKH\KDYHFRQVLVWHQWO\SURPRWHGPHRYHUVRPHWRXJK
FRPSHWLWRUVWKH$LU)RUFHPXVWVRRQVHQGPHWRSRVLWLRQVWRRIDUUHPRYHGIURPP\OLIH·VZRUN
7KDWLVZK\,DPVHHNLQJHDJHUO\WRFRQWULEXWHWRDSULYDWHPLOLWDU\VFKRRO([SHULHQFHWHOOVPH
WKDWDJRRGILUVWVWHSPLJKWEHWRH[SORUH*DOODWLQ0LOLWDU\,QVWLWXWH·VVSHFLILFQHHGV0D\,FDOOLQ
DIHZGD\VWRDUUDQJHDWLPHWRGRWKDW"

6LQFHUHO\


:LOOLDP&URVV&RORQHO86$)

(QFORVXUH5pVXPp

Transitioning from military to civilian life presents unique challenges. This letter expertly relates the
candidate’s Air Force experience to the needs of the organization and the position for which he is
applying.
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Writer: Myriam-Rose Kohn, CPRW, IJCTC, CEIP, CCMC; Valencia, CA

$XJXVW5RDG
1HZ<RUN1<








-(5(0<1%5261$1

3KRQH  
3UHYHQW#DROFRP

3URILFLHQW/RVV3UHYHQWLRQ([SHUW
&RPPLWWHGWR+HOSLQJ<RX

$FKLHYHD+HDOWKLHU%RWWRP/LQH



'HDU(PSOR\PHQW0DQDJHU

(DFK\HDUUHWDLOHUVORVHDQHVWLPDWHGELOOLRQLQPHUFKDQGLVHWRVKULQNDJHSULPDULO\
WKURXJKWKHIWDQGHPSOR\HHHUURU7KLVPHDQVWRSHUFHQWRIWRWDOVDOHVDUHORVWDQGIRU
ODUJHUFRPSDQLHVWKLVORVVWRWDOVLQWKHPLOOLRQV6RPHFRPSDQLHVILQGWKHPVHOYHVLQWKLV
SUHGLFDPHQWEHFDXVHRIDQLQHIIHFWLYHORVVSUHYHQWLRQSURJUDPRUODFNRIRQH

+HUH¶VKRZ,FDQKHOS«

 'UDZRQSUDFWLFDOH[SHULHQFHWRLGHQWLI\DQGVROYHORVVUHODWHGSUREOHPV
 'HYHORSDQGLPSOHPHQWVRXQGVWUDWHJLHVWRDUULYHDWHIIHFWLYHVROXWLRQV
 8VHHIIHFWLYHPDQDJHPHQWWHFKQLTXHVWRWUDLQORVVSUHYHQWLRQVWDII
 &ROODERUDWHZLWKWHDPPHPEHUVWRDGGUHVVFXUUHQWSUREOHPVDQGDQWLFLSDWHIXWXUH
FKDOOHQJHV

0\EDFNJURXQGLQFOXGHVIRXU\HDUVLQORVVSUHYHQWLRQPDQDJHPHQWDQGDFDUHHULQODZ
HQIRUFHPHQWWKDWVSDQVVL[\HDUV,I\RXIHHO\RXUFRPSDQ\FDQEHQHILWIURPVRPHRQHZLWK my
EDFNJURXQGDQGH[SHUWLVHSOHDVHIHHOIUHHWRFRQWDFWPHWKURXJKWKHWHOHSKRQHQXPEHURU
e-PDLODGGUHVVOLVWHGDERYH

7KDQN\RXIRUWDNLQJWKHWLPHWRUHYLHZP\PDWHULDO,ORRNIRUZDUGWRKHDULQJIURP
\RXVRRQ

6LQFHUHO\



-HUHP\1%URVQDQ

Don’t be fooled by the brevity of this letter! It is hard-hitting and highly effective. The attentiongetting headline and strong first paragraph appeal to the employer’s most pressing concern
(minimizing financial losses). The bullet points zero in on key qualifications.
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Writer: Cheryl Ann Harland, CPRW; The Woodlands, TX

%HWK/\RQV

:HVW6KDGORZODNH&LUFOHØ7KH:RRGODQGV7H[DVØ  






)HEUXDU\



0V/XF\)LHOGV
'HDQRI$GPLVVLRQV
0RQWJRPHU\&ROOHJH
8QLYHUVLW\5RDG
&RQURH7H[DV

'HDU0V)LHOGV

:LWK\HDUVRIDGPLQLVWUDWLYHPDQDJHPHQWH[SHULHQFHDWWKHFROOHJLDWHDQG
XQLYHUVLW\OHYHO,EULQJWR\RXUIDFLOLW\DZHDOWKRINQRZOHGJHDQGH[SHULHQFHLQ
VWXGHQWDGPLVVLRQVILQDQFLDODLGDGPLQLVWUDWLRQDOXPQLUHODWLRQVIXQGUDLVLQJ
ERRNVWRUHRSHUDWLRQVDQGGHSDUWPHQWDOOHDGHUVKLS2YHUWKH\HDUV,KDYH
FRQVLVWHQWO\GHOLYHUHGVWURQJRSHUDWLQJSURGXFWLYLW\FRVWDQGTXDOLW\JDLQVWKURXJK
ZRUNIRUFHUHHQJLQHHULQJVWUHDPOLQLQJRSHUDWLRQVDQGTXDOLW\SHUIRUPDQFH
LPSURYHPHQWLQLWLDWLYHV

&XUUHQWO\,DPHPSOR\HGE\)ROOHWW+LJKHU(GXFDWLRQ*URXSDV'LVWULFW0DQDJHUIRU
7H[WERRNRSHUDWLRQV,QOHVVWKDQRQH\HDU,KDYHVLJQLILFDQWO\LPSURYHGWKHTXDOLW\
DQGRYHUDOOSHUIRUPDQFHRIHDFKRILWVVL[RSHUDWLQJIDFLOLWLHV

$OWKRXJKSURXGRIP\DFKLHYHPHQWV,ZLVKWRUHWXUQWRDQDGPLQLVWUDWLYHPDQDJHPHQW
UROHZLWKLQDFROOHJHRUXQLYHUVLW\HQYLURQPHQWZKHUH,FDQSURYLGHKDQGVRQ
OHDGHUVKLS7KDQN\RXIRUUHYLHZLQJP\TXDOLILFDWLRQV,ORRNIRUZDUGWRDSHUVRQDO
LQWHUYLHZDW\RXUHDUOLHVWFRQYHQLHQFH

6LQFHUHO\



%HWK/\RQV

(QFORVXUH

Communicating strong results in administrative/operations positions both in academia and in the
private sector, this letter also provides a rationale for the candidate’s job search.
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Writer: Beverly Harvey, CPRW, JCTC, CCM, CCMC; Pierson, FL

-$60,1(/)25(67(5
(PDLOMDVOIRUHVWHU#JDWHQHW
)D[  

+RPH  
&HOOXODU  

5DPEOLQJ5RVH&RXUW
%RFD5DWRQ)/





2FWREHU



)UHGHULFN/RQJLQL
0LDPL,QGXVWULHV,QF
$%D\VLGH$YHQXH
0LDPL)/


'HDU0U/RQJLQL



'U $OEHUW 7KDOKHLPHU UHFRPPHQGHG WKDW , IRUZDUG P\ UHVXPH WR \RX LQ WKH LQWHUHVW RI D
VDOHVPDQDJHPHQWSRVLWLRQZLWK\RXUFRPSDQ\



%XLOGLQJ PDUNHW VKDUH DQG GULYLQJ UHYHQXHV LV P\ PDLQ DUHD RI H[SHUWLVH :KHWKHU
FKDOOHQJHG WR EXLOG SUHVHQFH LQ QHZ PDUNHWV OHDG VDOHV RUJDQL]DWLRQV LQ KLJKO\ FRPSHWLWLYH
PDUNHWV RU FUHDWH VWUDWHJLF PDUNHWLQJ SURJUDPV WR GHOLYHU UDSLG JURZWK , KDYH FRQVLVWHQWO\
GHOLYHUHGVWURQJLQQRYDWLYHUHVXOWV0RVWQRWDEO\P\FRQWULEXWLRQVLQFOXGHWKHIROORZLQJ


x $V 3KDUPDFHXWLFDO 6DOHV 5HSUHVHQWDWLYH IRU 3KDUPDFLD  8SMRKQ , EHFDPH WKH WRS VDOHV
SHUIRUPHU ZLWKLQ  PRQWKV DQG ZDV SURPRWHG WR 'LVWULFW 0DQDJHU UHVSRQVLEOH IRU HLJKW
UHSUHVHQWDWLYHVWKURXJKRXW6RXWKHDVW)ORULGD

x $V'LVWULFW0DQDJHUIRU0HUFN &RPSDQ\,LGHQWLILHGPDUNHWQHHGVDQGZRQVXSSRUWIRU

LQFUHDVHG DOORFDWLRQV RI UHVRXUFHV DQG IXQGLQJ IURP LQWHUQDO SURGXFW PDUNHWLQJ WHDPV WR
LPSURYHPDUNHWVKDUHLQWKH6RXWK)ORULGDDUHD

x $V WKH WRSSURGXFLQJ VDOHV UHSUHVHQWDWLYH IRU 3IL]HU , JUHZ WKH GLDEHWHV SURGXFW OLQH IURP
WRRITXRWDDQGLQFUHDVHGWKUHHFDUGLRYDVFXODUOLQHV

x $V6DOHV5HSUHVHQWDWLYHIRUWKH2UODQGR6HQWLQHO,LPSURYHGUHYHQXHVDQGZDVSURPRWHGWR
&RQWUDFW6DOHV0DQDJHUZLWKLQWZRPRQWKVPDQDJLQJLWVODUJHVWQDWLRQDODFFRXQW




7KHVH DFKLHYHPHQWV UHIOHFW WKH FRUH RI P\ FDUHHU³FUHDWH VWUDWHJLF PDUNHW SODQV EXLOG QHZ
PDUNHWVQHJRWLDWHSDUWQHUVKLSVDQGVWUDWHJLFDOOLDQFHVDQGGULYHORQJWHUPUHYHQXHDQGSURILWJURZWK
-XVWDVQRWDEOHDUHP\VWUHQJWKVLQRUJDQL]DWLRQDOGHYHORSPHQWWHDPEXLOGLQJDQGOHDGHUVKLS



$OWKRXJKVHFXUHLQP\FXUUHQWSRVLWLRQ,DPLQWHUHVWHGLQDPRUHFKDOOHQJLQJRSSRUWXQLW\,
ZRXOGZHOFRPHWKHRSSRUWXQLW\WRGLVFXVVWKHFRQWULEXWLRQV,FDQPDNHWR\RXURUJDQL]DWLRQ





7KDQN\RXIRU\RXUFRQVLGHUDWLRQ








(QFORVXUH

6LQFHUHO\

-DVPLQH/)RUHVWHU

Note how this letter follows the “first rule of referral letter writing”—the name of the referring party
is mentioned in the very first sentence. Additionally, the candidate reinforces the referral with strong
results that are relevant to the sales position she’s seeking.
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Writer: Meg Montford, PCCC, CMF, CCM, CPRW; Kansas City, MO

(OOHQ(3DOPHU


(WK7HUUDFH$SDUWPHQW.DQVDV&LW\02  





0DUFK


0U8=HNH
3ULQFLSDO
$OWHUQDWLYH(GXFDWLRQ&HQWHU
+DUULVRQ
.DQVDV&LW\02

'HDU0U=HNH

$OWKRXJKVXFFHVVIXOLQP\FXUUHQWSRVLWLRQDW)UDQNOLQ+LJK6FKRROWKHRSSRUWXQLW\WR
FRQWULEXWHWRWKHHGXFDWLRQRIVWXGHQWVDWDQDOWHUQDWLYHVFKRROH[FLWHVPH0\UHZDUGVRI
WHDFKLQJRFFXUZKHQWKHOLJKWFRPHVRQLQDVWXGHQW·VH\HVDVKHJUDVSVWKHPDWKFRQFHSWV,DP
SUHVHQWLQJ%HFDXVHVPDOOJURXSVDQGLQGLYLGXDOWXWRULQJVLWXDWLRQVSURYLGHPHWKHPRVW
HIIHFWLYHWHDFKLQJDUHQDVWKHPDWKHPDWLFVLQVWUXFWRUSRVLWLRQDW\RXULQVWLWXWLRQZRXOGRIIHUWKH
SHUIHFWPHGLXPIRUP\WHDFKLQJWDOHQWV

7UDYHOLQJDQGOLYLQJLQRWKHUSDUWVRIWKHZRUOGKDYHEHHQP\JRRGIRUWXQHDOORZLQJPH
WRVWXG\DQGLQWHUDFWZLWKRWKHUFXOWXUHV7KHVHOLIHH[SHULHQFHV,ZRXOGOLNHWRVKDUHZLWK
\RXUVWXGHQWV$UWKLVWRU\KDVDOZD\VEHHQDSDVVLRQRIPLQH,KDYHWRXUHGWKH1DWLRQDO
$UFKHRORJLFDO0XVHXPLQ$WKHQV*UHHFHDVZHOODVWKH5LMNVPXVHXPDQG9DQ*RJK0XVHXP
LQ$PVWHUGDP7KH1HWKHUODQGV$GGLWLRQDOO\,KDYHWUDYHOHGWKURXJKRXWWKH8QLWHG6WDWHV
YLVLWLQJPXVHXPVIURPFRDVWWRFRDVW:LWKP\OLIHH[SHULHQFHVSOXVWKHNQRZOHGJHGHULYHG
IURPHOHFWLYHFRXUVHZRUNLQFROOHJH,FDQGHYHORSIRU\RXUVWXGHQWVDFXOWXUDOFRXUVHRIVWXG\
,QFOXGHGLQWKHFRXUVHZRXOGEHDUWKLVWRU\DQGWULSVWR.DQVDV&LW\²DUHDPXVHXPVSOXVDFFHVV
WRRWKHUDUWUHODWHGUHVRXUFHVZLWKLQRXUFRPPXQLW\7KLVFRXOGVDWLVI\WKHFXOWXUHFUHGLWWKH
DOWHUQDWLYHVWXGHQWVQHHGIRUJUDGXDWLRQ

:LOO\RXEHDYDLODEOHQH[W0RQGD\IRUPHWRFDOOWRGLVFXVVP\TXDOLILFDWLRQVIXUWKHU",I\RXZLVK
WRFRQWDFWPHVRRQHUSOHDVHFDOOPHDWKRPHDQ\HYHQLQJDW

7KDQN\RXIRU\RXUFRQVLGHUDWLRQ

6LQFHUHO\



(OOHQ(3DOPHU

Some professions are more “quantifiable” than others; for some, less-tangible qualities are extremely
important. Teaching is a good example. In this letter, the job seeker communicates what she would
bring to the position—not in terms of results, but in terms of life experiences and teaching philosophy.

233

Chapter 10 Winning Cover Letters for Mid-Career Professionals

58

Writer: Kristie Cook, CPRW, JCTC; Olathe, KS
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<RXUVHDUFKIRUDWRSIOLJKWGLUHFWRULVRYHULI\RXVHHNVRPHRQHZKRFDQLJQLWHVDOHVLQFUHDVH
26,&6,REMHFWLYHVDQGFRPPLWWR\RXUGHDOHUVKLS·VVXFFHVV,SUHVHQWWR\RXP\UHVXPHIRU
\RXUFRQVLGHUDWLRQIRUDSRVLWLRQRQ\RXUPDQDJHPHQWWHDP

,EULQJWR\RXDQG\RXUWHDP



0RUHWKDQ\HDUVRIDZDUGZLQQLQJH[SHULHQFHLQDXWRPRWLYHPDQDJHPHQW



'\QDPLFFDUHHURIFRQVLVWHQWO\LQFUHDVLQJVDOHVDQGLPSURYLQJFXVWRPHUVHUYLFHDQG
TXDOLW\



(QHUJ\HQWKXVLDVPSHUVHYHUDQFHDQGPRWLYDWLRQ



3URYHQUHFRUGLQVDOHVOHDGHUVKLSDQGPDQDJHPHQWWKDWVKLQHVZLWKVXSHULRU
DFKLHYHPHQWV


0\NH\VWUHQJWKLVLQLWLDWLQJDQGLPSOHPHQWLQJFKDQJHVWRWXUQGHSDUWPHQWVDURXQGLQWRSURILW
PDFKLQHV7KLVSURFHVVVWDUWVZLWKEXLOGLQJUDSSRUWZLWKP\HPSOR\HHVDQGFROOHDJXHVDWWKH
RQVHWPRWLYDWLQJRWKHUVWRH[FHHGH[SHFWDWLRQVDQGGHOLYHULQJWKHH[WUDHIIRUWQHFHVVDU\WR
DFKLHYHWKHJRDOVRIWKHGHSDUWPHQWDQGGHDOHUVKLS,KDYHEHHQFRPPHQGHGPDQ\WLPHVIRU
RXWVWDQGLQJSHUIRUPDQFHDVERWKDWHDPSOD\HUDQGLQGLYLGXDOFRQWULEXWRU7KHDZDUGV
PHQWLRQHGRQP\UHVXPHSURYLGHHYLGHQFHRIP\GHGLFDWLRQWRVXFFHHG

,DPFRQILGHQWWKDW,FDQPDNHVLPLODUFRQWULEXWLRQVWR\RXUGHDOHUVKLS0\JRDOLVWRKHOS\RX
PHHW\RXURYHUDOOREMHFWLYHVLQDQ\ZD\,FDQ,DPGHWHUPLQHGPRWLYDWHGDQGH[FLWHGWR
PDNHDGLIIHUHQFHDW\RXUVWRUH

,DPZLOOLQJWRUHORFDWHIRUWKHULJKWRSSRUWXQLW\³RQHWKDWSURYLGHVDFKDOOHQJHDZD\IRUPH
WRPDNHDQRQJRLQJSRVLWLYHLPSDFWDQGWKHSRWHQWLDOWRJURZZLWKWKHGHDOHUVKLS,ZRXOG
DSSUHFLDWHWKHFKDQFHWRWDONZLWK\RXWRIXUWKHUGLVFXVV\RXUQHHGVDQGJRDOV3OHDVHFDOOPH
DW  WRVFKHGXOHDPHHWLQJDW\RXUFRQYHQLHQFH

,ORRNIRUZDUGWRPHHWLQJZLWK\RXLQWKHQHDUIXWXUH7KDQN\RXIRU\RXUWLPHDQG
FRQVLGHUDWLRQ


5HVSHFWIXOO\



6KDQH-%DNHU

The headline is used very effectively in this cold-call letter written for a specific niche industry.
Numerous relevant accomplishments in the body of the letter support the “brag” in the headline.
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Writer: Mark Berkowitz, MS, NCC, NCCC, CPRW, IJCTC, CEIP; Yorktown Heights, NY

1LFROH6DYDULQR
32%R[



.DWRQDK1<


 

7RWHDFKLVWR
WRXFKDOLIHIRUHYHU




-XQH


0V+HOHQH.DQH3ULQFLSDO
)XUQDFH:RRGV(OHPHQWDU\6FKRRO
6FKRROKRXVH5RDG
&KDSSDTXD1<

'HDU0V.DQH

,DPFRQWDFWLQJ\RXDWWKHVXJJHVWLRQRI7RQ\6DYDVWDQRDJXLGDQFHFRXQVHORUDW%OXH0RXQWDLQ
0LGGOH6FKRROZKRIHOWWKDWP\EDFNJURXQGDQGH[SHULHQFHZRXOGEHDQH[FHOOHQWPDWFKIRUWKH
.LQGHUJDUWHQYDFDQF\DW\RXUVFKRRO,DPZHOODZDUHWKDWLQWRGD\·VMREPDUNHW\RXZLOOILQG
WHDFKHUVZLWKPRUH\HDUVRIH[SHULHQFHWKDQ,KDYHKDGDOWKRXJK\RXZRQ·WILQGDQ\RQH
ZLOOLQJWRZRUNKDUGHU0\UHFRUGLVRQHRIVROLGDFFRPSOLVKPHQWVLQP\WHDFKLQJDVVLJQPHQWV

5HYLHZRIWKHDFFRPSDQ\LQJUHVXPHZLOOVKRZKRZZHOOP\TXDOLILFDWLRQVPDWFKWKRVHRIWKH
SRVLWLRQ$PRQJP\TXDOLILFDWLRQVDUHWKHIROORZLQJ

: (QWKXVLDVWLFKLJKHQHUJ\HGXFDWRUZLWKSURYHQWUDFNUHFRUGLQIRVWHULQJDFDGHPLF

OHDUQLQJDQGHQKDQFLQJVWXGHQWFUHDWLYLW\,EHOLHYHLQPDNLQJOHDUQLQJDVPXFKIXQDV
SRVVLEOH

: 5HFRJQL]HGE\ERWKSDUHQWVDQGDGPLQLVWUDWLRQDOLNHIRUFODVVURRPHIIHFWLYHQHVV
: 3URYHQH[SHUWLVHLQWDNLQJDFDGHPLFVXEMHFWPDWWHUDQG´PDNLQJLWFRPHDOLYHµIRU

VWXGHQWVWKURXJKZHOOSODQQHGKDQGVRQDFWLYLWLHVWKDWIRVWHUGHYHORSPHQWRIFUHDWLYHDQG
FULWLFDOWKLQNLQJVNLOOV

: $FNQRZOHGJHGIRUUDLVLQJWKHEDULQHOHYDWLQJVWXGHQWV·VWDQGDUGVDQGLJQLWLQJWKHLU
FXULRVLW\

: 'HPRQVWUDWHGDELOLW\WRFRQVLVWHQWO\LQGLYLGXDOL]HLQVWUXFWLRQEDVHGRQVWXGHQWV·

LQWHUHVWVDQGQHHGVDWWKHPRVWDSSURSULDWHOHYHO

,DPFRQILGHQWWKDWWKLVEDFNJURXQGSURYLGHVWKHVNLOOV\RXUHTXLUHIRUWKLVSRVLWLRQDQGWKDW
DQLQWHUYLHZZRXOGGHPRQVWUDWHWKDWP\H[SHUWLVHZRXOGEHDQH[FHOOHQWDGGLWLRQWR)XUQDFH
:RRGV·HGXFDWLRQDOSURJUDP,ORRNIRUZDUGWRWKHRSSRUWXQLW\WRGLVFXVVLQJUHDWHUGHWDLOKRZ
P\H[SHULHQFHZRXOGEHQHILW)XUQDFH:RRGV(OHPHQWDU\6FKRRO,QWKHLQWHULPWKDQN\RXIRU
\RXUFRQVLGHUDWLRQDWWHQWLRQDQGIRUWKFRPLQJUHVSRQVH

9HU\WUXO\\RXUV


1LFROH6DYDULQR

(QFORVXUH5HVXPH

Clever graphic elements are attractive and appropriate for this teacher’s cover letter. Note how the
referring person’s name is “dropped” right away to make sure that this letter is not passed over.
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Writer: Arthur I. Frank, MBA; Oldsmar, FL
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$XJXVW
*ORULD%DNHU
936DOHVDQG0DUNHWLQJ
5HJDO:RUOGZLGH7UDGHUV
&DUPHO%RXOHYDUG
,QGLDQDSROLV,1

'HDU0V%DNHU

$IWHU FRQWULEXWLQJ WR WKH UDSLG JURZWK DQG VXFFHVV RI VHYHUDO IDVWWUDFN RUJDQL]DWLRQV IRU 
\HDUV , DP VHHNLQJ QHZ FKDOOHQJHV ZLWK DQ HQWHUSULVLQJ JURXS LQ QHHG RI VRPHRQH ZLWK
H[FHSWLRQDOSODQQLQJOHDGHUVKLSVDOHVDQGPDUNHWLQJPDQDJHPHQWTXDOLWLHV7DNLQJFRPPDQG
RIDVDOHVIRUFH«WKHQWUDLQLQJPRWLYDWLQJDQGGULYLQJLWWREHFRPHDQLQGXVWU\OHDGHULV
P\JUHDWHVWVWUHQJWK

$V HYLGHQFHG LQ WKH HQFORVHG UHVXPH P\ H[SHULHQFH HQFRPSDVVHV DOO DVSHFWV RI FRUSRUDWH
EXVLQHVV GHYHORSPHQW LQFOXGLQJ VWUDWHJLF SODQQLQJ V\VWHPV LQWHJUDWLRQ LQWHUQDO PDQDJHPHQW
FRQVXOWLQJ UHVRXUFH XWLOL]DWLRQ DQG KXPDQ UHVRXUFH PDQDJHPHQW 0\ DELOLW\ WR DQDO\]H QHHGV
DQGGHYHORSXQLTXHSURJUDPVGHVLJQHGWR\LHOGDSURILWDEOHRXWFRPHKDVSURYHQWREHRQHRIP\
JUHDWHVWDVVHWV

&UHGLWHGZLWKVLJQLILFDQWO\LPSDFWLQJERWWRPOLQHSURILWDELOLW\ZKHUHYHU,KDYHZRUNHG,H[FHODW
VWUHDPOLQLQJ OHVVWKDQHIILFLHQW RU VWDJQDQW VDOHV RSHUDWLRQV 0\ UHFRUG RI DFKLHYHPHQWV LV
H[HPSODU\ DV , KDYH VXFFHVVIXOO\ GLUHFWHG DQG PDQDJHG D ZLGH YDULHW\ RI DVVLJQPHQWV ZKLOH
PHHWLQJRUH[FHHGLQJSURMHFWLRQV3URDFWLYHPDQDJHPHQWHQDEOHGPHWRERRVWUHYHQXHVIURP
PLOOLRQLQDQQXDOVDOHVWRPLOOLRQZLWKLQ\HDUVZKLOHVHUYLQJDVWKHWRSVDOHVDQG
PDUNHWLQJH[HFXWLYHDW&URZQ0DUNHWLQJ*URXS

&KDUDFWHUL]HGE\RWKHUVDVYLVLRQDU\DQGGHFLVLYH,SRVVHVVNHHQLQVWLQFWVDQGLQWHOOLJHQFHDP
UHVXOWVGULYHQDQGKDYHDQDSWLWXGHIRUVROYLQJEXVLQHVVSUREOHPV7KHHVVHQFHRIZKDW,KDYH
GRQH IRU RWKHUV DQG ZKDW , FDQ GR IRU \RX DV ZHOO LV EHVW VXPPHG XS E\ D WKUHDG UXQQLQJ
WKURXJK DOO RI P\ SHUIRUPDQFH HYDOXDWLRQV QDPHO\ WKDW ´5R\·V DWWLWXGH DQG DJJUHVVLYH VW\OH
PRWLYDWHKLVIHOORZZRUNHUV+HKDVWKHGHVLUHDQGGULYHWREHWKHEHVWDWZKDWHYHUKHGRHVµ

:HLJKLQJWKHFRPELQDWLRQRIWKHVHIDFWRUV,DPFHUWDLQ,FDQEHDKLJKLPSDFWSOD\HULQDOPRVW
DQ\DUHDRIVDOHVPDQDJHPHQWPDUNHWLQJDQGDGPLQLVWUDWLRQ

,NQRZWKDWUHVXPHVKHOS\RXVRUWRXWWKHSUREDEOHVIURPWKHSRVVLEOHVKRZHYHU,ZRXOGOLNHWR
PHHW ZLWK \RX DQG GHPRQVWUDWH WKDW DORQJ ZLWK P\ FUHGHQWLDOV , KDYH WKH SHUVRQDOLW\ DQG
KRUVHSRZHU VXLWDEOH IRU \RXU RUJDQL]DWLRQ %H DVVXUHG \RXU LQYHVWPHQW RI WLPH ZLOO EH DPSO\
UHSDLG

6LQFHUHO\



5R\++DPLOWRQ

(QFORVXUH

36«,ZRXOGEHGHOLJKWHGWRVKDUHZLWK\RXDIHZRIWKHWHFKQLTXHV,·YHDSSOLHGWRERRVWVDOHV
DQG LPSURYH FORVLQJ UDWLRV LUUHVSHFWLYH RI HFRQRPLF FRQGLWLRQV LI \RX IHHO \RXU FXUUHQW VHOOLQJ
VWDIIQHHGVDVKRWLQWKHDUP

For sales professionals, measurable results are the most important thing to communicate in both the
resume and cover letter. In this letter, boldfacing and underlining make the results stand out. The
“P.S.” is a highly effective attention-getter; the P.S. is the first and last thing perused by most readers.
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Writers: Jane Roqueplot, CBC and CECC, and Chris Palmer; Sharon, PA

  
PVJ  



0D\


'LVWULFW&KXUFKRI=LRQ
'LVWULFW2IILFH
$WWQ5HYHUHQG+RZDUG67HPSOHWRQ'LVWULFW6XSHULQWHQGHQW
1RUWKHUQ3LNH
=HOLHQRSOH3$

'HDU5HYHUHQG7HPSOHWRQ

7KHSURVSHFWRIZRUNLQJDVWKH'LUHFWRURIWKH'LVWULFW&KXUFKRI=LRQ&DPSZRXOGEHWKH
IXOILOOPHQWRIDPDMRUJRDODQGYLVLRQVLQFHP\UHELUWKLQ&KULVW,DPVXEPLWWLQJP\UpVXPpDV
DVWDWHPHQWRIP\LQWHQVHLQWHUHVWLQDFKLHYLQJWKLVREMHFWLYH

0\SDVWUHODWLRQVKLSZLWKWKHFDPSKDVEHHQSRVLWLYHDQGUHZDUGLQJDQG,WUXVWWKDWP\
HQHUJ\DQGHQWKXVLDVPIRUWKHFDPS·VRSHUDWLRQFDQFRQWULEXWHWRWKHFRQWLQXHGVXFFHVV
DQGH[SDQVLRQRIWKHIDFLOLW\6LQFHDQHHGKDVEHHQH[SUHVVHGIRUDSURDFWLYHGLUHFWRU,DP
FRQILGHQW,FDQDQVZHUWKDWFDOODQGDSSO\P\FRQVLGHUDEOHVNLOODQGVSLULWWRWKHIXWXUH
VXFFHVVRIWKHRSHUDWLRQHQVXULQJWKDWWKLVYDOXDEOHUHVRXUFHZLOOEHDYDLODEOHIRUWKHEHQHILWRI
IXWXUHJHQHUDWLRQV,HQYLVLRQJURXSVRIDOODJHVXVLQJWKHFDPSDVDVHWWLQJIRUPHHWLQJVDQG
HYHQWVIRXQGHGLQDQGSHUSHWXDWLQJ&KULVWLDQGRFWULQH

0\SURIHVVLRQDOH[SHULHQFHDQGVNLOODVDEXVLQHVVRZQHUDQGFRQWUDFWRUZLOODOORZPHWR
DGGUHVVHYHU\SK\VLFDOQHHGRIWKHFDPS0\DGPLQLVWUDWLYHH[SHULHQFHZLOODOORZPHWRSODQ
DQGRYHUVHHLWVVPRRWKGDLO\ZHHNO\PRQWKO\DQG\HDUO\EXGJHWLQJDQGRSHUDWLRQ0\
XQIDOWHULQJIDLWKZLOODOORZPHWRUHFRJQL]HSURWHFWDQGIXUWKHUWKHPRVWLPSRUWDQWLQWHUHVW
LQYROYHG³WKHVSLULWXDO

$SHUVRQDOPHHWLQJLVDQH[FHOOHQWRSSRUWXQLW\IRUXVWRKDYHDGHWDLOHGGLVFXVVLRQDERXW
WKHEHQHILWV,FDQEULQJWRWKHFDPSDV'LUHFWRU,ZLOOEHKDSS\WRSURYLGH\RXIXUWKHU
GRFXPHQWDWLRQRIP\EDFNJURXQGDWWKDWWLPH3OHDVHFRQWDFWPHDW\RXUHDUOLHVWFRQYHQLHQFH
WRVFKHGXOHDWLPHDQGSODFHWRPHHW

5HVSHFWIXOO\



6WHYHQ$'DQLHOV

(QFORVXUH

Personal qualities can be strong selling points. In this letter to a Christian camp, the writer’s faith is
relevant and important to highlight, but note that he goes further by including important accomplishments and experience that qualify him for the position.
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-XQH


6FKQHLGHU/RFN&RPSDQ\
+XPDQ5HVRXUFHV'HSDUWPHQW
-DPLH'ULYH6XLWH
&RORUDGR6SULQJV&2

'HDU6LURU0DGDP


&UHDWLQJ VXFFHVVIXO VDOHV SURJUDPV LV PRUH RI D FKDOOHQJH WKDQ HYHU EHIRUH :LWK
WKH DGYHQW RI PXOWLSOH HOHFWURQLF WHFKQRORJLHV LQ WDQGHP ZLWK WKH H[LVWLQJ PDUNHWLQJ
FKDQQHOV D 6DOHV 0DQDJHU LV IDFHG ZLWK XQOLPLWHG RSWLRQV IRU EXVLQHVV GHYHORSPHQW 0\
VXFFHVV OLHV LQ P\ DELOLW\ WR HYDOXDWH HDFK RI WKHVH FKDQQHOV GHWHUPLQH WKH PRVW
DSSURSULDWHPL[RIVDOHVDQGPDUNHWLQJWRROVDQGFUHDWHWKHFDPSDLJQVWKDWGHOLYHUUHVXOWV


7KURXJKRXW P\ SURIHVVLRQDO FDUHHU , KDYH IDFLOLWDWHG WKH VWUDWHJLF SODQQLQJ
GHYHORSPHQW DQG LPSOHPHQWDWLRQ RI PDUNHWLQJ SURJUDPV GHVLJQHG WR DFFHOHUDWH EDVH
EXVLQHVV ZKLOH ODXQFKLQJ WKH LQWURGXFWLRQ RI QXPHURXV QHZ SURGXFWV VHUYLFHV DQG
WHFKQRORJLHV 0\ DELOLW\ WR EXLOG DQG OHDG FURVVIXQFWLRQDO WHDPV RI FUHDWLYH GHVLJQ
PDUNHWLQJDQGPDQDJHPHQWSHUVRQQHOKDVEHHQFULWLFDOWRP\SHUIRUPDQFH


,DPNQRZOHGJHDEOHDQGFRPIRUWDEOHVHOOLQJDQGPDQDJLQJLQYDULRXVLQGXVWULHV,WLV
ZLWKSULGHWKDW,SRVVHVVDVHOOLQJPDQDJHPHQWVW\OHWKDWKDVJLYHQPHDXQLTXHYLHZSRLQW
IRU GHYHORSLQJ LQQRYDWLYH VHOOLQJ SUHVHQWDWLRQV IRU WRXJK GHPDQGLQJ FXVWRPHUV 7KLV
DORQJ ZLWK H[FHOOHQW OLVWHQLQJ DQG FRPPXQLFDWLRQ VNLOOV KDV HDUQHG PH WKH UHSXWDWLRQ IRU
FUHDWLQJDSURILWDEOHERWWRPOLQHVLWXDWLRQIRUERWKSDUWLHV



1RZ DWWKLV SRLQW LQP\ FDUHHU , DP VHHNLQJ QHZ SURIHVVLRQDO FKDOOHQJHV ZKHUH ,
FDQ FRQWLQXH WR SURYLGH VWUDWHJLF WDFWLFDO DQG FUHDWLYH VDOHV OHDGHUVKLS²DV VXFK P\
LQWHUHVWLQPHHWLQJZLWK\RXWRH[SORUHRSSRUWXQLWLHVZLWK6FKQHLGHU/RFN&R


7KDQN\RXIRU\RXUFRQVLGHUDWLRQ

6LQFHUHO\\RXUV



5REHUW3%LUQDUG

HQFORVXUHUHVXPH

The first paragraph of this letter establishes rapport by identifying common concerns and then
describing solutions.
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Writer: Karen Wrigley, CPRW, JCTC; Round Rock, TX



-(11,)(53.1,*+7
:HVWVW6Wy 2YHUODQG3DUN.6
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6HSWHPEHU



+5²6(0
.&6WDU
*UDQG%OYG
.DQVDV&LW\02


'HDU+5$XWKRULW\


,QUHVSRQVHWR\RXUDGIRU6SHFLDO(YHQWV0DQDJHULQWKH-DQXDU\WKHGLWLRQRIWKH.DQVDV&LW\6WDU,KDYHHQFORVHG
P\FRQILGHQWLDOUHVXPHIRU\RXUUHYLHZDQGFRQVLGHUDWLRQ7KHSRVLWLRQGHVFULEHGVRXQGVOLNHMXVWWKHNLQGRIQHZ
FKDOOHQJHDQGRSSRUWXQLW\,DPVHHNLQJ$VP\UpVXPpZLOOLQGLFDWHP\H[SHULHQFHXQLTXHO\TXDOLILHVPHIRUWKLV
SRVLWLRQ




<RX5HTXLUH 

5HYHQXHDQGH[SHQVHJRDODFFRXQWDELOLW\



9HQGRUVSRQVRUVKLSH[KLELWRUVDOHVUHODWLRQV





 7UDFNUHFRUGRIUHYHQXHSURGXFLQJVSHFLDOHYHQWV


 7KUHH\HDUVVDOHVDQGVWDIIPDQDJHPHQWOHDGHUVKLS








'HWDLORULHQWHG

$EOHWRPHHWGHDGOLQHVZLWKOLPLWHGUHVRXUFHV



 $EOHWRZRUNZHHNHQGKRXUVWKURXJKRXWWKH\HDU





0\([SHULHQFH
3UHVHQWO\OHDGLQJRUJDQL]DWLRQWREHILUVWLQFRPSDQ\
KLVWRU\WRKLWIRUHFDVWHGVDOHVRIPLOOLRQZKLOH
RSHUDWLQJZLWKLQEXGJHWHGH[SHQVHV
6XFFHVVIXOO\PDQDJHFRQWUDFWQHJRWLDWLRQVDQG
LQGHSHQGHQWFRQWUDFWRUUHODWLRQVLQFOXGLQJPRQLWRULQJ
VHUYLFHSHUIRUPDQFH
&RQFHSWXDOL]HGSODQQHGDQGLPSOHPHQWHGUHYHQXH
SURGXFLQJDQG35SURPRWLRQVLQFOXGLQJDEDVNHWEDOO
JDPHHYHQWWKDWUHVXOWHGLQDGDLO\VDOHVLQFUHDVHRI
0RUHWKDQ\HDUVPDQDJLQJVDOHVVWDIIV$SSRLQWHG
5HVRXUFH0DQDJHUWROHDGYHU\GLYHUVHJURXSVRILQGL
YLGXDOVLQWRSURGXFWLYHWHDPPHPEHUVDQGHQYLURQPHQWV
6HOHFWHGWRRYHUVHHDOODVSHFWVRIGHWDLORULHQWHGDVVLJQ
PHQW²3K\VLFDO,QYHQWRU\IRUDOO.DQVDVVWRUHV
'HFUHDVHGSD\UROOGHILFLWE\GXULQJEXVLHVWUHWDLO
VHDVRQZKLOHPDLQWDLQLQJH[FHOOHQWFXVWRPHUVHUYLFLQJ
7ZHOYH\HDUVZRUNLQJZHHNHQGDQG³UHWDLOKRXUV´



$VP\UpVXPpLVRQO\DEULHIRYHUYLHZRIP\TXDOLILFDWLRQV,ZRXOGDSSUHFLDWHWKHRSSRUWXQLW\WRPHHWZLWK\RX
SHUVRQDOO\VRWKDWZHPD\IXUWKHUGLVFXVVKRZ,FDQPHHWWKHSDUWLFXODUQHHGVRIWKH.DQVDV&LW\6WDU,ZLOOFRQWDFW
\RXWKLVZHHNWRYHULI\\RXUUHFHLSWRIWKLVLQIRUPDWLRQDQGWRDUUDQJHIRUDQLQWHUYLHZ


<RXUFRQVLGHUDWLRQLVJUHDWO\DSSUHFLDWHG


6LQFHUHO\


-HQQLIHU3.QLJKW

(QFORVXUHUpVXPp

The attractive formatting of this comparison list makes it easy to skim, yet it provides substantive
information to “sell” the candidate.
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Writer: Jean West, CPRW, JCTC; Indian Rocks Beach, FL
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%HDFK%RXOHYDUG
'D\WRQD%HDFK)/


2FWREHU


9LFWRU3ULQFH
3UHVLGHQW
3ULQFH0HGLD:RUNV
6HPLQROH'ULYH
'D\WRQD%HDFK)/

'HDU0U3ULQFH

$VDQH[SHULHQFHGPDQDJHULQVHYHUDOIDFHWVRIWKH
FRPPXQLFDWLRQVLQGXVWU\,KDYHWKHUHSXWDWLRQIRU
WDFNOLQJDQGFRPSOHWLQJDQ\SURMHFWZLWKHQWKXVLDVP
WRDFKLHYHFRUSRUDWHJRDOV

$VDKLJKO\PRWLYDWHGSHUVRQZLWKWUHPHQGRXVHQHUJ\
P\JRDOLVWRILQGDSRVLWLRQZLWKEURDGHUUHVSRQVLELOLWLHV
ZKHUH,FDQSXWP\H[SHULHQFHDQGNQRZOHGJHWRZRUNWR
EHQHILWDFRPSDQ\¶VERWWRPOLQH3OHDVHQRWHWKDW,DP
ZLOOLQJDQGDEOHWRWUDYHORXWVLGHRIWKH86DQGDP
IOXHQWLQ6SDQLVK

+DYLQJWKHEDFNJURXQGH[SHULHQFHDQGDELOLW\WRPDNH
DVWURQJFRQWULEXWLRQLQDPDQDJHPHQWSRVLWLRQZLWK
\RXUFRPSDQ\,ZRXOGZHOFRPHWKHRSSRUWXQLW\WRWDON
ZLWK\RX

6LQFHUHO\



6XVDQ-RQHV


(QFORVXUH5pVXPp










:KDW3HRSOH6D\


 ³7RGD\ ZH DUHJURZLQJ
EH\RQGH[SHFWDWLRQVEDVHGRQ
VXJJHVWLRQVE\6XVDQ6KHKDV
EURXJKWDZHDOWKRINQRZOHGJHLQ
PDUNHWLQJWKHVHVHUYLFHV
³6KHKDQGOHGKLJKOHYHO
H[HFXWLYHVZLWKSURIHVVLRQDOLVP
DQGLQWHJULW\DQGUHFHLYHGPDQ\
FRPSOLPHQWVIURPRWKHU'LUHFWRUV
DQG9LFH3UHVLGHQWVDVVRFLDWHGZLWKLQ
WKHRUJDQL]DWLRQRQKHUVXJJHVWLRQV
DQGPDUNHWLQJVWUDWHJLHV´

-DPHV:HVWRQ

1HZ)URQWLHUV7HFKQRORJ\

 ³+HUFUHDWLYLW\LQLQWURGXFLQJ
QHZWHFKQLTXHVDQGKHUDELOLW\WR
FRDFKKHUWHDPWRSHDNSHUIRU
PDQFHKDYHEHHQDPRWLYDWLRQWR
KHUIHOORZPDQDJHUV
³6XVDQKDVWKHSRWHQWLDODQG
EDFNJURXQGWRKDQGOHDQXPEHURI
PDQDJHPHQWMREVZLWKLQWKH
RUJDQL]DWLRQ6KHVKRXOGHVSHFLDOO\
EHFRQVLGHUHGIRURSHQLQJV
UHTXLULQJRUJDQL]DWLRQDQG
PRWLYDWLRQDOVNLOOV´

)UHGHULFN6PLWK'LUHFWRU

&HOOXODU&RPPXQLFDWLRQ

$WODQWD*$

 ³+HUKDUGZRUNGHGLFDWLRQ
DQGOHDGHUVKLSVNLOOVZHUH
LQYDOXDEOH6KHLVRQHRIWKHNH\
UHDVRQVWKDWWKHRIILFHZDVVR
VXFFHVVIXO´

5RJHU:HVW

0DQDJHU%HOO7HOHSKRQH

Notice how effectively the quotes sell this candidate! This letter is well designed, making it easy to
read both the letter and the testimonials.
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Writer: Susan Britton Whitcomb, CCMC, CCM, NCRW, CPRW; Fresno, CA

7(55,+2//,1*6:257+
1RUWK3HDFK

%XVLQHVV  
'DOODV7;
WHUULK#HDUWKOLQNQHW
&HOOXODU  







'HFHPEHU


0V-HQQLIHU&DUWHU&(2
'DPL9DVTXH] /LQGVWURP
6XQQ\VLGH
'DOODV7;

5H<RXU1HHGIRUD)LQDQFLDO0DQDJHU

'HDU0V&DUWHU

1XPEHUVGULYHEXVLQHVVGHFLVLRQV²ZLWKRXWVROLGGDWDSODQQLQJLVLQHIIHFWLYHDQGSURJUHVVLV
XQPHDVXUDEOH

7KURXJKRXWP\FDUHHULQILQDQFH,KDYHLPSOHPHQWHGV\VWHPVWKDWFDSWXUHGPHDQLQJIXOGDWDDQG
HQKDQFHGGHFLVLRQPDNLQJSURFHVVHV,DPHTXDOO\VNLOOHGDWJHQHUDOPDQDJHPHQWIXQFWLRQVDQGRIIHUD
VROLGXQGHUVWDQGLQJRIWKHEXVLQHVVF\FOHIURPPDUNHWLQJDQGVDOHVWKURXJKSURGXFWLRQDQGGLVWULEXWLRQ
0LQLPDOHPSOR\HHWXUQRYHUDQGKLJKSURGXFWLYLW\HYLGHQFHP\DELOLW\WRFRPPXQLFDWHPRWLYDWHDQG
EXLOGWHDPV

&XUUHQWO\,VHUYHDVWKHVHQLRUILQDQFLDORIILFHUIRUD'DOODVEDVHGPDQXIDFWXULQJDQGGLVWULEXWLRQILUP
$WWKHWLPH,MRLQHGWKHFRPSDQ\LWZDVH[SHULHQFLQJDQXPEHURIILQDQFLDODQGLQWHUQDOFKDOOHQJHV2QH
RIP\ILUVWLQLWLDWLYHVZDVWRFUHDWHILQDQFLDOSHUIRUPDQFHPRQLWRULQJPRGHOVIRUYLUWXDOO\HYHU\DUHDRI
WKHFRPSDQ\7KLVLQFOXGHGWKHGHYHORSPHQWRIIRUPDOL]HGEXGJHWLQJDQGSODQQLQJSURFHVVHVFUHGLWDQG
FROOHFWLRQVSROLFLHVDQGPRQWKO\YDULDQFHUHSRUWV,DOVRQHJRWLDWHGIDYRUDEOHORDQDJUHHPHQWVDQG
PRQLWRUHGORDQDFWLYLW\DJDLQVWEXGJHWHGSURMHFWLRQV7KHFRPELQDWLRQRIWKHVHHIIRUWVVXSSRUWHG
VLJQLILFDQWILQDQFLDOLPSURYHPHQWV

 h$WKUHHIROGLQFUHDVHLQRSHUDWLQJIXQGV
 h$LQFUHDVHLQDQQXDOUHYHQXHV
 h$LQFUHDVHLQFROOHFWLRQRIRXWVWDQGLQJUHFHLYDEOHV IURPWR 
 h$±LQFUHDVHLQLQGLYLGXDOFXVWRPHUUHYHQXHVZLWKWKHLQWURGXFWLRQRIQHZ
FXVWRPHUILQDQFLQJSURJUDPV

,ORRNIRUZDUGWRGHOLYHULQJVLPLODUUHVXOWVIRU\RXURUJDQL]DWLRQ0D\ZHWDONDW\RXUHDUOLHVW
FRQYHQLHQFH"

6LQFHUHO\



7HUUL+ROOLQJVZRUWK

(QFORVXUH


This letter is an effective combination of a strong opening paragraph, “meaty” paragraphs describing
relevant experience, and brief, hard-hitting bullet points.

Chapter 1 A Résumé Primer
Chapter 7 Before and After Cover Letter Transformations

Chapter

11
Winning Cover Letters
for Senior Managers
and Executives
Top 5 Cover Letter–Writing Tips for Senior Managers and
Executives
1. Be sure your letters are sophisticated in their language and presentation.
2. Highlight your major achievements that impacted the entire company or
organization.
3. Use dollars, numbers, and percentages to drive home the value of your
contributions.
4. Because your ability to achieve organizational goals depends greatly on
other people within the organization, be sure to communicate strong
leadership skills.
5. Mention any experience you have that relates to key issues and challenges
the company is currently facing—such as rapid growth, recovery from
Chapter 11, acquisition integration, e-commerce launch, and other significant organizational challenges.
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Writer: Laurie Smith, CPRW, JCTC; Gastonia, NC

%HQMDPLQ5'DYLG





0U-DPHV%DNHU
3UHVLGHQW
,QWHUQDWLRQDO7HOHVDOHV,QF
&RQFRUG3DUNZD\
3KLODGHOSKLD3$

2$.:22'&,5&/(6$9$11$+*$
 EHQGDYLG#FRPFDVWFRP


)HEUXDU\



'HDU0U%DNHU


,QWRGD\¶VLQWHQVHO\FRPSHWLWLYHFRQVXPHUPDUNHWSODFHWKHXOWLPDWHVXFFHVVRIDQ\WHOHPDUNHWLQJ
RSHUDWLRQUHTXLUHVPDQDJHPHQWWKDWFDQ
 2UJDQL]HDFDOOFHQWHURUIOHHWRIFDOOFHQWHUVWRGUDZPD[LPXPTXDOLW\DQGSURGXFWLRQ
IURPDYDLODEOHVWDIIUHVRXUFHVDQGGDWDEDVHV
 ,QVWLOOVHOIFRQILGHQFHDQGPRWLYDWLRQLQPDQDJHUVVXSHUYLVRUVDQGVDOHVDQGFXVWRPHUVHUYLFH
VWDIIDQGWUDLQWKHPIRUPD[LPXPDFKLHYHPHQWLQVDOHVDQGFXVWRPHUVDWLVIDFWLRQ
 &ODULI\DQGVWUHQJWKHQWKHRUJDQL]DWLRQ¶VFRUHYDOXHVDQGSULQFLSOHVWRIDFLOLWDWHG\QDPLFEXVLQHVV
JURZWKDQGSURILWDELOLW\HQKDQFHPHQWZKLOHNHHSLQJWKHSHRSOHVLGHRIWKHEXVLQHVVVWURQJDQG



 7DNHDGYDQWDJHRIWKHODWHVWFDOOFHQWHUDQG,QWHUQHWWHFKQRORJLHVWRPDNHFXVWRPHU
FRPPXQLFDWLRQTXLFNORZFRVWUHZDUGLQJIRUDOOSDUWLHVDQGVHDPOHVV

,EHOLHYHP\WUDFNUHFRUGDVRXWOLQHGLQWKHHQFORVHGUpVXPpGHPRQVWUDWHVWKDW,FDQHQVXUHDOORIWKH
DERYHIRU\RXURUJDQL]DWLRQ,QP\FXUUHQWSRVLWLRQDV9LFH3UHVLGHQWRI2SHUDWLRQVIRUDQLQGXVWU\OHDGLQJ
WHOHFRPPXQLFDWLRQVILUP,KDYHOHGP\WHDPWRGHOLYHUDIROGLQFUHDVHLQDNH\EXVLQHVVVHJPHQWDQG
PRUHWKDQWULSOHGRSHUDWLQJPDUJLQVWKURXJKDYDULHW\RITXDOLW\SHUIRUPDQFHHPSOR\HHLQFHQWLYHDQG
SURFHVVUHHQJLQHHULQJHIIRUWV


'XULQJP\WHQXUHDV&DOO&HQWHU'LUHFWRUIRUDVKRZFDVHWHOHPDUNHWLQJRSHUDWLRQP\WHDPSURGXFHG
PRUHWKDQPLOOLRQLQSURILWVRQPLOOLRQLQUHYHQXHVRYHUWHQ\HDUV QHDUO\DSURILWPDUJLQ 
VPRRWKO\WUDQVLWLRQHGRSHUDWLRQVIURPPDQXDOWRIXOO\DXWRPDWHGZLWKQRGHFUHDVHLQSURGXFWLRQDQG
ODXQFKHGD³SDFNDJHVDYLQJV´SURJUDPWKDWLQFUHDVHGSURILWSHURUGHUE\,PPHQVHO\VXFFHVVIXO
SURJUDPVLQWKHDUHDVRIHPSOR\HHWUDLQLQJGLVSXWHUHVROXWLRQVWUDWHJLFPDUNHWLQJDQGRUJDQL]DWLRQDO
WUDQVLWLRQUHVWUXFWXULQJZHUHDGRSWHGDVPRGHOVFRPSDQ\ZLGH,KDYHEHHQFDOOHGXSRQRQQXPHURXV
RFFDVLRQVWRFRQVXOWLQWHUQDOO\DVZHOODVZLWKWHOHPDUNHWLQJRUJDQL]DWLRQVRIPDMRUWHOHFRPPXQLFDWLRQVDQG
ILQDQFLDOLQGXVWU\FRUSRUDWLRQV


,DWWULEXWHP\FRQVLVWHQWVXFFHVVLQODUJHSDUWWRWKHDELOLW\WREXLOGDQGPDLQWDLQDSULQFLSOHFHQWHUHG
HQYLURQPHQWWKDWSUHVHUYHVWKHFRPSDQ\¶VFRUHYDOXHVZKLOHVWLPXODWLQJJURZWKDQGSURJUHVV(TXDOO\
LPSRUWDQWLVDVWURQJIRFXVRQHQVXULQJSRVLWLYHFXVWRPHUFRQWDFWVDWDOOOHYHOVERWKLQWHUQDOO\DQG
H[WHUQDOO\<RXZLOOILQGWKDW,DPYHU\VNLOOHGDWGHYHORSLQJVRXQGDFWLRQSODQVDVZHOODVLQRYHUVLJKWRI
DQGIROORZWKURXJKRQWKRVHSODQV


,ZHOFRPHWKHRSSRUWXQLW\WRH[SORUHP\SRWHQWLDOFRQWULEXWLRQVWR\RXUWHOHPDUNHWLQJRSHUDWLRQ¶V
TXDOLW\UHYHQXHVDQGERWWRPOLQH7KDQN\RXIRU\RXUFRQVLGHUDWLRQRIP\TXDOLILFDWLRQV,ORRNIRUZDUGWR
GLVFXVVLQJWKHSRVVLELOLWLHV
6LQFHUHO\






%HQMDPLQ5'DYLG

(QFORVXUH

After starting with a list of bullet points that capture the reader’s attention, this letter goes on to summarize career achievements that are directly related to those points—and to the organization’s bottom line.
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Writer: Cynthia Kraft, CCMC, CCM, CPRW, JCTC; Valrico, FL

('*$5$/)2162



67

HQWUHSUHQHXU#XVDQHW
2FHDQVLGH'ULYH3DOP+DUERU)/











)HEUXDU\


6WDF\6PLWK+XPDQ5HVRXUFHV0DQDJHU
%DUQH\¶V*RXUPHW&RIIHH
&RIIHH/DQH
'HQYHU&2

'HDU0V6PLWK


7KHZLVH:LOO5RJHUVVDLG³(YHQLI\RX¶UHRQWKHULJKWWUDFN\RX¶OOJHWUXQRYHULI\RXMXVW
VLWWKHUH´%DUQH\¶VKDVGRQHDQRXWVWDQGLQJMRERILPSOHPHQWLQJFKDQJHLQQRYDWLRQDQG
FUHDWLYLW\WREHFRPHDOHDGHULQWKHVWFHQWXU\


0\FDUHHUH[SHULHQFHKDVEHHQDVD³FKDQJHDJHQW´LPSOHPHQWLQJIRUZDUGWKLQNLQJ
LGHDVFRQFHSWVDQGSURJUDPVWKDWPRWLYDWHKLJKO\VXFFHVVIXOWHDPVJHQHUDWHVWURQJDQG
VXVWDLQDEOHSURILWDELOLW\DQGHQVXUHFXVWRPHUOR\DOW\0\SDVWH[SHULHQFHLQFOXGHV«

i 3URYLGLQJSURDFWLYHOHDGHUVKLSZLWKWKHXQGHUVWDQGLQJWKDWZKHQP\WHDPLV
VXFFHVVIXOZHDUHDOOVXFFHVVIXODOORZHGPHWREHHIIHFWLYHLQVSHDUKHDGLQJ
LQQRYDWLYHSURMHFWVDQGSURJUDPVWKDWHVWDEOLVKHGORQJWHUPSURILWDELOLW\
(FNHUG¶VILUVWWLPHHQWU\LQWRWKH'HQYHUPDUNHWJHQHUDWHGPRUH
SURILWDELOLW\WKDQQHZVWRUHVLQH[LVWLQJPDUNHWV

i ,PSOHPHQWLQJTXDOLW\FXVWRPHUVHUYLFHSURJUDPVWKDWIRVWHUORQJWHUP
FXVWRPHUOR\DOW\%\FRQGXFWLQJUHVHDUFKDQGDQDO\]LQJPDUNHWGDWDZH
JDWKHUHGH[WHQVLYHLQIRUPDWLRQRQWKHQDWXUHRIRXUVKRSSHUDQGZKDW
VKHH[SHFWHGDQGUHVSRQGHGWRLQWKHPDUNHWSODFHDQGWKHQFUHDWHGDQ
HQYLURQPHQWWRHQKDQFHKHUVKRSSLQJH[SHULHQFH

i $QDO\]LQJPDUNHWWUHQGVDQGLGHQWLI\LQJRSSRUWXQLWLHVWKDWSURYLGHORQJWHUP
SURILWDELOLW\,ZDVDEOHWRSRVLWLRQWKH1RUWK)ORULGDUHJLRQDVWKH21/<
UHJLRQLQWKHFRPSDQ\WRH[FHHGLWVERWWRPOLQHSURILWSURMHFWLRQV


%DUQH\¶VLVZHOOSRVLWLRQHGIRUJURZWK0DQDJLQJJURZWKUHTXLUHVH[SHUWLVHLQGULYLQJ
FKDQJHEXLOGLQJKLJKO\PRWLYDWHGWHDPVLPSURYLQJSHUIRUPDQFHDQGGLUHFWLQJRSHUDWLRQDO
HIILFLHQF\0D\,RIIHUP\H[SHUWLVH"








6LQFHUHO\










(GJDU$OIRQVR

(QFORVXUH

This letter gets off to a strong start with an effective quote and a tie-in to the company. The bullet
points, with bold print highlighting strong numbers, support this candidate’s ability to deliver results
in several important areas.
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Writer: JoAnn Nix, CPRW; Van Buren, AR

&$52/<1%52:1
5RVHZRRG/DQH
+RXVWRQ7;

5HVLGHQFH  
(PDLOFEURZQ#KRWPDLOFRP







'HDU6HOHFWLRQ&RPPLWWHH

$VD6HQLRU3RUWIROLR0DQDJHUZLWK\HDUVRIH[SHULHQFHLQWKHILQDQFLDOVHUYLFHLQGXVWU\RQHRI
P\SULPDU\JRDOVKDVEHHQWRIROORZWKHDGYLFHRI+HQU\.LVVLQJHU³7KHWDVNRIDOHDGHULVWRJHW
KLV SHRSOH IURP ZKHUH WKH\ DUH WR ZKHUH WKH\ KDYH QRW EHHQ´ $V \RX ZLOO VRRQ OHDUQ RQH RI P\
JUHDWHVW VWUHQJWKV LV PHQWRULQJ DQG JXLGLQJ P\ FROOHDJXHV VR WKH\ PD\ UHDFK JUHDW SURIHVVLRQDO
KHLJKWV,WUXO\EHOLHYHLQHPSRZHULQJP\SHHUVFRPSHWHQWSURIHVVLRQDOVGHOLYHUUHVXOWVDQGHQKDQFH
DFRUSRUDWLRQ¶VLPDJH

,MRLQHG$PHULFDQ&DSLWDO&RUSRUDWLRQLQDGYDQFHGWR6HQLRU3RUWIROLR0DQDJHULQDQG
KDYHEHHQDYDOXDEOHUHVRXUFHDQGFULWLFDOOLQNEHWZHHQFOLHQWVPDQDJHPHQWDQGLQWHUGHSDUWPHQWDO
WHDPPHPEHUV&XUUHQWO\,VSHDUKHDGDQPLOOLRQSRUWIROLRFRPSULVLQJFRPSOH[DFFRXQWVDQG
PDQDJHDVWDIIRISURIHVVLRQDOV0\\HDUFDUHHUKDVDIIRUGHGPHDQRSSRUWXQLW\WRJDLQDZHDOWK
RIILQDQFLDODFFRXQWLQJNQRZOHGJH

,QVKRUW,DPDOHDGHUERWKE\H[DPSOHDQGWKURXJKHIIHFWLYHPDQDJHPHQWRILQGLYLGXDOVDQGSURYLGH
ILQDQFLDOOHDGHUVKLSDQGJXLGDQFHWRP\FOLHQWV,WLVHVVHQWLDOWKDW,GHYHORSYHU\FORVHUHODWLRQVKLSV
ZLWK HDFK FOLHQW WR NQRZ WKH LQWLPDWH GHWDLOV RI WKHLU ILQDQFLDO VWDWXV WR KHOS VWHHU WKH FRPSDQLHV
WRZDUGILQDQFLDOLQGHSHQGHQFH

,KDYHUHDFKHGDMXQFWXUHLQP\FDUHHUZKHUH,DPKLJKO\LQWHUHVWHGLQPRYLQJXSWKHPDQDJHPHQW
ODGGHUDQGIHHOLWLVWLPHWRH[DPLQHRWKHUFDUHHURSSRUWXQLWLHV,DPPRVWLQWHUHVWHGLQDSRVLWLRQWKDW
RIIHUVDGGLWLRQDORSSRUWXQLWLHVIRUDGYDQFHPHQWDFKDQFHWRFRQWLQXHWRPHQWRUDQGJXLGHP\SHHUV
DQGWKHDELOLW\WRXVHP\ULFKPL[RIVNLOOV,DPDQH[WUHPHO\VWURQJPDQDJHUZKRLVYLVLRQGULYHQ
LQWHOOLJHQW DJJUHVVLYH LQWXLWLYH DQG H[WUHPHO\ WHQDFLRXV , DP FRQVLGHUHG ³DV VKDUS DV D WDFN´ E\
WKRVHZKRNQRZPHDQG,NQRZWKDWDVDPDQDJHU,FDQDGGWUHPHQGRXVYDOXHWRDQRUJDQL]DWLRQ

,I\RXEHOLHYHWKDWP\TXDOLILFDWLRQVDQGH[SHULHQFHZRXOGJUHDWO\FRQWULEXWHWR\RXURUJDQL]DWLRQDO
JRDOV,ZRXOGZHOFRPHWKHRSSRUWXQLW\WRLQWURGXFHP\VHOIDQGP\FUHGHQWLDOVWR\RXLQDSHUVRQDO
LQWHUYLHZ , ZLOO WDNH WKH OLEHUW\ RI FRQWDFWLQJ \RXU RIILFH QH[W ZHHN WR DUUDQJH D PHHWLQJ , ORRN
IRUZDUGWRPHHWLQJRUVSHDNLQJZLWK\RXVRRQ

6LQFHUHO\



&DURO\Q%URZQ

(QFORVXUH5pVXPp

Starting with a personal philosophy of management, this letter gives compelling evidence of leadership skills. The language is “executive level” from start to finish.

Chapter 11 Winning Cover Letters for Senior Managers and Executives
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Writer: Linsey Levine, MS, JCTC; Chappaqua, NY

5REHUW%URZQ

5LYHUVLGH'ULYH%
1HZ<RUN1<
+RPH(PDLOUREEUR#PVQQHW



$SULO


0V$OLFH2·5LOH\
3UHVLGHQW7KH5LYHUVLGH)RXQGDWLRQ
&HQWUDO3DUN:HVW6XLWH%
1HZ<RUN1<

'HDU$OLFH

,HQMR\HGVSHDNLQJZLWK\RXRQWKHSKRQHDQGSXUVXDQWWRWKDWFRQYHUVDWLRQKDYHHQFORVHG
P\UHVXPH

,·PORRNLQJIRUDXQLTXHH[HFXWLYHRSSRUWXQLW\ZKHUH,FDQSURYLGHFULWLFDOPDQDJHPHQW
IXQFWLRQV³YLVLRQOHDGHUVKLSVWUDWHJLFSODQQLQJILQDQFHPDUNHWLQJDGPLQLVWUDWLRQOHJDO
LQVLJKWRSHUDWLRQVFRQWURO³WRHQDEOHDQRUJDQL]DWLRQWRDFFRPSOLVKLWVJRDOV

0\FDUHHULQWKHFRUSRUDWHDQGQRWIRUSURILWDUHQDVKDVEHHQDFFHOHUDWHGEDVHGRQP\DELOLW\
WRGHOLYHUUHVXOWVGHVSLWHILQDQFLDOPDUNHWDQGRUJDQL]DWLRQDOFKDOOHQJHV7KHEOHQGRIP\
EXVLQHVVOHJDODQGILQDQFLDOVNLOOVDQGWKHDELOLW\WRWUDQVODWHYLVLRQLQWRPHDQLQJIXODFWLRQKDV
SURYHGVXFFHVVIXOLQWKHIROORZLQJDUHDV
x 0DQDJLQJEXVLQHVVHVDQGRUJDQL]DWLRQVWRWXUQDURXQGSHUIRUPDQFHDQGDFKLHYH
IXOOSRWHQWLDO
x 'HYHORSLQJDQGLPSOHPHQWLQJORQJUDQJHSODQVLQFOXGLQJPDUNHWLQJSURGXFW
RSHUDWLRQVILQDQFLDODQGDFTXLVLWLRQGLYHVWLWXUHVWUDWHJLHV
x $QDO\]LQJDQGFRQWUROOLQJDOODVSHFWVRIRSHUDWLRQVWRUHGXFHFRVWVDQGLPSURYHSURILWV
x 2UJDQL]LQJUHRUJDQL]LQJWUDLQLQJDQGPRWLYDWLQJWRLPSURYHLQGLYLGXDODQGJURXS
HIIHFWLYHQHVV
x 1HJRWLDWLQJIDYRUDEOHSDUWQHUVKLSVVWUDWHJLFDOOLDQFHVDQGMRLQWYHQWXUHV

$WWKLVWLPH,DPLQWHUHVWHGLQH[SORULQJQHZH[HFXWLYHFKDOOHQJHVDQGRSSRUWXQLWLHVZKHUH,
FDQFRQWLQXHWRSURYLGHGHFLVLYHDQGHIIHFWLYHRSHUDWLQJOHDGHUVKLS,ZRXOGDSSUHFLDWHWKH
FKDQFHWRPHHWDQGGLVFXVV\RXULGHDVDQGWKRXJKWVDW\RXUHDUOLHVWFRQYHQLHQFH

,FHUWDLQO\DSSUHFLDWH\RXUWLPHDQGFRQVLGHUDWLRQDQGZLOOSKRQHQH[WZHHNWRVSHDNZLWK\RX
IXUWKHU

%HVWUHJDUGV



5REHUW%URZQ

(QFORVXUH

This is an excellent example of an effective networking letter. To give the reader a sense of how she
might be helpful in his search, the candidate provides an overview of his capabilities and current
goals. Note how he keeps control of the follow-up.
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Writer: Nina Ebert, CPRW; Toms River, NJ

9,&725-26(3+6
YMR#YHUL]RQQHW





2(OOHQ'ULYH0DUOERUR1-

 



-DQXDU\


%R[9-:DOO6WUHHW-RXUQDO
(-RKQ&DUSHQWHU)UHHZD\
,UYLQJ7;

5H6DOHV0DQDJHU³-DQXDU\:DOO6WUHHW-RXUQDO

(LWKHU,DPDWDOHQWHGVDOHVSHUVRQDQGVPDUWVDOHVPDQDJHURU,KDYHEHHQYHU\
OXFN\WKURXJKRXWP\\HDUFDUHHU3HUVRQDOO\,GRXEWWKDWOXFNKDVPXFKWRGR
ZLWKDQ\RQH·VVXFFHVV

,QKHUHQWPDQDJHPHQWDQGFRPPXQLFDWLRQVVNLOOVDUHP\VWUHQJWKV,KDYHH[WHQVLYH
H[SHULHQFHLQWKHDUHDVRISURILWDQGORVVUHVSRQVLELOLWLHVVWDIIKLULQJWUDLQLQJDQG
GHYHORSPHQWPDUNHWLQJDQGDFFRXQWGHYHORSPHQWDQGVRXQGGHFLVLRQPDNLQJ6PDUW
EXVLQHVVSODQQLQJDQGVWUDLJKWIRUZDUGPDQDJHPHQWSUDFWLFHVKDYHSURSHOOHGP\
FDUHHU

,KLUHWKHULJKWSHRSOHIRUWKHULJKWMRELPSOHPHQWDVWURQJEXVLQHVVSODQPDNHP\
H[SHFWDWLRQVYHU\FOHDUSURYLGHH[FHOOHQWWUDLQLQJDQGWUDFNWKHQXPEHUV,GRQRW
PLFURPDQDJH,EXLOGVWURQJWHDPV ,WHUPLQDWHGRQO\WZRHPSOR\HHVWKURXJKRXWP\
FDUHHUDQGUHPDLQLQWRXFKZLWKDOORIWKHRWKHUV ,WUDYHOWRPHHWP\FXVWRPHUVLQ
SHUVRQDQGDPUHFRJQL]HGE\WKHPIRULQLWLDWLQJLQQRYDWLYHVROXWLRQVWRFKDOOHQJLQJ
SUREOHPV

0\UpVXPpSURYLGHVDQRYHUYLHZRIP\EDFNJURXQG,ORRNIRUZDUGWRWKHRSSRUWXQLW\
WRPHHWZLWK\RXLQSHUVRQWRSURYLGH\RXZLWKIXUWKHULQVLJKWLQWRP\SURIHVVLRQDO
YDOXH8QWLOZHPHHWWKDQN\RXIRU\RXUFRQVLGHUDWLRQ

<RXUVWUXO\




9LFWRU-RVHSKV

(QFORVXUH

This is a rather unusual letter for a sales management professional in that it sells with words, not with
numbers. The strong opening will be helpful in catching the attention of the readers, who will probably be inundated with resumes in response to their Wall Street Journal advertisement.
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Writer: Kathryn Bourne, CPRW, JCTC; Tucson, AZ
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(DVW6SULQJILHOG5RDG+DYDVX$=
5HV  )D[  
(PDLOODQH#VSU\QHWFRP


-DQXDU\


0U-DPHV33XUG\9LFH3UHVLGHQW
/LIWRQ,QF
&HQWHU3DUNZD\'ULYH
6DQ'LHJR&$

'HDU0U3XUG\

:HKDYHUHDGWKHDUWLFOHVZHKDYHVHHQWKHQHZVLWHPVRQWHOHYLVLRQ³WKHJURZLQJ+LVSDQLF
EXVLQHVV DQG FRQVXPHU PDUNHWV DUH WKH QHZ IURQWLHUV ,V \RXU FRPSDQ\ SRLVHG WR HQWHU WKLV
G\QDPLFHQYLURQPHQW"$UH\RXHDJHUWRPRYHDKHDGEXWQRWTXLWHVXUHZKHUHWREHJLQ"7KHQ
ZHVKRXOGWRWDON,FDQJHW\RXZKHUH\RXQHHGDQGZDQWWREH

'HYHORSLQJDQGLQFUHDVLQJLQWHUQDWLRQDODQGQDWLRQDOPDUNHWYDOXHLVP\H[SHUWLVH:KHWKHU
WKHFKDOOHQJHRULJLQDWHGZLWKDVWDUWXSEXVLQHVVYHQWXUHRUZLWKDQHVWDEOLVKHGFRPSDQ\P\
VXFFHVVIXO FDUHHU LQ PDUNHWLQJ PDQDJHPHQW KDV OHG FRPSDQLHV WR SURILWDELOLW\ DQG JURZWK
:LWKDQHVWDEOLVKHGSUHVHQFHLQ0H[LFDQPDUNHWVDQGNQRZOHGJHRIWKH/DWLQ$PHULFDQDUHD
DVDZKROH,FDQEHWKHFDWDO\VWIRU\RXUQH[WPDMRUH[SDQVLRQ

$V \RX ZLOO VHH LQ WKH HQFORVHG UpVXPp , KDYH FRQVLVWHQWO\ GHVLJQHG DQG LPSOHPHQWHG
VWUDWHJLHVSODQVDQGDFWLRQVWKDWKDYHGHOLYHUHGVWURQJDQGVXVWDLQDEOHUHYHQXHVDQGSURILW
JURZWK0\VWUHQJWKVLQFOXGHWKHIROORZLQJ

x 3URYHQ OHDGHUVKLS VNLOOV³HYLGHQFHG E\ VPRRWK LQWHUQDO UHRUJDQL]DWLRQV DQG
WUDQVLWLRQV
x 3URILFLHQF\ DQG VXFFHVV LQ PXOWLFXOWXUDO EXVLQHVV HQYLURQPHQWV³, DP
ELFXOWXUDOELOLQJXDO LQ 6SDQLVK DQG (QJOLVK DQG KLJKO\ DGHSW DW FURVVFXOWXUDO
FRPPXQLFDWLRQV
x $VWXWH DQDO\VLV DQG XQGHUVWDQGLQJ RI PDUNHW VXUYH\V³WR HQVXUH JURZWK RI ERWK
UHYHQXHDQGSURILW

0\JRDOLVWRVHFXUHDVHQLRUPDQDJHPHQWSRVLWLRQZLWKDQRUJDQL]DWLRQLQQHHGRIVWURQJDQG
GHFLVLYH OHDGHUVKLS WR RSHQ QHZ PDUNHWV , ZRXOG ZHOFRPH WKH RSSRUWXQLW\ WR GLVFXVV WKH
QHHGVRI/LIWRQ,QFDQGH[SORUHKRZ,FDQVLJQLILFDQWO\EHQHILWWKHRUJDQL]DWLRQ,ZLOOFRQWDFW
\RXQH[WZHHNWRDUUDQJHDPHHWLQJDWDPXWXDOO\FRQYHQLHQWWLPH

6LQFHUHO\


-RVp/*RQ]DOHV

(QFORVXUH

Appealing to a specific market niche (Latin America), this letter opens strongly and then goes on to
sell this candidate based on his capabilities and results.
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Writer: Lorie Lebert, CPRW, JCTC; Novi, MI

%5,$1&&223(560,7+&30


6HQLRU5HDO(VWDWH0DUNHWLQJ 0DQDJHPHQW([HFXWLYH


48$,/65,'*('5,9(
:(67%/220),(/'0,&+,*$1
(PDLOEFFRRSHUVPLWK#DROFRP
5HVLGHQFH
)D[
6HSWHPEHU


'DYLG:LQVWRQ
3UHVLGHQW
:ROYHULQH3URSHUWLHV/WG
&UHHN5RDG
%ORRPILHOG0,

'HDU0U:LQVWRQ

,QWKHVDJURXSRIOLNHPLQGHGYLVLRQDULHVDQG,KDGDQLGHDIRUDQHZEXVLQHVVYHQWXUH
7KDWLGHDGHYHORSHGLQWRDPXOWLPLOOLRQGROODUFRQJORPHUDWHZLWKRSHUDWLRQVLQILYHVWDWHVDQG
PRUHWKDQSURSHUWLHVLQDYDULHW\RILQWHUHVWV:LWKPRUHWKDQWZRGHFDGHVRIVWURQJDQG
SURILWDEOHSURSHUW\PDQDJHPHQWH[SHUWLVH,EULQJH[SHULHQFHDQGZLVGRPWKDWFRPHIURP
H[WHQVLYHJHQHUDODGPLQLVWUDWLRQ

,PSOHPHQWLQJKDQGVRQVWUDWHJLHVDQGSURYLGLQJSHUVRQDOFRQWDFW,EHOLHYHDUHNH\WREXLOGLQJ
VXFFHVVIXOEXVLQHVVUHODWLRQVKLSV,DPHIIHFWLYHDWHVWDEOLVKLQJDQGPDLQWDLQLQJEXVLQHVV
DOOLDQFHVDVZHOODVGHYHORSLQJVWUDWHJLFSURJUDPVWKDWLQFUHDVHUHYHQXHDQGDGGYDOXH

7KURXJKRXWP\FDUHHU,KDYHH[SHULHQFHGIXOOUHVSRQVLELOLW\DQGOHDGHUVKLSRIHQWLUHFRUSRUDWH
UHDOHVWDWHSURSHUW\PDQDJHPHQWDQGILQDQFLDOIXQFWLRQV7KHVFRSHRIUHVSRQVLELOLWLHVKDV
EHHQGLYHUVHDQGLQFOXGHGILQDQFLDODQGVWUDWHJLFSODQQLQJSURSHUW\DQDO\VLVFRUSRUDWH
PDQDJHPHQWDQGLQWHUQDODGPLQLVWUDWLRQ&RQFXUUHQWH[HFXWLYHPDQDJHPHQWUHVSRQVLELOLW\
LQYROYHGFRUSRUDWHH[SDQVLRQDQGVDOHVPDQDJHPHQW

&XUUHQWO\,DPH[SORULQJRSSRUWXQLWLHVWKDWZRXOGEHQHILWDFRPSDQ\·VVXFFHVVDQGVHUYHDVD
VRXUFHRIQHZSRVVLELOLWLHV,EHOLHYHP\H[SHUWLVHZRXOGEHRIYDOXHWRDFRPSDQ\ORRNLQJIRU
HIIHFWLYHOHDGHUVKLSDQGGLUHFWLRQ7KHHQFORVHGUpVXPpVXPPDUL]HVP\DFKLHYHPHQWV
H[SHULHQFHDQGRWKHULQIRUPDWLRQ\RXZLOOILQGKHOSIXOLQXQGHUVWDQGLQJP\EDFNJURXQG

,I\RXDUHVHHNLQJOHDGHUVKLSIURPVRPHRQHZLWKP\TXDOLILFDWLRQVH[SHULHQFHDQGWUDFN
UHFRUG,ZRXOGZHOFRPHDSHUVRQDOLQWHUYLHZ,DSSUHFLDWH\RXWDNLQJWLPHWRUHYLHZP\
FUHGHQWLDOV

6LQFHUHO\



%ULDQ&&RRSHUVPLWK&30

(QFORVXUH

Telling the story of his early success is an original and effective opening for this letter. Leadership
skills are emphasized throughout.
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Writer: Susan Guarneri, MS, CCM, NCC, NCCC, LPC, CPRW, CEIP, IJCTC, MCC; Wausau, WI
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7KRPDV$.HQVLQJWRQ




6DUDK&RXUW3HQQLQJWRQ1-
x7RPDNHQ#KRPHFRP
-DQXDU\






'HDU+LULQJ0DQDJHU





<RXUUHFHQWMRESRVWLQJIRUD5HJLRQDO'LUHFWRURI6DOHVFDXJKWP\H\H:LWK\HDUVRI
H[SHULHQFHLQVDOHVDQGVDOHVPDQDJHPHQW WHFKQLFDOSURGXFWV DVZHOODV0%$HTXLYDOHQW
FRXUVHZRUNZLWK$7 7DQGDEDFKHORU¶VGHJUHH,IHHO,DPXQLTXHO\TXDOLILHGIRUWKLVSRVLWLRQ

0\UpVXPpLVHQFORVHGIRU\RXUUHYLHZ,ZRXOGOLNHWRFDOODWWHQWLRQWRWKHVLPLODULWLHVEHWZHHQ
\RXUUHTXLUHPHQWVDQGP\TXDOLILFDWLRQV

<2855(48,5(0(176
0<48$/,),&$7,216
; \HDUVRIH[SHULHQFHLQVDOHVDQGVDOHV
; ([SHULHQFHLQPDQDJLQJVDOHV
PDQDJHPHQWHLJKWDVD5HJLRQDO6DOHV0DQDJHU
IRUFHDQGWHFKQLFDOVDOHV
IRU)RUWXQHDFFRXQWVLQWKHKLJKO\FRPSHWLWLYH
WHOHFRPPXQLFDWLRQVLQGXVWU\

; 0DVWHURI%XVLQHVV$GPLQLVWUDWLRQ HTXLYDOHQW
; &ROOHJHGHJUHH
FRXUVHZRUN $7 7%DFKHORURI6FLHQFH5LGHU
&ROOHJH

; 7UDFNUHFRUGRIDFKLHYLQJJRDOV ; 3URYHQUHFRUGRIPHHWLQJDQGRUH[FHHGLQJVDOHV
DQGQHZEXVLQHVVGHYHORSPHQWJRDOV VHHUpVXPp 

; ([FHOOHQWFRPPXQLFDWLRQVVNLOOV ; 'HPRQVWUDWHGYHUVDWLOLW\FRPPXQLFDWLQJZLWKDZLGH
UDQJHRILQGLYLGXDOVVXFKDVVHQLRUOHYHOPDQDJHUV
EXVLQHVVFOLHQWVSURIHVVLRQDOVWDIIDQGYHQGRUV

,DPFRQILGHQWWKDW,FDQPDNHDQLPPHGLDWHLPSDFWRQ\RXUERWWRPOLQH,ZRXOGDSSUHFLDWH
DQRSSRUWXQLW\WRGHVFULEHP\SRWHQWLDOFRQWULEXWLRQVLQPRUHGHWDLODQGORRNIRUZDUGWRD
SHUVRQDOLQWHUYLHZ7KDQN\RXIRU\RXUFRQVLGHUDWLRQ

6LQFHUHO\



7KRPDV$.HQVLQJWRQ

(QFORVXUH5pVXPp

Using a straightforward comparison-list style, this letter clearly demonstrates that the candidate has
everything the company is looking for.
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Writer: Beverly Harvey, CPRW, JCTC, CCM, CCMC; Pierson, FL

5$<021'3+5$0386
&HOO  
(PDLOWURQY#DROFRP

0RXUQLQJ'RYH&LUFOH
/DNH0DU\)/

+RPH
2IILFH

 
 





-XO\


*RUGRQ6PLWK
&(2
&RQVROLGDWHG&RUSRUDWLRQ
%LVFD\QH%D\%RXOHYDUG
0LDPL)/


'HDU0U6PLWK



,DPDVXFFHVVIXOHQWUHSUHQHXUZKRKDVGHYHORSHGPDUNHWHGDQGEXLOWIRXUQHZ
YHQWXUHVSOXVQXPHURXVMRLQWYHQWXUHVVWUDWHJLFDOOLDQFHVDQGSDUWQHUVKLSVZLWKLQWKH
FRQVXPHUSURGXFWVLQGXVWU\&RPELQHGUHYHQXHVKDYHH[FHHGHGPLOOLRQDQQXDOO\
ZLWKP\PRVWUHFHQWSURMHFWIRUHFDVWHGWRJHQHUDWH.LQLWVILUVW\HDUVDOHV,KDYHPHW
WKHFKDOOHQJHVRIVWDUWXSWXUQDURXQGVDQGKLJKJURZWKH[SDQVLRQVZKLOHGHOLYHULQJVWURQJ
UHYHQXHDQGSURILWJURZWK



7KHZHDOWKRIH[SHULHQFH,EULQJWRDYHQWXUHLVYDVWZLWKSDUWLFXODUHPSKDVLVRQ
WKHLGHQWLILFDWLRQDQGGHYHORSPHQWRIQHZEXVLQHVVRSSRUWXQLWLHVVWUDWHJLFDQGWDFWLFDO
SODQQLQJQHZSURGXFWGHYHORSPHQWDQGODXQFKPDUNHWLQJVDOHVIRUFHGHYHORSPHQW
GLVWULEXWLRQFKDQQHOGHYHORSPHQWDQGWKHPD[LPL]DWLRQRIVDOHVSRWHQWLDOGRPHVWLFDOO\DQG
LQWHUQDWLRQDOO\-XVWDVVLJQLILFDQWDUHP\VWUHQJWKVLQJHQHUDORSHUDWLRQVPDQXIDFWXULQJ
DQGDGPLQLVWUDWLYHPDQDJHPHQW0\OHDGHUVKLSVW\OHLVGHFLVLYH\HWIOH[LEOHLQUHVSRQGLQJ
WRWKHFRQVWDQWO\FKDQJLQJPDUNHWHFRQRPLFDQGEXVLQHVVGHPDQGV



%DVHGRQP\DFKLHYHPHQWV,KDYHEHHQIHDWXUHGLQLQGXVWU\OHDGLQJSXEOLFDWLRQVDV
ZHOODVWKHORFDOQHZVSDSHUFLWLQJP\LQQRYDWLYHQHVVLQGXVWU\OHDGHUVKLSDQGH[SHUWLVHLQ
PDUNHWJURZWKDQGSHQHWUDWLRQEXVLQHVVPDQDJHPHQWDQGSURILWDELOLW\



$WWKLVMXQFWXUHLQP\FDUHHU,DPVHHNLQJWKHRSSRUWXQLW\WRWUDQVLWLRQP\
TXDOLILFDWLRQVLQWRDKLJKJURZWKFRUSRUDWLRQLQQHHGRIVWURQJH[HFXWLYHOHDGHUVKLS
7KHUHIRUH,KDYHHQFORVHGDEULHIVXPPDU\RIP\FDUHHU,ZRXOGZHOFRPHWKHRSSRUWXQLW\
WRPHHWZLWK\RXWRGHWHUPLQHWKHFRQWULEXWLRQV,FRXOGPDNHWRRQHRI\RXUSRUWIROLR
FRPSDQLHV7KDQN\RX











6LQFHUHO\



5D\PRQG3KUDPSXV

(QFORVXUH

Businesslike and to the point, this letter respects the time constraints of the CEO and immediately
gives him information he can use. The candidate’s career accomplishments are notable, so he uses
them as primary attention-getters and selling points.
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Writer: Art Frank, MBA; Oldsmar, FL

0DUVKDOO%,QJUDP
:DUZLFN'ULYH
 
%DU+DUERU0(
LQJUD#DROFRP

0D\


(OL]DEHWK7URXWPDQ
1RUWKHDVW([HFXWLYH5HFUXLWHUV
6WDWH6WUHHW
%RVWRQ0$

'HDU0V7URXWPDQ

7KURXJKRXWP\\HDUVRISURIHVVLRQDOHPSOR\PHQW,KDYHDOZD\VEHHQUHFRJQL]HGDVVRPHRQHZKR
FRXOGJHWWKHMREGRQH$VD0DULQH2IILFHUODZILUPDVVRFLDWHDQGMXQLRUSDUWQHU,ZDVRIWHQJLYHQ
UHVSRQVLELOLWLHVDKHDGRIP\SHHUVDQGWKRVHVHQLRUWRPH,ZDVUHFRJQL]HGDVDWUXVWZRUWK\OR\DODQG
HQHUJHWLFWHDPOHDGHU

2YHUWKHSDVW\HDUV,KDYHDFKLHYHGH[FHSWLRQDOVXFFHVVDV&(20$1$*,1*3$571(5DQG&22
RIVHYHUDOWUDQVDFWLRQDODQGPDQDJHPHQWFRQVXOWLQJSUDFWLFHV,SOD\HGDQLQWHJUDOUROHLQWKHDFTXLVLWLRQ
RYHUKDXODQGVXEVWDQWLDOJURZWKRIQXPHURXVRUJDQL]DWLRQVLQFOXGLQJQHDUIDLOHGEDQNVDQGRWKHU
LQHIIHFWXDOEXVLQHVVHQWLWLHV,FDQEHFKDUDFWHUL]HGDVDIRFXVHGDQGGLVFLSOLQHGEXVLQHVVEXLOGHUZLWK
SRZHUIXOQHJRWLDWLQJVNLOOVDQGVWURQJOLVWHQLQJDELOLWLHV&RQWUDFWVWKDW,KDYHZULWWHQDQGSURSULHWDU\
GHDOVWKDW,KDYHQHJRWLDWHGKDYHGHPRQVWUDWHGLQVLJKWDQGYLVLRQDQGKDYHEHHQUHSOLFDWHGE\RWKHUV
,QHDFKFRQVHFXWLYHDVVLJQPHQWP\UDSSRUWDQGFUHGLELOLW\WKURXJKRXWDQRUJDQL]DWLRQKDYHEHHQ
LQVWUXPHQWDOLQEUHDNLQJLPSDVVHVWKDWZHUHLQKLELWLQJJURZWK

$VDFKDQJHFDWDO\VWRUEXVLQHVVEXLOGHU,LQLWLDWHGWUDQVIRUPDWLRQVUHTXLULQJFRPSUHKHQVLYHUH
VWUXFWXULQJWKDWLQFOXGHGWRSWRERWWRPRSHUDWLRQVUHGHVLJQDQGWKHUHSRVLWLRQLQJRIDQHQWLUHZRUNIRUFH
7KHVXFFHVVDFKLHYHGZDVLQODUJHSDUWGXHWRP\DELOLW\WRSHUVXDGHRWKHUVWRVHHWKHYDOXHRIFKDQJH,
KDYHGHPRQVWUDWHGWKDWHYHQDODUJHDQGFXPEHUVRPHRUJDQL]DWLRQFDQEHWUDQVIRUPHGLIWKHFKDQJHVDUH
FRUUHFWO\SUHVHQWHGWRHPSOR\HHV

2WKHUDELOLWLHV,FDQEULQJWRDQ\MRE
 ,PSURYHGDGPLQLVWUDWLYHIXQFWLRQOLQNHGWRH[SHQVHFRQWURO
 $GYDQFHGVNLOOVLQUHODWLRQVKLSEXLOGLQJ
 ,PSURYHGFRPPXQLFDWLRQVZLWKERDUGVDQGFRQVWLWXHQFLHVRIERWKD³KDUGQDWXUH ILQDQFLDO
GDWDVWUDWHJLFSODQQLQJ DQGD³VRIW´QDWXUH DFFHVVDFFRXQWDELOLW\DQGSXEOLFUHODWLRQV 
 8VLQJP\ODZDQGPHGLDWLRQEDFNJURXQGRQDGDLO\EDVLVWRVROYHWKHFRPSHWLQJGHPDQGVWKDW
DUHLQKHUHQWLQWKLVILHOG7KLVLQFOXGHVGHIW³HJRPDQDJHPHQW´VNLOOV
 $QLQQDWHWDOHQWWREHHIIHFWLYHZLWKRXWDOLHQDWLQJWKHDIIHFWHGFRQVWLWXHQFLHV
 $FRQWHPSRUDU\PDQDJHPHQWVW\OHHQDEOLQJPHWRZRUNZLWKDZLGHFURVVVHFWLRQRISHRSOHDQG
FXOWXUDOGLYHUVLW\
 1XPHURXVNH\FRQWDFWVZLWKOREE\LVWVSROLWLFLDQVEDQNHUVDQGDWWRUQH\V
 &KDUDFWHUTXDOLWLHVWKDWHQJHQGHUOR\DOW\DQGLQWHJULW\LQWKHZRUNSODFH

,I\RXNQRZDQ\RQHVHHNLQJDPDUNHWGULYHQRSHUDWLQJH[HFXWLYHZLWKDSURYHQWUDFNUHFRUGZKRFDQ
PDNHDQLPPHGLDWHDQGHQGXULQJFRQWULEXWLRQWKHQ\RXUWLPHO\LQWURGXFWLRQFRXOGEHEHQHILFLDOWRDOO
FRQFHUQHG3OHDVHWDNHDPRPHQWWRUHYLHZWKHHQFORVHGUHVXPH

,WKDQN\RXIRU\RXUFRQVLGHUDWLRQDQGORRNIRUZDUGWRVSHDNLQJZLWK\RXVRRQ

6LQFHUHO\



0DUVKDOO,QJUDP

(QFORVXUH

In this letter to a recruiter, the candidate provides much detail about his background and career. The
bullet-point list of potential contributions will strike a chord with many of the recruiter’s clients.
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Writer: Ross Macpherson, CPRW, CJST, JCTC; Pickering, Ontario

Robert A. Bertram

100 Pebble Drive
Banff, Alberta A5B 6D7
Home: (403) 555-7600
Cell:
(403) 555-2222

February 7, 2004
Brian Talbot
Executive Vice President
eGrocers.com Ltd.
2200 Brock Street, Suite 2000
Toronto, Ontario
M1N 2N1
Brian,
After all of our voicemail exchanges, it was a pleasure to have finally spoken with you in regards to
joining your team as CFO. As promised, I am providing a “scribbled account” of my experience
and qualifications in the accompanying résumé; I think you will agree they are an excellent match
to your specific current and future needs.
As you may have gathered, I am a results-driven financial and operational executive with a strong
entrepreneurial spirit. My particular strengths lie in my ability to create solid and cost-effective
foundations, focus on both macro and micro issues, apply innovative thinking, and remain
adaptive not only to spot opportunities but also to capitalize on them.
I had an opportunity to sample your grocery service this weekend, and also to review Ted’s
message on the Internet, and I feel we have a strong connection of values, specifically with regards
to your focus on family and customer service. Additionally, the type of innovative and fast-paced
Internet/Service company you describe is precisely the environment in which I will excel.
I will be in touch within the next 24 hours to follow up and discuss matters further. I am looking
forward to receiving my groceries “between 7 and 10 pm—guaranteed.”
Sincerely,

Robert A. Bertram
Enclosure

Having already networked with an Internet start-up about its CFO position, this candidate specifically
did not want to seem to be “applying for the job”—he saw this as a business transaction, not an application process. The casual and personal tone of the letter reflects his desire to let his personality
come across.

253

Chapter 11 Winning Cover Letters for Senior Managers and Executives

77

Writer: Vivian Van Lier, CPRW, JCTC, CCMC; Valley Glen, CA

3DFLILF6KRUHV3ODFH
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6DELQH0XOOHU
&(2
3DFLILF7UDGHUV,QF
2FHDQ3DUNZD\
0DOLEX&$

'HDU0V0XOOHU

,QWRGD\·VJOREDOHFRQRP\EDODQFLQJWKHWHFKQLFDOLQWULFDFLHVRILQWHUQDWLRQDOWUDGHZLWKWKH
FRPSOH[VXEWOHWLHVRIZRUNLQJZLWKGLYHUVHFXOWXUHVDQGLQWHUQDWLRQDOEXVLQHVVSURWRFROVLV
HVVHQWLDOWRDFKLHYLQJSURILWDEOHUHVXOWV7KLVLVWKHH[SHUWLVHWKDW,EULQJWRWKHWDEOH

,KDYHGHYHORSHGWKHNH\VWUDWHJLFDOOLDQFHVUHTXLUHGWRIDFLOLWDWHWKHPRVWFRPSOH[SURMHFWV³
ZKHWKHULWLVVRXUFLQJDUWLVDQVLQUHPRWHORFDWLRQVPDQDJLQJSULYDWHODEHOSURGXFWLRQSURFHVVHV
RUQHJRWLDWLQJLQWHUQDWLRQDOFUHGLWDQGVKLSSLQJWHUPV0\EDFNJURXQGLQFOXGHV
x 0RUHWKDQ\HDUVRIVXFFHVVIXOLPSRUWH[SRUWH[SHULHQFHLQGLYHUVHDUHDVRI

FRQVXPHUSURGXFWV

x ,QGHSWKNQRZOHGJHRILPSRUWUHJXODWLRQVWDULIIVGXWLHVDQGLQWHUQDWLRQDOWUDGH

DJUHHPHQWV

x 3URMHFWDQGSURGXFWPDQDJHPHQWVWUHQJWKV
x ([SHUWLVHLQYHQGRUVRXUFLQJPDQXIDFWXULQJGLVWULEXWLRQDQGVKLSSLQJ
x &URVVFXOWXUDOFRPPXQLFDWLRQVNLOOV
x :HOOUHVSHFWHGLQWHUQDWLRQDOUHSXWDWLRQIRULQWHJULW\DQGUHOLDELOLW\

,I\RXURUJDQL]DWLRQLVVHHNLQJH[SDQVLRQLQLQWHUQDWLRQDOPDUNHWV,ZRXOGZHOFRPHWKH
RSSRUWXQLW\IRUDSHUVRQDOPHHWLQJ,DSSUHFLDWH\RXUWLPHLQUHYLHZLQJP\TXDOLILFDWLRQV

6LQFHUHO\



.HYLQ-RQHV

HQFORVXUH

This relatively brief letter conveys a great deal of information. First, the candidate communicates his
expertise and how this can help a company in today’s competitive business environment. Second, he
provides “quick-read” bullet points that drive home his capabilities.

254

Cover Letter Magic

78

Writer: Kristie Cook, JCTC, CPRW; Olathe, KS
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'HDU0V&XUWLV

$UH\RXORRNLQJIRUDQH[HFXWLYHOHYHOFDQGLGDWHZLWKVWURQJVNLOOVLQWXUQLQJDURXQGUHYHQXHVDQG
SURILWVDQGH[SHUWLVHLQWKHDJULFXOWXUDOLQGXVWU\",IVRZHKDYHJRRGUHDVRQWRPHHWDV,FDQPDNHD
VLJQLILFDQWFRQWULEXWLRQWRRQHRI\RXUFOLHQWV3OHDVHILQGP\UHVXPHHQFORVHGWRUHYLHZDQGIRUZDUGWR
\RXUFOLHQWVLQQHHGRIDSURIHVVLRQDOZLWKP\TXDOLILFDWLRQV

0\UHVXPHGHPRQVWUDWHVP\IDVWWUDFNSURJUHVVWR9LFH3UHVLGHQWWKHSRVLWLRQ,KDYHKHOGIRUPRUHWKDQ
ILYH\HDUVQRZ:KHQ,WRRNRYHUWKLVSRVLWLRQWHPSRUDULO\WKH.DQVDVGLYLVLRQZDVPDNLQJOLWWOHPRQH\
DQGQRSURILWVDQGKDGDDQQXDOWXUQRYHUUDWH,PPHGLDWHO\,WXUQHGDURXQGWKHGLYLVLRQSURYLQJ
WRWKH3UHVLGHQWRIWKHFRPSDQ\WKDW,ZDVWKHULJKWSHUVRQIRUWKHSHUPDQHQW9LFH3UHVLGHQWSRVLWLRQ

,QWKHSDVWILYH\HDUV,KDYHLQFUHDVHGUHYHQXHVWRPRUHWKDQPLOOLRQDQGWKH\DUHVWHDGLO\ULVLQJ7KH
DQQXDOWXUQRYHUUDWHKDVGURSSHGWR,KDYHPDGHUHPDUNDEOHLPSURYHPHQWVWRWKHVL[VWDWHGLYLVLRQ
LQHYHU\DVSHFWLQFOXGLQJPDUNHWLQJFXVWRPHUVHUYLFHHPSOR\HHUHODWLRQVDQGRSHUDWLRQV,DPWKHRQO\
GLYLVLRQPDQDJHUZLWKZULWWHQUHYHQXHJRDOVDQGDQDFWLRQSODQWRPHHWWKRVHREMHFWLYHV8QIRUWXQDWHO\
WKHUHLVQRZKHUHWRSURJUHVVLQP\FDUHHUZLWKP\FXUUHQWHPSOR\HU

,VHHNDQRSSRUWXQLW\ZKHUH,FDQPDNHDYDOXDEOHFRQWULEXWLRQWRWKHERWWRPOLQHRIDQDJULFXOWXUDO
FRPSDQ\DQGJURZSURIHVVLRQDOO\ZLWKWKHRUJDQL]DWLRQ,I\RXZRXOGOLNHWRZRUNZLWKDFDQGLGDWHZLWK
P\TXDOLILFDWLRQVSOHDVHFDOOPHDW  ,EHOLHYH,FDQKHOS\RXFUHDWHDZLQZLQZLQ
VLWXDWLRQIRU\RXUFOLHQWV\RXDQGP\VHOI7KDQN\RXIRU\RXUWLPHDQGFRQVLGHUDWLRQ,ORRNIRUZDUGWR
PHHWLQJ\RXLQWKHQHDUIXWXUH

6LQFHUHO\




5REHUW0LOOHU

HQFORVXUH

In this letter to a recruiter, the candidate provides a rationale for his job search and does a good job
of appealing to the interests of both the recruiter and his client, the hiring company.
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Writer: Carole Barns; Woodinville, WA

(0,/<./$1*6(7+
/LQFROQ5LYHU5RDGi'DOODV7;i +RPH i )D[ 


/HRQDUG%URZQ&(2
&KLOGUHQ)LUVW
6OHHS\+ROORZ/DQH
%DOWLPRUH0'

)HEUXDU\

'HDU0U%URZQ





/HDGLQJVDOHVDQGPDUNHWLQJRUJDQL]DWLRQVWRPXOWLPLOOLRQGROODUVWDWXVLVP\H[SHULHQFH
&UHDWLQJDQHWZRUNRILQWHUQDWLRQDOVRXUFLQJFKDQQHOVLVP\H[SHUWLVH
,QVSLULQJPXOWLGLVFLSOLQHGWHDPVWRGHOLYHUWKHLUEHVWSHUIRUPDQFHLVP\WDOHQW
8QGHUVWDQGLQJ WHFKQRORJ\ DQG PDQXIDFWXULQJ SURFHVVHV DQG KRZ WR OHYHUDJH WKHP IRU
LPSURYHGJURZWKVHUYLFHDQGTXDOLW\LVP\VWUHQJWK
 3URYLGLQJXQSDUDOOHOHGVHUYLFHWRFXVWRPHUVLVP\SDVVLRQ
7KLV H[SHULHQFH H[SHUWLVH WDOHQW VWUHQJWK DQG SDVVLRQ LV ZKDW , FDQ EULQJ WR &KLOGUHQ )LUVW DV LWV 9LFH
3UHVLGHQWRI6DOHV 0DUNHWLQJ
&XUUHQWO\,DPDQH[HFXWLYHZLWK&UHVFHQW&ORWKHVDOHDGLQJZKROHVDOHURIIDPLO\DSSDUHOZLWKLQWHUQDWLRQDO
VDOHV RI PRUH WKDQ  PLOOLRQ ,Q UHFRJQLWLRQ RI WKH VLJQLILFDQW FRQWULEXWLRQV ,¶YH PDGH WR WKH FRPSDQ\¶V
JURZWKDQGERWWRPOLQHGXULQJP\\HDUVDOHVDQGPDUNHWLQJFDUHHUZLWKLW,ZDVSURPRWHGWZR\HDUVDJR
WR([HFXWLYH9LFH3UHVLGHQWRI6DOHV
:KLOHVHFXUHLQP\SRVLWLRQ,DPFRQILGHQWLDOO\VHHNLQJDQRSSRUWXQLW\WRH[SDQGP\UDQJHRIOHDGHUVKLSDQG
EHFRPHSDUWRIDFRPSDQ\WKDWPLUURUVP\FRPPLWPHQWWRIDPLO\0\JRDOLVWRZRUNLQDQHQYLURQPHQWWKDWLV
JURXQGHG LQ KDUG ZRUN EXW DFNQRZOHGJHV WKH YDOXH RI FUHDWLYLW\ DQG KXPRU LQ ERRVWLQJ SURGXFWLYLW\ DQG
SURILWDELOLW\&KLOGUHQ)LUVW²ZLWKLWVHPSKDVLVRQTXDOLW\DQGVHUYLFH²LVDQRUJDQL]DWLRQZKHUHP\DELOLW\WR
PDQDJHSHRSOHSURMHFWVDQGUHVRXUFHVWRWKHLUKLJKHVWSRWHQWLDOFDQKHOSJXLGHWKHWUDQVLWLRQWR\RXUQH[W
OHYHORIVXFFHVV
/HWPHKLJKOLJKWVRPHRIWKHDFKLHYHPHQWVWKDWUHIOHFWWKHTXDOLW\DQGFDOLEHURIP\SURIHVVLRQDOFDUHHUDV
ZHOODVERWWRPOLQHFRQWULEXWLRQV,KDYHPDGH
 $V ([HFXWLYH 9LFH 3UHVLGHQW RI 6DOHV LQFUHDVHG RYHUDOO VDOHV YROXPH E\  WKURXJK

SURGXFWGLYHUVLILFDWLRQQHZDFFRXQWGHYHORSPHQWH[FOXVLYHPDQXIDFWXULQJVRXUFLQJDQGKLULQJ
WRSQRWFKSHUVRQQHO
 $V 6DOHV ([HFXWLYH ZRQ D  PDUNHW VKDUH RI FRUH DFFRXQWV DQG LQFUHDVHG VDOHV LQ WKH
&KLOGUHQ¶V'LYLVLRQE\
 $V 3URGXFW (QJLQHHU &KLOGUHQ¶V 'LYLVLRQ OHG IURP P\ 7DLZDQ EDVH WKH HIIRUW WR LQFUHDVH
VDOHVLQRQH\HDU
 $V3URGXFWLRQ&RQWURO0DQDJHUUHGXFHGPDQXIDFWXULQJFRVWV

0\ VWUHQJWKV OLH LQ P\ DELOLW\ WR UHFRJQL]H QHZ RSSRUWXQLWLHV FRQFHLYH DQG LPSOHPHQW WKH DFWLRQ SODQV WR
FDSWXUH WKRVH RSSRUWXQLWLHV DQG QHJRWLDWH VWUDWHJLF SDUWQHUVKLSV WR GULYH JOREDO PDUNHW H[SDQVLRQ DQG
UHYHQXHSURILWJURZWK(TXDOO\VWURQJDUHP\TXDOLILFDWLRQVLQJHQHUDOPDQDJHPHQW3 /PDQDJHPHQWDQG
VWDIIVHOHFWLRQDQGWUDLQLQJ
,EHOLHYH,DPWKHFDQGLGDWHZKRFDQWDNHWKHSDVWDQGSUHVHQWVDOHVPDUNHWLQJVXFFHVVHVRI&KLOGUHQ)LUVW
JURZ DQG H[SDQG WKHP DQG SURYLGH D ULFK IXWXUH IRU WKH RUJDQL]DWLRQ LWV FXVWRPHUV DQG LWV HPSOR\HHV
, ORRN IRUZDUG WR GLVFXVVLQJ LQ JUHDWHU GHWDLO ZLWK \RX WKH ZD\V LQ ZKLFK P\ H[SHULHQFH DQG H[SHUWLVH FDQ
GULYHWKDWIXWXUH,ZLOOFDOO\RXZLWKLQWKHQH[WZHHNWRVFKHGXOHDFRQYHUVDWLRQ
6LQFHUHO\

(PLO\./DQJVHWK
(QFORVXUH5pVXPp

The matching lists of bullet points—one describing general areas of expertise and the other detailing
specific accomplishments—begin and end this letter on a strong note.
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& 2 1 ) , ' ( 1 7 , $ /



6KLQZHOO-RKQVRQ

%XUEHUU\0HZV
0DOWRQ$ODEDPD
MRKQQ#DROFRP
>@



7XHVGD\'HFHPEHU

0U&KDUOHV:0RUJDQ
3UHVLGHQWDQG&(2
7RSOLQH,QF
9HQWXUD$YHQXH
6XLWH
0RQWJRPHU\$ODEDPD

'HDU0U0RUJDQ

2QWKHQH[WSDJHV\RXZLOOILQGQLQHGRFXPHQWHGFDSDELOLWLHVWKDWFDQDGGWR7RSOLQH¶V
VXFFHVV(DFKRQHLVFRPSOHWHZLWKTXDQWLILHGUHVXOWVWKDWZHQWULJKWWRWKHERWWRPOLQH
,ZRXOGOLNHWRSXWHYHU\RQHRIWKHPDW\RXUGLVSRVDOE\MRLQLQJ\RXUPDQDJHPHQWWHDP

0\FRPSDQ\YDOXHVZKDW,GR2YHUDOO,¶YHOHGXVWRDLQFUHDVHLQVDOHVVLQFH
$QGDOWKRXJK,ORYHZKDW,GRDQGZHDUHJURZLQJLQRXUOLPLWHGILHOG,PLVVWKH
FKDOOHQJHVXQGHUZKLFK,WKULYH7KDWLVZK\,DPORRNLQJFRQILGHQWLDOO\IRUQHZ
RSSRUWXQLWLHVRIPXWXDOEHQHILW

0D\,FDOOLQDIHZGD\VWRH[SORUHKRZZHOO,PLJKWPDWFK7RSOLQH¶VVSHFLILFQHHGV"

6LQFHUHO\


6KLQZHOO-RKQVRQ

(QFORVXUH5pVXPp


The brevity of this letter is one of its strengths. It is focused, hard-hitting, and appeals to the reader’s
interests. By referring to an attachment in terms of benefit to the reader (“nine documented capabilities that can add to Topline’s success”), the candidate piques the reader’s interest and encourages
him to read further.
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'HFODQ0F%ULGH
(DVWWK6WUHHW1HZ<RUN1<
SKRQHFHOOID[HPDLOGHFODQPFE#DROFRP



6HSWHPEHU

0U7KRPDV+&OHPHQV
9LFH&KDLUPDQ
&LWLEDQN
)LIWK$YHQXH
1HZ<RUN1<


'HDU0U&OHPHQV


5RJHU'DYLGVRQVSRNHZLWK\RXRQ:HGQHVGD\6HSWHPEHUWKDQGVXJJHVWHGWKDW\RXDQG,PHHW5RJHU
IHHOVWKDWP\H[SHUWLVHLQGRPHVWLFDQGLQWHUQDWLRQDOUHDOHVWDWHFRUSRUDWHILQDQFHDQGEXVLQHVVEXLOGLQJ
PLJKWEHQHILW&LWLEDQN,¶GOLNHWRPHHWZLWK\RXDQGILQGRXW


)LUVWVRPHEDFNJURXQG


$VDWUXHJHQHUDOLVWLQP\ILHOG,KDYHVXFFHVVIXOO\WDFNOHGQXPHURXVSURMHFWVWKDWFDQQRWEHSLJHRQKROHG
LQWRDQLFKHKLULQJPRGHO,WKLQNDQGDFWRXWVLGHWKHER[DQGDFRPSDQ\WKDWYDOXHVSURILWDEOHSUREOHP
VROYLQJZLOOYDOXHPHIRUWKDWLVZKDW,GREHVW:KDW,FDQEULQJWR&LWLEDQNLVDYDVWNQRZOHGJHRIUHDO
HVWDWHDQGFRUSRUDWHILQDQFHWKDWVSDQVFRXQWULHVFRQWLQHQWVDQGPXOWLELOOLRQVRIGROODUVLQ
DFTXLVLWLRQVGLVSRVDOVGHYHORSPHQWVILQDQFLQJDQGMRLQWYHQWXUHVIRUPDMRUFRUSRUDWLRQVJRYHUQPHQWV
DQGSULYDWHO\KHOGILUPV


(YHU\WKLQJWKDW,KDYHDFFRPSOLVKHGLQP\\HDUVLQEXVLQHVVKDVGHPRQVWUDWHGDGGLQJYDOXHDQG
SUREOHPVROYLQJDORQJWKHOHQJWKRIWKHUHDOHVWDWHYDOXHFKDLQ,WZRXOGEHLPSRVVLEOHLQDEULHIOHWWHUWR
GLVFXVVDOOWKHIHDWXUHVRIP\H[SHULHQFHWKDWPD\HQJDJH\RX,WKLQN\RXZLOOEHLQWHUHVWHGWRNQRZWKDW
P\FUHGHQWLDOVLQFOXGHDFKLHYHPHQWVLQ

z
z
z
z

7HFKQRORJ\²LPSURYLQJHIILFLHQF\E\SURFHVVDQGNQRZOHGJHPDQDJHPHQW
2SHUDWLRQV²DGGLQJYDOXHDWWKHSK\VLFDOSURSHUW\OHYHO
)LQDQFH²FUHDWLQJYDOXHWKURXJKLQQRYDWLYHILQDQFLQJ
6WUDWHJ\²SRVLWLRQLQJRIFRPSDQLHVRSWLPDOO\LQUHODWLRQWRNH\FRQVWLWXHQWV



,QDGGLWLRQ,¶YHVHHQVXUYLYHGDQGWKULYHGLQWKHXSDQGGRZQVZLQJVRIWZRIXOOPDUNHWF\FOHVHYHQ
GHYHORSLQJDPLOOLRQSURMHFW 3DUN$YHQXH WKDWVROGRXWDWUHFRUGSULFHVDWWKHERWWRPRIWKH
PDUNHW0\FDUHHULWVHOIKDVEHHQRXWVLGHWKHER[²DFURVVFXOWXUDOFURVVERUGHUMRXUQH\WKDWWRRNPHIURP
ZRUNLQP\QDWLYH,UHODQGWRPDQDJHPHQWRIDVWDWHRZQHGUHDOHVWDWHIXQGLQ6DXGL$UDELDWRDQ
LQWHUQDWLRQDOO\UHQRZQHGLQYHVWPHQWEDQNLQ1HZ<RUN&LW\WRUXQQLQJP\RZQILUPWRDFWLQJDV
LQWHUQDWLRQDODGYLVRUWR$%&1HZVDQGRWKHUHQWLWLHV


0U&OHPHQVWKHHQFORVHGLQIRUPDWLRQLOOXVWUDWHVPDQ\RIP\VXFFHVVHV²SURILWDEOHSURMHFWVWKDWGHPRQVWUDWH
WKHW\SHVRIDELOLWLHV,FDQEULQJWR&LWLEDQN,ZRXOGYHU\PXFKHQMR\DQLQIRUPDOPHHWLQJWRWDONRYHU&LWLEDQN¶V
QHHGVDQGKRZ,PLJKWPDNHDGLIIHUHQFHWRWKHFRPSDQ\,¶OOEHLQWRXFKZLWK\RXWKLVZHHN


%HVWUHJDUGV



'HFODQ0F%ULGH

(QFORVXUHV

This candidate successfully positioned his “generalist” background into a deal-making selling point
rather than the detriment he had found it to be when he looked at lower-level positions requiring
specific “niche” expertise. With this letter, he secured numerous interviews for high-level international financial and consulting positions.
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Writer: Vivian Van Lier, CPRW, JCTC, CCMC; Valley Glen, CA

& +5,67,1( 6 721( 

9DOOH\9LHZ'ULYH
:RRGODQG+LOOV&$

 
)D[  




$XJXVW


0DWWKHZ7D\ORU
([HFXWLYH9LFH3UHVLGHQW
7KH&RPPHUFH&RPSDQLHV
%UHQWZRRG%RXOHYDUG
/RV$QJHOHV&$

'HDU0U7D\ORU

6WURQJKXPDQUHVRXUFHVOHDGHUVKLSFDQKDYHDWUHPHQGRXVLPSDFWRQRSHUDWLQJUHVXOWV
%\EXLOGLQJDQGPDQDJLQJDQHIIHFWLYH+5LQIUDVWUXFWXUHDQGGHYHORSLQJVXFFHVVIXO
SURGXFWLYLW\HIILFLHQF\TXDOLW\DQGSHUIRUPDQFHPDQDJHPHQW,KDYHFRQVLVWHQWO\PDGH
DGLUHFWFRQWULEXWLRQWRFRUSRUDWHJRDOV+LJKOLJKWVRIP\SURIHVVLRQDOFDUHHULQFOXGHWKH
IROORZLQJ
x )LIWHHQ\HDUVRIVHQLRUOHYHOH[SHULHQFHDVDQ+5*HQHUDOLVWSURYLGLQJ+5SODQQLQJ
DQGOHDGHUVKLSLQXQLRQDQGQRQXQLRQHQYLURQPHQWVDFURVVGLYHUVHLQGXVWULHV
x ,PSOHPHQWDWLRQRI+5,6WHFKQRORJ\DQGDSSOLFDWLRQVWRLPSURYHLQIRUPDWLRQIORZ
DQGXVHLQVWUDWHJLFSODQQLQJLQLWLDWLYHV
x 6WURQJTXDOLILFDWLRQVLQHPSOR\HHUHODWLRQVZLWKWKHDELOLW\WREXLOGFRQILGHQFHDQG
WUXVWEHWZHHQHPSOR\HHVDQGPDQDJHPHQW
x ,QWURGXFWLRQRIORVVFRQWUROVDIHW\DQGZRUNHU·VFRPSHQVDWLRQIUDXGSURJUDPV
x $XWKRULQJHPSOR\HHPDQXDOVWRSURYLGHHPSOR\HHJXLGHOLQHVLQFRPSOLDQFHZLWK
FKDQJLQJUHJXODWRU\HQYLURQPHQWV


0RVWVLJQLILFDQWO\,KDYHSRVLWLRQHGP\VHOIDQGWKH+5IXQFWLRQDVDSDUWQHUWRVHQLRU
PDQDJHPHQWWRZRUNWRJHWKHUWRZDUGSURGXFLQJWRSSHUIRUPLQJZRUNIRUFHVDEOHWRPHHW
RSHUDWLQJFKDOOHQJHV,DPFXUUHQWO\VHHNLQJDQHZRSSRUWXQLW\DVDVHQLRUOHYHO+5
SURIHVVLRQDOZLWKDQRUJDQL]DWLRQVHHNLQJWDOHQWGULYHHQWKXVLDVPDQGOHDGHUVKLSH[SHUWLVH
$VVXFK,ZRXOGZHOFRPHDSHUVRQDOLQWHUYLHZWRH[SORUHVXFKSRVLWLRQVZLWK\RXU
RUJDQL]DWLRQ7KDQN\RX

6LQFHUHO\



&KULVWLQH6WRQH

HQFORVXUH

With concise bullet points that capture her most salient qualifications, this candidate conveys her
expertise and relevant experience in a fairly brief letter.
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Writer: Lorie Lebert, CPRW, IJCTC, CCMC; Novi, MI

7KRPDV5/HRQDUG-U
(PDLOMUWRPOHRQ#DROFRP



&KHVDSHDNH'ULYH+ROO\0LFKLJDQ
5HVLGHQFH3DJHU

([HFXWLYH/HYHO6DOHV0DUNHWLQJ 0DQDJHPHQW3URIHVVLRQDO



2FWREHU


0HUHGLWK$QGUHZV
3UHVLGHQW&22
)RUZDUG6WUDWHJLHV,QF
0LFKLJDQ3DUNZD\
/DQVLQJ0,

'HDU0V$QGUHZV

,I\RXJRWDSHUVRQDOO\ZULWWHQWKDQN\RXQRWHIURPWKHRZQHURIWKHFRPSDQ\ZRXOGQ·W\RX
DSSUHFLDWHLW"0\FXVWRPHUVGR,NQRZWKDWLWWDNHVDORWRIWLPHEXWZKHQSHRSOHSODFHWKHLU
WUXVWLQPH,DSSUHFLDWHLWDQGVKRZP\JUDWLWXGHZLWKDSHUVRQDOQRWH7KLVLVDQH[DPSOHRIWKH
ZD\,GREXVLQHVV

7KURXJKRXWP\FDUHHU,KDYHH[SHULHQFHGIXOOUHVSRQVLELOLW\DQGOHDGHUVKLS0\VFRSHRI
UHVSRQVLELOLWLHVKDVEHHQGLYHUVHDQGLQFOXGHGFRUSRUDWHDGPLQLVWUDWLRQVWUDWHJLFSODQQLQJ
SURJUDPPDQDJHPHQWDQGILQDQFLDODQDO\VLV,KDYHEHHQVXFFHVVIXODWLPSOHPHQWLQJVWUDWHJLHV
DQGH[HFXWLQJWDFWLFVWKDWFXWFRVWVDQGVDYHGGROODUV7KHVHLQLWLDWLYHVDFFRPSOLVKHGPXOWLSOH
GHOLYHUDEOHVWKDWJDLQHGPDUNHWVKDUHLQDKLJKO\FRPSHWLWLYHLQGXVWU\

,HVWDEOLVKHGORQJWHUPUHODWLRQVKLSVDQGGHYHORSHGVROLGEXVLQHVVSUDFWLFHVWKDWKDYHLQFUHDVHG
VDOHVVWUHQJWKHQHGPDUNHWSRVLWLRQLQJDQGJDLQHGDVHFXUHIRRWKROGRQORQJWHUPUHWXUQRQ
LQYHVWPHQW,DPH[WUHPHO\NQRZOHGJHDEOHDWXWLOL]LQJSHUVRQDODQGSURIHVVLRQDOH[SHULHQFHWR
EHQHILWVDOHVDQGVXSSRUW

&XUUHQWO\,DPH[SORULQJQHZFDUHHUFKDOOHQJHVDQGRSSRUWXQLWLHVZKHUH,FDQFRQWLQXHSURYLGLQJ
H[FHOOHQWOHDGHUVKLSDQGPRWLYDWLRQ7KHLGHDOVLWXDWLRQZRXOGUHTXLUHFRPELQHGVWUDWHJLFDQG
RSHUDWLQJOHDGHUVKLSLQDQRUJDQL]DWLRQSRLVHGWRPHHWWKHIXWXUHZLWKLQWHOOLJHQFHDQG
GLVFHUQPHQW

$QWLFLSDWLQJ\RXUQHHGIRUOHDGHUVKLSZLWKP\EDFNJURXQG,DPHQFORVLQJP\UpVXPpZKLFK
VXPPDUL]HVP\DFKLHYHPHQWVH[SHULHQFHDQGRWKHULQIRUPDWLRQ\RXZLOOILQGKHOSIXO,DP
FRQILGHQWWKDWWKHVWUHQJWKRIP\H[SHULHQFHFRPELQHGZLWKP\GHGLFDWLRQHQHUJ\DQG
FRPPLWPHQWZLOODGGPHDVXUDEOHYDOXHWR\RXURUJDQL]DWLRQ7KDQN\RX

6LQFHUHO\



7KRPDV5/HRQDUG-U

5pVXPpHQFORVHG

The “headline” in this letter immediately identifies the candidate’s level and career goals. The first
paragraph is interesting and attention-getting, and conveys his leadership philosophy.
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Writer: Lisa LeVerrier, CPRW, JCTC, MA, MS; Deerfield Beach, FL

6QG6WUHHW
%RFD5DWRQ)/

-RKQ*ORJDX





3KRQH  
$YDLODEOHIRU5HORFDWLRQ

)HEUXDU\


-RKQ%URZQ&(2
,QWHUQDWLRQDO7HOHFRPPXQLFDWLRQV,QF
5LYHUVLGH$YHQXH
6DQ%HUQDUGLQR&$

'HDU0U%URZQ

$V'LUHFWRURI,QWHUQDWLRQDO'HYHORSPHQWIRU$%&)UHLJKW6\VWHPV,OHGDVWDUWXS
LQWHUQDWLRQDOWUDQVSRUWDWLRQVHUYLFHVGLYLVLRQWKURXJKFULWLFDOVWDUWXSJURZWKDQG
RSHUDWLRQVF\FOHV)RUWKHSDVWVHYHQ\HDUV,EXLOWLQWHUQDWLRQDOPDUNHWSUHVHQFHDFFHOHUDWHG
UHYHQXHJURZWKDQGRXWSHUIRUPHGWKHFRPSHWLWLRQ1RWDEOHDFKLHYHPHQWVLQFOXGHWKH
IROORZLQJ


x ([SDQVLRQLQWRFRXQWULHVZLWKLQWKHILUVW\HDUDQGFRXQWULHVZLWKLQIRXU\HDUV


x *URVVPDUJLQVLQH[FHVVRIDIWHUILUVW\HDURIRSHUDWLRQ


x &RQVLVWHQWDQQXDOJURZWKLQVDOHVYROXPHUHVXOWLQJLQUHYHQXHLQFUHDVHVRISHU\HDU

$V'LUHFWRU,DOVRHVWDEOLVKHGDQ,QWHUQDWLRQDO&XVWRPHU6HUYLFH&HQWHUDQG7HOHPDUNHWLQJ
&HQWHU,UHFUXLWHGDQGWUDLQHGDOOVWDIIDQGSOD\HGDVLJQLILFDQWUROHLQGHYHORSLQJDQ
DXWRPDWHGELOOLQJWUDFLQJDQGDFFRXQWLQJV\VWHPWKDWVLJQLILFDQWO\LPSURYHGFXVWRPHU
UHVSRQVHWLPH

&RPSOHPHQWLQJP\DELOLW\WRSURGXFHVDOHVGROODUVDQGOHDGVWDUWXSVDOHVRUJDQL]DWLRQVDUH
HTXDOO\VWURQJTXDOLILFDWLRQVLQWUDLQLQJDQGOHDGLQJSURIHVVLRQDOVDOHVWHDPV:KLOHDW$%)
,FRQGXFWHGIURQWHQGDQDO\VLVUHVHDUFKHGWUDLQLQJQHHGVDQGLPSOHPHQWHGDSRZHUIXO
VDOHVDQGQHJRWLDWLRQWUDLQLQJSURJUDPWKDWKHOSHGUHGXFHVDOHVIRUFHWXUQRYHUIURPWR
LQILYH\HDUV

,OHDGE\H[DPSOHDQGSURYLGHVWURQJGHFLVLRQPDNLQJSUREOHPVROYLQJDQGSURMHFW
PDQDJHPHQWVNLOOV,QIDFW,KDYHQHYHUPLVVHGDSURMHFWGHDGOLQH,IGHFLVLYHDQGDFWLRQ
GULYHQOHDGHUVKLSDUH\RXUJRDOVZHVKRXOGPHHW,ZHOFRPHWKHRSSRUWXQLW\IRUDSHUVRQDO
LQWHUYLHZDQGFDQDVVXUH\RXWKDWP\H[SHUWLVHZLOOEHRIYDOXHLQ\RXUVDOHVDQGJOREDO
H[SDQVLRQHIIRUWV7KDQN\RX

6LQFHUHO\



-RKQ*ORJDX

(QFORVXUH5pVXPp



This letter is extremely well written, with an executive-level tone, concise language, and a strong focus
on bottom-line results. Numbers included are impressive.
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Writer: Don Orlando, MBA, CPRW, JCTC, CCM, CCMC; Montgomery, AL
&21),'(17,$/

- 26,$+ $ 0%(5/< 
3RQGHU'ULYH0LGODQH&LW\$ODEDPD

>@ +RPH 


1RYHPEHU

0V1RUD:0RUJDQ
3UHVLGHQWDQG&(2
7RSOLQH,QF
9HQWXUD$YHQXH
6XLWH
0RQWJRPHU\$ODEDPD

'HDU0V0RUJDQ

)RUPRUHWKDQWHQ\HDUV,·YHKDGIXOOSURILWDQGORVVUHVSRQVLELOLW\IRUDPDQXIDFWXULQJ
FRPSDQ\0\FRPSDQ\·VEXVLQHVVLVPDNLQJZRRGSURGXFWVP\EXVLQHVVLVPDNLQJ
VDOHV$QG,OLNHWKDWSDUWRIWKHEXVLQHVVVRZHOO,ZDQWWRGHYRWHDOOP\HQHUJLHVDQG
WDOHQWVWRVHUYLQJDVDVHQLRUVDOHVSURIHVVLRQDO

$VDILUVWVWHS,KDYHDWWDFKHGD´UHVHDUFKGRFXPHQWµGHVLJQHGWRLOOXVWUDWHVDOHV
UHODWHGSHUIRUPDQFH,QLW\RXZLOOILQGPRUHWKDQDKDOIGR]HQVDOHVFRQWULEXWLRQVWR
P\FRPSDQ\·VERWWRPOLQH%HKLQGWKHQXPEHUVLVWKLVSHUVRQDOSURIHVVLRQDOFRGHWKDW
JXLGHVDOO,GR






 $SRVLWLYHDWWLWXGHLVDPDMRUVDOHVWRRO,WPDNHVP\FRPSDQ\FRPHDOLYHIRU

FXVWRPHUVFROOHDJXHVDQGPDQDJHPHQW

 $JRRGVDOHVUHFRUGUHVWVRQWRPRUURZ·VQXPEHUV0\JRDOLVWRKDYHRXU

FXVWRPHUVWKLQNRIXVDVWKHVROHVRXUFHWKH\FDQ·WGRZLWKRXW

 $FRUSRUDWHUHSXWDWLRQIRUKRQHVW\LVWKHEHVW´FROGFDOOLQJµVDOHVWRRO

,IP\DSSURDFKWREXVLQHVVDQGP\WUDFNUHFRUGDSSHDOWR7RSOLQH,ZRXOGOLNHWR
H[SORUHKRZ,FDQVHUYH\RXUVSHFLILFQHHGV0D\,FDOOLQDIHZGD\VWRVHWXSDQ
DSSRLQWPHQW"

6LQFHUHO\



-RVLDK$PEHUO\

(QFORVXUH5pVXPp

Starting off with a compelling rationale for seeking a sales rather than general management position,
this job seeker goes on to highlight sales philosophy and strong results that should capture his reader’s attention.
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Writer: Martin Buckland, CPRW, CJST, CEIP, JCTC; Oakville, Ontario

PHILLIP TROTTER
2020–444 Water Street, Toronto, Ontario M7R 1K1
(416) 333-3333

18TH February 2004
Mr. Paul Smith
Director of Human Resources
City of Toronto
666 Bay Street
P.O. Box 213
Toronto, Ontario M5R 2V2
Dear Mr Smith:
“Success is a journey, not a destination” is my company philosophy, and it applies to this vibrant
city also. The City of Toronto is becoming an increasingly popular place to visit. I am proud to live in
and serve my home community in a number of ways: through the medium of television by producing
and hosting the Neighbour to Neighbour show, as a volunteer with a variety of organizations, and by
being selected to officiate as the Master of Ceremonies with our municipality at the “Sound of Music
Festival” and the “Lakeside a la Carte.”
The advertised position, Executive Director of Tourism Toronto, sounds exciting and fits
exactly into my realm of community involvement and spirit. My résumé is enclosed. One of my
greatest strengths is the ability to motivate and cultivate support for events, which is a quality this
position requires. I am also regarded as an effective communicator, another requisite that enhances my
feeling that I should be considered for the Executive Director position.
I would welcome a personal interview to discuss how I can continue to promote the City of
Toronto. I appreciate your time in reviewing my résumé.
Sincerely,

Phillip Trotter
Enc.

Obviously, this letter was written just for this opportunity as Executive Director of Tourism for
Toronto. It conveys passion for the city as well as strong qualifications for the position.
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&$5/$%$/(;$1'(5
7LSWRS7HUUDFHf+D]OHW1-f


















)HEUXDU\

 

 



0V0DULDQQH0D[ZHOO
&RPPLVVLRQ$XGLWRU
&HOHVWH&RXQW\*RYHUQPHQWDO&HQWHU
6HYHQWK$YHQXH
&U\VWDO/DNH)/

'HDU0V0D[ZHOO

$VD6HQLRU)LQDQFHDQG2SHUDWLQJ([HFXWLYHZKRKDVSURSHOOHGWKHJURZWKRID
PXOWLPLOOLRQGROODUVLWHRUJDQL]DWLRQ,FDQRIIHUWKHOHDGHUVKLSGULYHDQGLQWHJULW\
UHTXLUHGIRUWKH&HOHVWH&RXQW\$GPLQLVWUDWRUSRVLWLRQ

0\EDFNJURXQGLQFOXGHVWHQ\HDUVRIVHQLRUH[HFXWLYHH[SHULHQFHGXULQJZKLFKWLPH,KDYH
GHPRQVWUDWHGVWUHQJWKVLQVWUDWHJLFSODQQLQJEXVLQHVVGHYHORSPHQWILQDQFLDOPDQDJHPHQW
RSHUDWLRQVPDQDJHPHQWQHJRWLDWLRQPDUNHWLQJ0,6DQGHPSOR\HHUHODWLRQV

&HOHVWH&RXQW\LVDJURZLQJFRPPXQLW\DQGWKH&RXQW\$GPLQLVWUDWRUPXVWKDYHWKH
IRUHVLJKWSODQQLQJVNLOOVDQGIOH[LELOLW\WRVXFFHVVIXOO\PDQDJHLWVJURZWK,QP\SUHVHQW
SRVLWLRQ,KDYH

f 'UDVWLFDOO\LPSURYHGHDUQLQJVDQGSURILWVDQGOHGWKHFRPSDQ\RXWRIVHYHUHILQDQFLDO
FULVLV
f 6SHDUKHDGHGWKHGHYHORSPHQWRIILQDQFLDOFRQWUROEXGJHWDQGIRUHFDVWLQJV\VWHPVDEOH
WRKDQGOHWKHUDSLGJURZWKDQGH[SDQVLRQRIWKHFRPSDQ\
f ,QVWLWXWHGDZLGHUDQJHRIVXFFHVVIXOFRVWFRQWUROPHDVXUHV
f 0D[LPL]HGLQYHVWPHQWHDUQLQJVDQGLQFUHDVHGEHQHILWVDQGILQDQFLDOLQFHQWLYHVIRU
HPSOR\HHV
f &UHDWHGDSRVLWLYHWHDPRULHQWHGDWPRVSKHUHDQGJDLQHGWKHOR\DOW\DQGWUXVWRI
HPSOR\HHV

,I\RXDUHVHDUFKLQJIRUDQLQQRYDWLYHSURDFWLYHOHDGHUZKRZLOOKDYHDSRVLWLYHLPSDFWRQ
WKHFRXQW\RUJDQL]DWLRQDQGWKHFRPPXQLW\SOHDVHFRQWDFWPHWRDUUDQJHDQLQWHUYLHZ,
DPHDJHUWROHDUQPRUHDERXWWKHFKDOOHQJHVIDFLQJ&HOHVWH&RXQW\DQGFODULI\KRZ,FDQ
PDNHDGLIIHUHQFH

7KDQN\RXIRU\RXULQWHUHVWDQGFRQVLGHUDWLRQ

 








6LQFHUHO\



 








&DUOD%$OH[DQGHU

(QFORVXUH

This letter’s powerful first paragraph is an excellent introduction and “sales pitch” for the candidate.
It is followed by facts and figures that support her candidacy for the job.
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Writer: Diane Burns, CCMC, CPRW, CCM, JCTC; Columbia, MD

-RKQ30LFKDHOV



/LWWOHWRQ:D\z&KLFDJR,/


7HO  z-30#\DKRRFRP

1RYHPEHU


0U$QGUHZ6HWK
6HUYLFHV&RUSRUDWLRQ
6WHIIHQV'ULYH
&KLFDJR,/

'HDU0U6HWK

'LVWLQJXLVKHG H[HFXWLYH H[SHULHQFH LQ /RJLVWLFV DQG 7UDQVSRUWDWLRQ 0DQDJHPHQW DQ H[FHSWLRQDO
UHFRUG RI FRPSOH[ LVVXH UHVROXWLRQ DQG QXPHURXV GHSOR\PHQWV WKURXJKRXW (XURSH DQG WKH 0LGGOH
(DVWZLWKVHQLRURYHUVLJKWIRUORJLVWLFVRSHUDWLRQVDQGSODQQLQJTXDOLI\PHIRUFRQVLGHUDWLRQZLWK\RXU
RUJDQL]DWLRQ,KDYHHQFORVHGP\UHVXPHZLWKEULHIKLJKOLJKWVRIH[SHULHQFHIRU\RXUFRQVLGHUDWLRQ

2YHUWKH\HDUV,FRQVLVWHQWO\LPSURYHGDQGFRRUGLQDWHGYDULRXVORJLVWLFDORSHUDWLRQV
x 0DQDJHG SURJUDPPHG DQG HVWLPDWHG DOO ORJLVWLFDO DFFRXQWV QHJRWLDWHG FRQWUDFWV
SURFHVVHGHDUQLQJVDQGUHFRQFLOHGDXWRPDWHGILQGLQJVUHSRUWV
x +HOG FRPSOHWH RYHUVLJKW IRU SHWUROHXP RLOV DQG OXEULFDQWV DFFRXQWDELOLW\ IRU EXON DQG
FRXSRQLVVXH
x 0DLQWDLQHGZDUHKRXVHVLQVWDWHRIWKHDUWSRVWXUH

0\H[SHUWLVHLVUHFRJQL]HGWKURXJKVXSHULRUSHUIRUPDQFHUDWLQJVQXPHURXVOHWWHUVRIFRPPHQGDWLRQ
DQG SUHVWLJLRXV DZDUGV 0\ VNLOOV DQG H[SHULHQFH ZRXOG EH D JHQXLQH EHQHILW WR \RXU RSHUDWLRQV
, FDQ SURYLGH DJJUHVVLYH DQG DWWDLQDEOH UHVXOWV DQG VWUHDPOLQHG DQG HIILFLHQW RSHUDWLRQV WUDLQLQJ
DQG H[HFXWLYH PDQDJHPHQW 7KHVH DWWULEXWHV KDYH EHHQ KLJKO\ VRXJKW E\ ORJLVWLFV PDQDJHUV
WKURXJKRXWP\PLOLWDU\FDUHHU
³0DJQLILFHQWSHUIRUPDQFHIURPDWUXO\TXDOLW\RIILFHU´
³+LVWHFKQLFDOH[SHUWLVHNQRZVQRERXQGVDQGKDVUHVXOWHGLQGUDPDWLFLPSURYHPHQWVLQWKH
UHSDLUSDUWVVXSSO\SROLF\´
³+LV RXWVWDQGLQJ DFFRPSOLVKPHQWV«UHIOHFWHG KLV XQTXHVWLRQDEOH FRPPLWPHQW WR SUHFLVLRQ
SODQQLQJH[DFWLQJPDQDJHPHQWDQGTXDOLW\VWDIIZRUN´
³,ZRXOGILJKWWRKDYHKLPDVVLJQHGWRDQ\RIP\IXWXUHXQLWV´

<RXPD\FRQWDFWPHDWWKHDERYHDGGUHVVRUSKRQHQXPEHUWRIXUWKHUGLVFXVVP\TXDOLILFDWLRQVDQG
KRZ , FDQ EHVW VHUYH \RXU UHTXLUHPHQWV HQKDQFH \RXU RSHUDWLRQV DQG LQFUHDVH \RXU SRVWXUH LQ
ORJLVWLFVDQGWUDQVSRUWDWLRQ,ZLOOEHKDSS\WRSURYLGH\RXZLWKDGGLWLRQDOLQIRUPDWLRQRUUHIHUHQFHV
7KDQN\RXIRUWDNLQJWKHWLPHWRUHYLHZP\TXDOLILFDWLRQV

6LQFHUHO\


-RKQ30LFKDHOV



(QFORVXUH


There is little to indicate that this letter is from a transitioning military officer; it does a good job
of communicating military experiences in “civilian” terms. The quotes definitely help sell this
candidate.
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Writer: John O’Connor, MFA, CPRW; Raleigh, NC

-$1(--2+1621



$PHULFDQ:D\
$Q\ZKHUH1&
MDQHMRKQVRQ#LQWHUQHWFRP
 


'HFHPEHU


5XGQLFN :ROIH
1RUWK/D6DOOH6WUHHW
6XLWH
&KLFDJR,/

7R:KRP,W0D\&RQFHUQ

3OHDVHUHYLHZDQGFRQVLGHUP\FUHGHQWLDOVIRUDQ$WWRUQH\SRVLWLRQZLWK5XGQLFN :ROIH

$IWHU PXFK SHUVRQDO DQG SURIHVVLRQDO FDUHHU DQDO\VLV , DP YHU\ H[FLWHG DERXW IRUZDUGLQJ P\
FUHGHQWLDOVIRUUHORFDWLRQEDFNWRWKH&KLFDJRDUHD&XUUHQWO\,VHUYHZLWKWKHODZILUPRI0DQQLQJ
)XOWRQ  6NLQQHU LQ 5DOHLJK 1RUWK &DUROLQD ZKHUH , KDYH XWLOL]HG VNLOOV LQ UHDO SURSHUW\ DQG UHDO
HVWDWHODZDQGPRUWJDJHODZWRGHYHORSDODUJHKLJKO\UHVSHFWHGSUDFWLFH

,IHHOWKDWP\EDFNJURXQGLQEXVLQHVVDQDO\VLVDQGEXVLQHVVFRQVXOWDWLRQZLWKLQVXUDQFHDQGEDQNLQJ
LQGXVWU\FRPSDQLHVSURYLGHV\RXUILUPZLWKWKHRSSRUWXQLW\WRGHYHORSDQGJURZEXVLQHVVLQWKHVH
LQGXVWULHV:LWKRXWUHVHUYDWLRQ,RIIHU\RXWKHKLJKHVWOHYHORISURIHVVLRQDODQGSHUVRQDOFRPPLWPHQW

6RPHRIWKHNH\DUHDVZKHUHP\H[SHULHQFHLVVWURQJHVWDUH

x 3URSHUW\6DOHVDQG$FTXLVLWLRQV
x &RUSRUDWH$QDO\VW3URFHVV/LDLVRQ
x %XVLQHVVDQG+ROGLQJ(QWLW\
x /HDVLQJRI1HZ3URSHUWLHVDQG5HQHZDOV
x 5HDODQG3HUVRQDO3URSHUW\/RDQV
x (QYLURQPHQWDO3UREOHPVDQG3UREOHP5HVROXWLRQ
x 6WURQJ5HSUHVHQWDWLYH&OLHQW%DVH3URIHVVLRQDO,QGXVWU\/HDGHUVKLS

0\FDUHHUKLVWRU\HPSKDVL]HVVLJQLILFDQWDFKLHYHPHQWVDQGWUDQVIHUDEOHOHDGHUVKLSSHUIRUPDQFHWKDW
ZLOO DOORZ PH WR GHYHORS QHZ FOLHQWV DQG NHHS FXUUHQW SURIHVVLRQDO UHODWLRQVKLSV 0\ VDODU\
UHTXLUHPHQWVDUHGHSHQGLQJRQFRPSHQVDWLRQSDFNDJH

7KDQN\RXIRU\RXUWLPHDQGFRQVLGHUDWLRQ,ORRNIRUZDUGWRVSHDNLQJZLWK\RXVRRQ


6LQFHUHO\



-DQH--RKQVRQ

(QFORVXUH



Focusing on areas of expertise within the legal field, this letter is a straightforward business communication. Its lack of a “sales pitch” is very appropriate for its conservative law-firm audience.
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Writer: Susan Britton Whitcomb, CCMC, CCM, NCRW, CPRW; Fresno, CA

C AROLE S CHULTZ
6KHOO'UDNH&LUFOH
7KH:RRGODQGV7H[DV


FVFKXOW]#HDUWKOLQNQHW

5HVLGHQFH  
9RLFH0DLO  


6HSWHPEHU


&-2OVRQ
([HFXWLYH5HFUXLWHUV,QF
6RXWKVLGH
+RXVWRQ7H[DV

'HDU0U2OVRQ
´7UHDWHPSOR\HHVOLNHSDUWQHUVDQGWKH\DFWOLNHSDUWQHUVµ
)UHG$OOHQ&(23LWQH\%RZHV

$VDEXVLQHVVOHDGHU,EHOLHYHVWURQJO\LQJLYLQJHPSOR\HHVRZQHUVKLSRIWKHLUZRUN7KLVHPSRZHUPHQW
PRGHOKDVEHHQNH\WRP\VXFFHVVDVDQHQJLQHHULQJPDQDJHUJOREDOPDQXIDFWXULQJPDQDJHUDQGPRVW
UHFHQWO\YLFHSUHVLGHQWRILQWHUQDWLRQDOEXVLQHVVGHYHORSPHQWIRUDPXOWLPLOOLRQGROODUWHFKRUJDQL]DWLRQ
7KHHQFORVHGUpVXPpRXWOLQHVP\\HDUVRIVHQLRUPDQDJHPHQWH[SHULHQFHKLJKOLJKWVRIZKLFKLQFOXGH
WKHIROORZLQJ
¾6WUDWHJLF3ODQQLQJ$XWKRUHGVWUDWHJLHVIRUJURZWKPDQDJHPHQWWXUQDURXQGDQGPDUNHW
FRQWUDFWLRQIRU'DWD7HFK,QF,GHQWLILHGSURILWDEOHDFTXLVLWLRQDQGGLYHUVLILFDWLRQRSSRUWXQLWLHV
DQGIDFLOLWDWHGQHJRWLDWLRQVIRUVDOHRIVRIWZDUHGLYLVLRQWR)RUWXQHFRPSDQ\
¾*URZWK3HUIRUPDQFH,QFUHDVHGXQLWVDOHVDQGFDSWXUHGPLOOLRQLQUHYHQXHJURZWKSHU
\HDUGHVSLWHVKULQNLQJSULFHSRLQWV0HPEHURIVDOHVFORVLQJWHDPIRUFRQWUDFWVZLWKWKHWRSILYH
PDQXIDFWXUHUVRIFRPSXWHUHTXLSPHQW
¾3URILW(QKDQFHPHQW&XWFRVWVLQPDMRUH[SHQVHFDWHJRU\E\PLOOLRQWKURXJKGHVLJQ
LQWHJUDWLRQDQGLQQRYDWLYHDOOLDQFHSURJUDPVZLWKYHQGRUSDUWQHUVVXFKDV/XFHQWDQG1(&
¾+XPDQ5HVRXUFHV0DQDJHGGLYHUVHJHRJUDSKLFDOO\GLVSHUVHGZRUNIRUFHRILQ5 '
PDQXIDFWXULQJDQGEXVLQHVVGHYHORSPHQW8QLILHGPDUNHWLQJVDOHVDQGHQJLQHHULQJRQDJOREDO
VFDOH1RWHGIRUH[FHSWLRQDOWHDPEXLOGLQJPRWLYDWLRQDODQGOHDGHUVKLSVNLOOV
¾0DQXIDFWXULQJ2YHUVDZWHFKQRORJ\PDQXIDFWXULQJRSHUDWLRQVLQ$VLD(XURSHDQGWKH8QLWHG
6WDWHV3HUVXDGHGRYHUVHDVFRQWUDFWPDQXIDFWXUHUVWRLQYHVWPLOOLRQLQFDSLWDOLPSURYHPHQWV
%URXJKWQHZSURGXFWVWRPDUNHWZLWKVLJQLILFDQWFRPPHUFLDOL]DWLRQYDOXH
,·GOLNHWRSXWWKHVHVWUHQJWKVWRZRUNLQDQRWKHUVWUDWHJLFGLUHFWLRQDOUROH6KRXOGRQHRI\RXUFOLHQW
FRPSDQLHVKDYHQHHGRIDQH[HFXWLYHZLWKP\WUDFNUHFRUG,ZRXOGDSSUHFLDWHDQRSSRUWXQLW\WRWDON

6LQFHUHO\



&DUROH6FKXOW]

(QFORVXUH

Writing to a recruiter, this executive relates three areas of expertise and supports them with brief
summaries of her achievements in these areas. Her leadership philosophy is communicated in the
first paragraph and is enhanced by the quote that leads off this letter.

Chapter 1 A Résumé Primer
Chapter 7 Before and After Cover Letter Transformations

Chapter

12
Winning Cover Letters
for Technical and
Scientific Professionals
Top 5 Cover Letter–Writing Tips for Technical and Scientific
Professionals
1. Be sure to spotlight your most significant and most “saleable” technical
qualifications as they relate to the specific company to which you are
writing.
2. Demonstrate how your technical skills have positively impacted the
company’s operations, productivity, and financial performance.
3. It is beneficial for technical professionals to cite evidence of “people” skills.
Tell how you’ve worked with teams, communicated with nontechnical people, improved morale, or made contributions other than just technical
feats.
4. Relate your technical skills to overall business needs; don’t try to sell “technology for technology’s sake.”
5. It’s important to use technology in your job search. For instance, communicate with employers as much as possible by e-mail; whenever it’s an option,
use an online application; and post your resume at a private URL.
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Writer: Janet Beckstrom, CPRW; Flint, MI

%HQQLQJWRQ5RDG
2ZRVVR0,

$1'5($648,11


DQGUHDT#PVQQHW







)HEUXDU\


&KDUOHV0DUWLQ'LUHFWRURI,7
&DPSDQHOOD,QGXVWULHV
,QGXVWULDO%RXOHYDUG
)OLQW0,

'HDU0U0DUWLQ
7KUHH\HDUVDJR,GLGQ¶WNQRZDSUR[\VHUYHUIURPDSUR[\YRWHURUDZLUHFULPSHUIURP
DKDLUFULPSHU%XW,EHFDPHLQWHUHVWHGLQWKH,7ILHOGDQGFKDOOHQJHGP\VHOIWRUHWXUQ
WRVFKRROHDUQDGHJUHHDQGHPEDUNRQDQHZFDUHHU7KDW¶VZKHUH,DPQRZ²,¶YH
ILQLVKHGWKHILUVWWZRSDUWVRIP\JRDODQGQRZ,DPORRNLQJIRUP\ILUVWMRELQP\QHZ
FDUHHU0\UHVXPHLVHQFORVHGIRU\RXUUHYLHZ
$V\RXPD\NQRZ%DNHU&ROOHJHKDVDFRPSUHKHQVLYHSURJUDPOHDGLQJWRDGHJUHH
LQ&RPSXWHU1HWZRUNLQJ7HFKQRORJ\ZLWKD0LFURVRIW2SWLRQ(YHQP\LQWHUQVKLS
FRRUGLQDWRUFRPPHQWHGRQKRZZHOOSUHSDUHG,DPIRUVRPHRQHQHZWRWKHILHOG
%HJLQQLQJWKLVVXPPHU,SODQWRWDNHWKHDSSURSULDWHFHUWLILFDWLRQH[DPVXQWLO,REWDLQ
WKH0LFURVRIW&HUWLILHG6\VWHPV$GPLQLVWUDWRU 0&6$ FUHGHQWLDO
%H\RQGWKHHGXFDWLRQDQGWUDLQLQJ,¶YHUHFHLYHGLVVRPHWKLQJDOLWWOHPRUHLQWDQJLEOH²
P\FRPPLWPHQWDQGPRWLYDWLRQ)RUH[DPSOHP\LQWHUQVKLSFRRUGLQDWRUZURWHRQP\
HYDOXDWLRQWKDW³>$QGUHD@LVWKRURXJKDQGUHOHQWOHVVLQJHWWLQJSUREOHPVUHVROYHG²DQG
\HWZLWKDVPLOHRQKHUIDFH´,FDQEULQJWKDWNLQGRISRVLWLYHDWWLWXGHWR\RXU
RUJDQL]DWLRQ
,ZRXOGDSSUHFLDWHLWLI\RXZRXOGUHYLHZP\FUHGHQWLDOVDQGFRQWDFWPHIRUDQLQWHUYLHZ
,¶PFRQILGHQWWKDWJLYHQWKHRSSRUWXQLW\,FDQEHDYDOXHGPHPEHURI\RXU,7WHDP
7KDQN\RXIRU\RXUFRQVLGHUDWLRQ


6LQFHUHO\




$QGUHD64XLQQ

(QFORVXUH

With a recent degree in Computer Networking Technology but no hands-on experience, this individual used her letter to communicate the value of her education and the strength of her motivation.

Chapter 12 Winning Cover Letters for Technical and Scientific Professionals
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Writer: Ross Macpherson, CPRW, CJST, JCTC; Pickering, Ontario

-DVPLW.KDQGDUL
5LYHUVLGH$YHQXH6W$XJXVWD2QWDULR//;
 MNKDQGDUL#KRWPDLOFRP






$OLVRQ.RVWLF
0DQDJHU²6\VWHP'HYHORSPHQW
'DWD6WRU6\VWHPV
3LQHKXUVW$YHQXH8QLW
6W$XJXVWD2QWDULR013

$SULO


5H-XQLRU3URJUDPPHU


'HDU0UV.RVWLF

/HW¶V IDFH LW EDVLF FRPSXWHUSURJUDPPLQJ VNLOOV DUH D GLPH D GR]HQ WKHVH GD\V :KDW WUXO\ PDNHV WKH GLIIHUHQFH
HVSHFLDOO\LQD-XQLRU3URJUDPPHULVSURIHVVLRQDOFRPPLWPHQWWKHGULYHWRH[FHODQGWKHDELOLW\WRDSSO\WKRVHVNLOOV
FRQVLVWHQWO\ DQG FRQWULEXWH WR D FRPSDQ\¶V RQJRLQJ VXFFHVV ,W LV H[DFWO\ WKLV GLIIHUHQFH WKDW , FDQ EULQJ WR \RXU
GHYHORSPHQWWHDP

,DPDJUDGXDWHRI&RPSXWHU3URJUDPPLQJDW6W$XJXVWD&ROOHJHDQGDPFXUUHQWO\ZRUNLQJWRFRPSOHWHP\0&6$
DQG$&HUWLILFDWLRQV$PRQJP\TXDOLILFDWLRQV,FDQRIIHU\RXWKHIROORZLQJ

 7HFKQLFDOH[SHUWLVHLQ:LQGRZV/LQX[-DYD2UDFOH64/9LVXDO%DVLF9%6FULSW+773)73DQG
6073
 ([FHSWLRQDOO\VWURQJLQWHDPHQYLURQPHQWVZLWKSURYHQWHDPOHDGHUVKLSVNLOOV
 $GYDQFHGFRPPXQLFDWLRQDQGFOLHQWUHODWLRQVVNLOOV
 0DWXUHDQGKLJKO\SURIHVVLRQDOZRUNHWKLF²FRQVLVWHQWSURPRWLRQWKURXJKSUHYLRXVFDUHHU
SRVLWLRQVGHPRQVWUDWHVDFRPPLWPHQWWRH[FHOOHQFHDQGDQXQGHUVWDQGLQJRIZKDWLWWDNHVWRH[FHO
 +LJKO\PRWLYDWHGDQGGULYHQWRVXFFHHG

:KLOH P\ DFDGHPLF UHFRUG GHPRQVWUDWHV WKH WHFKQLFDO TXDOLILFDWLRQV , FDQ RIIHU \RX P\ SURIHVVLRQDO DQG SHUVRQDO
DFKLHYHPHQWVGHPRQVWUDWHWKHW\SHRIFRPPLWPHQW,FDQEULQJWRWKHMRE:LWKDVXFFHVVIXOFDUHHUEHKLQGPH²RQH
FKDUDFWHUL]HGE\FRQVLVWHQWSURPRWLRQDQGUHFRJQLWLRQIRUWRSSHUIRUPDQFH²DQGDURRPIXOORIWURSKLHVDQGDZDUGV
DVDUGGHJUHHEODFNEHOWLQNDUDWH,NQRZZKDWLWWDNHVWRIDFHFKDOOHQJHVZRUNKDUGDQGJHWWKHMREGRQH*LYH
PHWKHFKDQFHDQG,¶OOVKRZ\RXZKDW,FDQGR

,HQFRXUDJH\RXWRUHYLHZP\DWWDFKHGUHVXPHWRJHWDEHWWHUVHQVHRIP\TXDOLILFDWLRQVKRZHYHULWLVLQDSHUVRQDO
LQWHUYLHZWKDW,FDQEHVWFRPPXQLFDWHDOOWKDW,FDQRIIHU,ZRXOGDSSUHFLDWHWKHRSSRUWXQLW\WRPHHWZLWK\RXLQ
SHUVRQDQGDPDYDLODEOHDW\RXUFRQYHQLHQFH

7KDQN\RXIRU\RXUWLPHDQGFRQVLGHUDWLRQ,ORRNIRUZDUGWRKHDULQJIURP\RX


6LQFHUHO\






-DVPLW.KDQGDUL


(QFO

To support a career transition from the hospitality industry to computer programming, this letter
emphasizes maturity and commitment to position the candidate above much younger and “greener”
competition.

270

Cover Letter Magic

93

Writer: Anne-Marie Ditta, CEIP, CPRW, CCMC; Tuckahoe, NY

0,&+$(/63221(50&6(0&6$
PVSRRQU#XVDQHW
2&($13$5.:$<%522./<11<
&(//

6HSWHPEHU


$OIUHG$OEDQR'LUHFWRU
.QRZOHGJH1HWZRUNV
WK$YHQXHWK)ORRU
1HZ<RUN1<

'HDU0U$OEDQR







6RPHPLJKWFDOOPHDSDVVLRQDWH1HWZRUN$GPLQLVWUDWRUEHFDXVH,ORYHLGHQWLI\LQJDQGVROYLQJD
YDULHW\RIWHFKQLFDOSUREOHPV:KHWKHUSURYLGLQJHQGXVHUVXSSRUWRUZRUNLQJWRVROYHDFRPSOH[
PDOIXQFWLRQ,WKRURXJKO\HQMR\WKHPDQ\DFWLYLWLHVLQYROYHGZLWKGD\WRGD\,7RSHUDWLRQV

$UHFHQWEHKDYLRUDODVVHVVPHQWUHYHDOHGWKDW,DP³LQQHUGLUHFWHGUDWKHUWKDQWUDGLWLRQGLUHFWHG´
DQGWKDW,³EULQJIUHVKLGHDVIRUVROYLQJSUREOHPV´,VHHE\\RXUSRVWLQJWKDW\RXDUHVHHNLQJD
1HWZRUN$GPLQLVWUDWRUZKRKDVERWKWKHHQWKXVLDVPDQGKDQGVRQVNLOOVWRDVVXPHWKLV
LPSRUWDQWUROH


$V\RXFDQVHHIURPWKHHQFORVHGUpVXPp,RIIHUFRPSUHKHQVLYHH[SHULHQFHZLWKDUDQJHRI
RSHUDWLQJV\VWHPVIURP'26WKURXJK:LQGRZV;3DQGKDYHH[SHUWLVHZLWKDYDULHW\RIVRIWZDUH
SURJUDPVDQGKDUGZDUHFRQILJXUDWLRQV:KLOHZLWK3&21:+((/6,VXFFHVVIXOO\HOLPLQDWHG
UHSHWLWLYHV\VWHPFUDVKHVDQGVWUHQJWKHQHGGDWDTXDOLW\E\UHGHILQLQJH[LVWLQJRSHUDWLQJV\VWHPV
DQGXSJUDGLQJVRIWZDUHSURJUDPV

$VLGHIURPWHFKQLFDOVNLOOVSHUKDSVWKHJUHDWHVWVWUHQJWKWKDW,EULQJWRWKLVSRVLWLRQLV
UHODWLRQVKLSPDQDJHPHQW5HFHQWO\,IDFLOLWDWHGDIDYRUDEOHUHVROXWLRQEHWZHHQVWDIIWHFKQLFLDQV
DQGWKH0$6WHFKQLFDOVXSSRUWWHDPZKRZHUHLQRSSRVLWLRQDVWRWKHVRXUFHRIDV\VWHP
PDOIXQFWLRQDQGLWVVXEVHTXHQWVROXWLRQ

,ZRXOGEHGHOLJKWHGWRKDYHWKHRSSRUWXQLW\WRSHUVRQDOO\GHPRQVWUDWHKRZ,FDQKDQGOH\RXU
V\VWHPQHHGV,ORRNIRUZDUGWRVSHDNLQJZLWK\RXVRRQ


6LQFHUHO\


0LFKDHO6SRRQHU

(QFORVXUH




Communicating not only technical skills but also traits that are ideal for success as a Network
Administrator, this letter makes a strong case for both the tangible and intangible value this candidate
offers.
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Writer: Louise Garver, MA, JCTC, CMP, CPRW, MCDP, CEIP; Enfield, CT

94

6WHYH6DQGHUV

0RXQWDLQ9LHZ5RDG
&URWRQ1<
 
VWHYHVDQG#KRPHFRP




)HEUXDU\


0HPSKLV1HZV $GYDQFH
32%R[
0HPSKLV71

5H$SSOLFDWLRQV6XSSRUW6SHFLDOLVW

$VDSURILFLHQWFRPSXWHUSURIHVVLRQDOZLWKIRXU\HDUVRIH[SHULHQFHLQVRIWZDUHDSSOLFDWLRQV
GHVLJQGHYHORSPHQWWHVWLQJDQGPDLQWHQDQFHIRUFOLHQWV,DPSDUWLFXODUO\TXDOLILHGIRUWKH
$SSOLFDWLRQV6XSSRUW6SHFLDOLVWSRVLWLRQDW\RXUFRPSDQ\

&XUUHQWO\DQ$SSOLFDWLRQV&RQVXOWDQWZLWKDFRPSDQ\VSHFLDOL]LQJLQKHDOWKFDUHVRIWZDUH
DSSOLFDWLRQV,RIIHUDVROLGEDFNJURXQGLQV\VWHPDSSOLFDWLRQVGHYHORSPHQWFXVWRPHUVXSSRUW
DQGSURMHFWPDQDJHPHQW

,QP\SUHVHQWUROH,PDQDJHWKHLPSOHPHQWDWLRQRIRXUFOLHQWV¶QXUVLQJDSSOLFDWLRQVIRU
FOLHQWVHUYHUDQGRWKHUSODWIRUPV&OLHQWHYDOXDWLRQSURGXFWGHPRQVWUDWLRQVGHVLJQGHYHORSPHQW
RIDSSOLFDWLRQVROXWLRQVVXSSRUWWKURXJKRXWWKHLPSOHPHQWDWLRQF\FOHDQGRQVLWHFOLHQWWUDLQLQJ
LQV\VWHPFXVWRPL]DWLRQDQGXVHDUHP\SULPDU\UHVSRQVLELOLWLHVDVZHOODVV\VWHPDXGLWV:LWK
VROLGSURMHFWSODQQLQJFRRUGLQDWLQJDQGPDQDJHPHQWVNLOOV,KDYHDVXFFHVVIXOWUDFNUHFRUGLQ
GHOLYHULQJUHVXOWVZLWKLQWLJKWGHDGOLQHV

,QDGGLWLRQP\SRVLWLRQLQYROYHVVWURQJDQDO\VLVUHVHDUFKDQGZULWLQJXSGDWLQJWHFKQLFDO
GRFXPHQWDWLRQIRUDSSOLFDWLRQV,WHVWWURXEOHVKRRWDQGPDLQWDLQVRIWZDUHDSSOLFDWLRQVRQD
GDLO\EDVLVZRUNLQJFORVHO\ZLWKRXU4$JURXS$QH[FHOOHQWSUREOHPVROYHU,DPDEOHWRTXLFNO\
JHWWRWKHURRWRIDQLVVXHDQGGHVLJQDVROXWLRQ,QSURYLGLQJWHFKQLFDOVXSSRUWRQHRIP\
VWUHQJWKVLVWRWUHDWHDFKFXVWRPHUDVDNH\DFFRXQWWKDWGHVHUYHVRXWVWDQGLQJVHUYLFHDQG
UHVSRQVH

$VSDUWRIDWHDPRULHQWHGHQYLURQPHQW,DOVRPHQWRUQHZHPSOR\HHVSURYLGLQJRQJRLQJ
FRDFKLQJDQGWUDLQLQJWRDVVLVWWKHPLQSURIHVVLRQDOGHYHORSPHQW,SODQWRUHORFDWHEDFNWRWKH
0HPSKLVDUHDDQGZRXOGZHOFRPHWKHRSSRUWXQLW\WRMRLQ\RXUWHDP,DPFRQILGHQWWKDW,
SRVVHVVWKHQHFHVVDU\WHFKQLFDONQRZOHGJHDQGVNLOOVWRDGGYDOXHWR\RXUFRPSDQ\0D\ZH
PHHWWRGLVFXVV\RXUQHHGVIXUWKHU"

6LQFHUHO\



6WHYH6DQGHUV



This paragraph-style letter communicates important information in every paragraph. Note the
objective—clearly spelled out in the opening paragraph—and the rationale for making a move,
detailed in the closing sentences.
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Writer: Bill Kinser, CPRW, JCTC, CEIP, CCM; Fairfax, VA

:,//,$0:$6+,1*721
%OXHELUG/DQH,5HVWRQ9$
ZZDVKLQJWRQ#HPDLOFRP



0D\



0U(GZDUG.HQQHG\
9LFH3UHVLGHQWRI+XPDQ5HVRXUFHV
(YROXWLRQ&RPPXQLFDWLRQV
,QQRYDWLRQ%RXOHYDUG
'XOOHV9$

68%-(&76HQLRU6RIWZDUH(QJLQHHU3RVLWLRQ

'HDU0U.HQQHG\

$GDSWDELOLW\GHWHUPLQDWLRQDQGLQQRYDWLYHWKLQNLQJDUHWKHNH\DWWULEXWHVWKDWKDYHFRQWULEXWHGWRP\VXFFHVV
GXULQJP\ODVW\HDUVLQLQFUHDVLQJO\UHVSRQVLEOHLQIRUPDWLRQWHFKQRORJ\ ,7 SRVLWLRQV7KURXJKDEDODQFHG
FRPELQDWLRQRIWHFKQLFDO³NQRZKRZ´LQWHUSHUVRQDOVNLOOVDQGOHDGHUVKLSLQLWLDWLYH,RIIHU(YROXWLRQ
&RPPXQLFDWLRQVDGHPRQVWUDWHGDELOLW\WRH[FHHGFXVWRPHUV¶H[SHFWDWLRQVZLWKSURGXFWVDQGVHUYLFHVWKDWZLOO
PDNHWKHLUMREVHDVLHUVDYHWLPHDQGLQFUHDVHUHYHQXH%HFDXVHP\VNLOOVDQGH[SHULHQFHFORVHO\FRPSOHPHQW
\RXUUHTXLUHPHQWVIRUWKHVHQLRUVRIWZDUHHQJLQHHUSRVLWLRQP\UpVXPpLVHQFORVHGIRU\RXUUHYLHZDQG
FRQVLGHUDWLRQ

,QP\FXUUHQWSRVLWLRQZLWK*OREDO7HOHFRP,KDYHSOD\HGDSULPDU\UROHLQLPSURYLQJDQXPEHURIFULWLFDO
DSSOLFDWLRQV$QH[DPSOHRIP\VXFFHVVLQWKLVUHJDUGZDVDFKLHYHGZKHQ,EHFDPHWKHNH\SURGXFWLRQVXSSRUW
SHUVRQIRURQHRIRXUODUJHVWELOOLQJDSSOLFDWLRQV,WRRNRYHUWKLVUROHRQHZHHNEHIRUHWKHPRQWKO\SURGXFWLRQ
F\FOHRILQYRLFHVZDVWREHFRPSOHWHG:KLOHSHUIRUPLQJWKH³SUHUXQ´WHVWDQXPEHURIYDULDEOHV
FKDQJHGLQFOXGLQJFXVWRPHUVDQGSULFLQJ$VZHFRPSOHWHGWKHSUHOLPLQDU\DQGDFWXDOUXQV,NHSWWUDFNRI
DUHDVIRULPSURYHPHQWDQGZLWKLQWZRZHHNVKDGDXWRPDWHGVL[PDQXDOV\VWHPV

5HFRJQL]LQJWKDWEHLQJDQHIIHFWLYH,7SURIHVVLRQDOLQYROYHVPRUHWKDQZRUNLQJZLWKPDFKLQHVP\HIIRUWV
DUHIRFXVHGRQPDNLQJWKLQJVOHVVEXUGHQVRPHIRUXVHUVDQGVWUHQJWKHQLQJP\WHDP¶VUHODWLRQVKLSZLWKRXU
FXVWRPHUV:KHQLWFRPHVWRSUREOHPVROYLQJ,DPTXLFNWRDGRSWWKHXVHUV¶SHUVSHFWLYHLQRUGHUWRGHILQHWKH
KXPDQVLGHRIWKH,7HTXDWLRQ,QVXPPDU\P\ZRUNLVUHZDUGHGZKHQP\FXVWRPHUVDUHKDSS\EHFDXVH,¶YH
PDGHWKHLUZRUNHDVLHUDQGOHVVWLPHLQWHQVLYHE\PHHWLQJWKHLUQHHGVWKURXJKLPSURYHGWHFKQRORJ\

,QH[SORULQJQHZSURIHVVLRQDORSSRUWXQLWLHV,DPHDJHUWRUHSHDWDQGVXUSDVVP\SDVWDFKLHYHPHQWVLQDQHZ
HQYLURQPHQW1DWXUDOO\WKHSRVVLELOLW\RIMRLQLQJ(YROXWLRQ&RPPXQLFDWLRQVLVDQH[FLWLQJSURVSHFW$VVXFK,
ZRXOGDSSUHFLDWHWKHRSSRUWXQLW\WRPHHWZLWK\RXWRGLVFXVV\RXUQHHGVDQGWRGHPRQVWUDWHKRZ,FDQDGGWR
\RXUERWWRPOLQHWKURXJKLQQRYDWLYH,7VROXWLRQV7KDQN\RX,KRSHWRKHDUIURP\RXVRRQ

6LQFHUHO\\RXUV



:LOOLDP:DVKLQJWRQ

(QFORVXUH

An eye-catching graphic helps this letter stand out, and important skills and traits are clearly communicated in each paragraph. Note the subject line, which calls immediate attention to the reason for
writing.
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Writer: Helen Oliff, CPRW, CEC; Reston, VA

)HUU\6WUHHW
0LQQHDSROLV01

273

(XJHQH5$FFHQW


HWUDFFHQW#KRWPDLOFRP

3KRQH  
)D[  





0D\


0U7HUU\5DQVRP
&KLHI([HFXWLYH2IILFHU
*OREDO&,26ROXWLRQV
(DVWWK6WUHHW
0LQQHDSROLV01

'HDU0U5DQVRP

Information technology is a large investment for your company today. Estimates are that companies
typically spend an average of 3.94% of their budgets on IT. Are you sure you’re getting the best
financial and performance return from your company’s investment in IT? I can help you optimize
your returns.

,DPVHHNLQJQHZFDUHHUFKDOOHQJHVDQGRSSRUWXQLWLHVZLWKDFRPSDQ\ZKHUH,FDQJHWDZD\IURPWKH
QRPDGLFOLIHVW\OHRIFRQVXOWLQJ&XUUHQWO\,DPDVWUDWHJLFSDUWQHUZLWKDOHDGLQJSURYLGHURIPDQDJHPHQW
DQGWHFKQRORJ\VHUYLFHVWRGLYHUVHFRPSDQLHVZRUOGZLGH,FRQVXOWZLWKFOLHQWVRQVWUDWHJLF,7LQYHVWPHQWV
FRVWUHGXFWLRQDQGHIIHFWLYHQHVV8QGHUP\OHDGHUVKLS)RUWXQHFOLHQWVKDYHJDLQHGVLJQLILFDQWLPSURYHPHQWV
LQ,7VSHHGWRYDOXHDQGSHUIRUPDQFHVXFKDV

¾ $SSURYLQJ0LQYHVWPHQWVLQFULWLFDOQHZFRUHV\VWHPVRYHU\HDUV
¾ 5HGXFLQJORZYDOXH,7SURMHFWVDQGHQKDQFHPHQWVE\WR
¾ ,QFUHDVLQJXWLOL]DWLRQRILQWHUQDO,7UHVRXUFHVIURPWR
¾ 5HGXFLQJ,7SURMHFWVFKHGXOHRYHUUXQVE\WR

7KURXJKRXWP\FDUHHU,KDYHKHOGYDULRXVSRVLWLRQVLQ,7³LQFOXGLQJVDOHVPDQDJHPHQWFRQVXOWLQJDQG
VWUDWHJ\³DQGKDYHZRUNHGZLWKEXVLQHVVHVLQWKHILQDQFLDOVHUYLFHVPDQXIDFWXULQJDQGKLJKWHFKLQGXVWULHV
,KDYHKHOSHGFRPSDQLHVLPSURYHWKHLUEXVLQHVVDQG,7SHUIRUPDQFHDQGSURILWDELOLW\E\VHOOLQJSODQQLQJ
DQGLPSOHPHQWLQJQHZ,7SURFHVVHVDQGV\VWHPV$GGLWLRQDOO\,KDYHKHOSHG,7RUJDQL]DWLRQVJOREDOL]HDQG
VKLIWIURPWUDGLWLRQDOWREXVLQHVVRULHQWHGVHUYLFHPRGHOV5HSHDWHGVXFFHVVHVGHPRQVWUDWHP\DELOLW\WR
FRPPXQLFDWHPRWLYDWHEXLOGDQGOHDGRUJDQL]DWLRQVWKDWZDQWWRPDNHWKHFKDQJHVUHTXLUHGWRLPSURYH
WKHLU,7YDOXHDQGSHUIRUPDQFH

,ZRXOGZHOFRPHDQRSSRUWXQLW\WRGHOLYHUVLPLODUUHVXOWVIRU\RXURUJDQL]DWLRQ0D\ZHWDONDW\RXUHDUOLHVW
FRQYHQLHQFH"

6LQFHUHO\



(XJHQH5$FFHQW

(QFORVXUH5HVXPH

Designed to set the stage for a follow-up phone call, this letter starts off with highlighted information
that is sure to catch a senior executive’s attention in today’s cost-conscious environment.
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Writer: Teena Rose, CPRW, CEIP, CCM; Huber Heights, OH

'RURWK\05RVH
5REHUW3LNH%HGIRUG3$
+RPH  &HOO  
(PDLOGURVH#MLWDZHEFRP



0DUFK


³3URMHFW/HDGHUZLWK\HDUVRI,7([SHULHQFH
'DYLG75RVV&)2
$OOHJKHQ\0DQXIDFWXULQJ
$FFHQWXDWHGZLWK3&1HWZRUNLQJ3URJUDPPLQJ
0W:DVKLQJWRQ$YHQXH
7HOHFRPPXQLFDWLRQV6\VWHPV'HYHORSPHQWDQG
3LWWVEXUJK3$
'DWD&RPPXQLFDWLRQV6XSSRUW´

5H,7'LUHFWRU3RVLWLRQ

'HDU0U5RVV

)RUWKLVSRVLWLRQ\RX¶UHVHHNLQJDTXDOLILHGSURIHVVLRQDOZLWKRUNH\LQJUHGLHQWV
PDQDJHPHQWQHWZRUNLQJSURJUDPPLQJDQGV\VWHPVGHYHORSPHQWH[SHULHQFH$P,ULJKW"
,¶OORXWOLQHKRZP\EDFNJURXQG³KLWVWKHEXOOVH\H´VRWKDW\RXFDQHDVLO\VHH,¶PWKHSHUIHFW
FDQGLGDWHIRUWKLVMRE

)LUVW,SRVVHVVLQGHSWKH[SHULHQFHDVDPDQDJHUDQGVXSHUYLVRU,QP\FXUUHQWSRVLWLRQ
VHUYLQJDVWHDPOHDGHU,VXSHUYLVHPRUHWKDQWZRGR]HQLQVWDOODWLRQWHFKQLFLDQV,JXLGH
DQGDVVLVWHDFKWHFKWKURXJKDOODVSHFWVRIWKHLQVWDOODWLRQSURFHVVHQVXULQJHDFKFXVWRPHU
UHFHLYHVWRSTXDOLW\VHUYLFHDQGLVJLYHQWKHVXSSRUWQHHGHG²ZKHWKHULWDSSOLHVWR3&
VXSSRUWQHWZRUNLQJSURJUDPPLQJWHOHFRPPXQLFDWLRQVRUGDWDFRPPXQLFDWLRQV0\
PDQDJHPHQWH[SHULHQFHVWHPVIURPWKHHDUO\VDQGSURJUHVVHVWKURXJKRXWP\
FDUHHU²XSWRFXUUHQWSRVLWLRQVZLWK+77HFKQLFDO5HVRXUFHVDQG6Ƚ%XVLQHVV7HFKV

6HFRQGWKHMRESRVWLQJDOVRPHQWLRQVWKDWSURJUDPPLQJLVDQHFHVVLW\DQGVRPHRQH
SRVVHVVLQJ³/RWXV1RWHV'RPLQRLVKLJKO\GHVLUDEOH´7KHVHPDWFKPHSHUIHFWO\,¶YHEHHQ
LQYROYHGLQSURJUDPPLQJIRU\HDUVXVLQJ&DQGRWKHUSURJUDPPLQJODQJXDJHVSOXVWKH
XVHRI/RWXV1RWHVIRUGHVNWRSDSSOLFDWLRQV

/DVW\RX¶UHVHHNLQJDFDQGLGDWHZLWKLQWULFDWHNQRZOHGJHRIWHFKQLFDORSHUDWLRQV$V
PHQWLRQHGDERYH,VHUYHDVWHDPOHDGHUIRU+77HFKQLFDO5HVRXUFHVDORQJZLWKVXSHUYLVLQJ
WKHWHDPVIRU+77HFKQLFDO3URJUDPV:KHWKHUPDQDJLQJWKHWHDPRUKDQGOLQJLQWHUQDO
DGPLQLVWUDWLYHSURFHVVHV,SRVVHVVH[WHQVLYHNQRZOHGJHDQG,¶YHGRQHDJUHDWMRE
RYHUVHHLQJDWHFKQLFDORSHUDWLRQ

0DWFKLQJHYHU\IDFHWRI\RXUMREGHVFULSWLRQ,¶PDSHUIHFWPDWFKIRUWKLVSRVLWLRQ

7RGLVFXVVP\TXDOLILFDWLRQVIXUWKHURUWRDQVZHUTXHVWLRQVFDOOPHDW  RU
 ,ORRNIRUZDUGWRPHHWLQJZLWK\RX7KDQNVIRUJLYLQJP\UHTXHVW\RXU
FRQVLGHUDWLRQ

6LQFHUHO\



'RURWK\05RVH

$WWDFKPHQW

The boxed quote—taken directly from the company’s want ad—makes the purpose of this letter crystal clear. Throughout, the focus is on showing how closely the candidate matches the company’s
specifically stated needs.
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Writer: Jennifer N. Ayres; Clarkston, MI

9,9,(11(57$%(57
9LYL7DEHUW#\DKRRFRP



3ULPURVH&RXUW&ODUNVWRQ0,
5HVLGHQFH

,1)250$7,217(&+12/2*<(;(&87,9(


$SULO


&KDUOHV76WDQVWHDG
&(2
0LGZHVW)LQDQFLDO$GYLVRUV,QF
0LFKLJDQ$YHQXH6XLWH%
&KLFDJR,/

'HDU0U6WDQVWHDG

$UH\RXLQWHUHVWHGLQPHHWLQJDQ,7SURIHVVLRQDOGHGLFDWHGWRDFKLHYLQJWKHJRDOVRI\RXU
RUJDQL]DWLRQZLWKWKHDELOLW\WRDGDSWTXLFNO\WRVKLIWLQJPDUNHWFRQGLWLRQVLQDQH[SHGLWHG\HW
FRVWHIIHFWLYHPDQQHU"$VWKHVHSRLQWVDUHFULWLFDOIRURUJDQL]DWLRQVWRUHPDLQFRPSHWLWLYHDQG
SURILWDEOHP\VXFFHVVIXOKLVWRU\DWWKHH[HFXWLYHOHYHOPDQDJLQJDQGGHOLYHULQJKLJKTXDOLW\
V\VWHPVPDNHVPHXQLTXHO\VXLWHGIRUWRGD\¶VHFRQRPLFHQYLURQPHQW,DPFRQILGHQWWKDWP\
OHDGHUVKLSDQGSDVVLRQWREXLOGDQGGLUHFWFRPSOHPHQWDU\WHDPVRIEULJKWNQRZOHGJHDEOH
SURIHVVLRQDOVFDQEHQHILW\RXURUJDQL]DWLRQ

$QRYHUDOODFKLHYHPHQWVXPPDU\RIP\FDUHHULQFOXGHVWKHIROORZLQJ



(VWDEOLVKHGDQLQWHUQDWLRQDOVRIWZDUHGHYHORSPHQWFHQWHULQ%UXVVHOV%HOJLXPIRU
WKHJOREDOOHDGLQJILQDQFLDOILUP0HUULOO/\QFKWKDWVDYHGPLOOLRQDQQXDOO\



'HYHORSHGDPXWXDOIXQGDGYLVRUV\VWHPDW%HDU6WHDUQVHQDEOLQJWKHILUPWR
PDQDJHPRUHWKDQELOOLRQLQFXVWRPL]HGDVVHWSRUWIROLRV



'HYHORSHGDFHUWLILFDWHUHJLVWUDWLRQV\VWHPWKDWHQDEOHG&KDVH0DQKDWWDQWRVDYH
PLOOLRQDQQXDOO\




&UHDWHGD3 /UHFRQFLOLDWLRQV\VWHPZKLFKVDYHG0HUULOO/\QFK.DQQXDOO\
&UHDWHGWKHILUVWGDWDZDUHKRXVHDW&KDVH0DQKDWWDQFRQWDLQLQJDFRPSOHWH\HDU
KLVWRU\RIDOOILQDQFLDOWUDQVDFWLRQVLQFOXGLQJEXWQRWOLPLWHGWRWUDGHVFRPPLVVLRQV
DQGMRXUQDOHQWULHV


,DPDKDQGVRQPDQDJHUZKRHQMR\VDQGLVH[SHULHQFHGLQPRWLYDWLQJSHRSOHWRH[FHO,DP
GULYHQOHDGE\H[DPSOHDQGGHPRQVWUDWHSURIHVVLRQDOLQWHJULW\LQP\ZRUNDQGZLWKFXVWRPHUV
0\WDOHQWVLQFOXGHDSURILWDEOHFRPELQDWLRQRIVWURQJOHDGHUVKLSVNLOOVWHFKQLFDOVDYY\DQG
LQVWLQFWLYHEXVLQHVVLQVLJKWILUPO\URRWHGLQFOLHQWFHQWHUHGIRFXVDQGLQWHUSHUVRQDOG\QDPLFV

$OWKRXJK,XQGHUVWDQGWKDWDUHVXPHFDQQRWIXOO\GHWDLOP\EDFNJURXQGLW¶VDJUHDWVWDUWLQJ
SODFH(QFORVHGLVDFRQFLVHV\QRSVLVRIP\FDUHHUSDWKWRGDWH,I\RXDUHLQWHUHVWHGLQH[SORULQJ
PXWXDOLQWHUHVWV,DPRSHQIRUGLVFXVVLRQ

5HJDUGV


9LYLHQQH57DEHUW
(QFORVXUH

The bullet format is used effectively to highlight impressive achievements with well-known companies
in the same industry as the company to which this person is applying. These are sure to catch the
reader’s eye!
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Writer: Jean Cummings, MAT, CPRW, CEIP; Concord, MA

52%(573%$51(6&%&3
&HUWLILHG%XVLQHVV&RQWLQXLW\3URIHVVLRQDO



0DGLVRQ%RXOHYDUG
2UODQGR)/


5REHUW3%DUQHV#HDUWKOLQNQHW
5HVLGHQFH
0RELOH



$SULO

6DPXHO5\DQ&,2
*OREDO)LQDQFLDO6HUYLFHV,QF
&HQWUDO$YHQXH
2UODQGR)/

'HDU0U5\DQ

'HYHORSPHQWRIDFRPSUHKHQVLYHVWDWHRIWKHLQGXVWU\EXVLQHVVFRQWLQXLW\SURJUDPLVFULWLFDOWRD
FRPSDQ\¶VDELOLW\WRDFKLHYHLWVFRUHPLVVLRQ(PSOR\HHVDIHW\VKDUHKROGHUYDOXHFRUSRUDWHUHSXWDWLRQ
UHYHQXHVDQGSURILWVGDWDLQWHJULW\DQG,7V\VWHPV²WKHVHDUHVRPHRIWKHFRUSRUDWHLQWHUHVWVWKDWDQ
HIIHFWLYHEXVLQHVVFRQWLQXLW\SURJUDPLVGHVLJQHGWRSURWHFW0\H[SHUWLVHLVWKHDELOLW\WRGHOLYHUZLWKLQ
DFRPSOH[PXOWLQDWLRQDORUJDQL]DWLRQLQQRYDWLYHEXVLQHVVFRQWLQXLW\SODQVWKDWDUHLQWHJUDWHGZLWK
RYHUDOOFRUSRUDWHVWUDWHJ\DQGDOLJQHGZLWKFRUSRUDWHJRDOV

,QP\ZRUNDV%XVLQHVV5HFRYHU\0DQDJHUDW0RUJDQ6XPPHUV)LQDQFLDO6HUYLFHV,HVWDEOLVKHGMXVW
VXFKDSURJUDP0\JURXQGEUHDNLQJWKLQNLQJDQGZULWLQJSURPRWHVEXVLQHVVFRQWLQXLW\SODQQLQJDVD
VWUDWHJLFEXVLQHVVGULYHQSURFHVVLQZKLFK,7SOD\VDVXSSRUWLQJUROH0\FRQWULEXWLRQVKHOSHGHQVXUH
WKDWWKHFRPSDQ\ZRXOGPLWLJDWHULVNVXUYLYHSRWHQWLDOGLVUXSWLRQVDQGUHFRYHULQDWLPHO\PDQQHU
$FKLHYHPHQWVLQFOXGHGWKHIROORZLQJ

² 'HYHORSHGDQGH[HFXWHGEXVLQHVVFRQWLQXLW\SODQVIRUDQRUJDQL]DWLRQZLWKELOOLRQLQDVVHWV
XQGHUPDQDJHPHQWEXVLQHVVXQLWVHPSOR\HHVDQGGLIIHUHQW,7V\VWHPVUXQQLQJ
DSSOLFDWLRQV
² 3URPRWHGP\YLVLRQDU\FRQFHSWRIWKHUROHRIEXVLQHVVFRQWLQXLW\SODQQLQJWKURXJKRXWWKH
RUJDQL]DWLRQDQGDFKLHYHGEX\LQIRUSODQLQLWLDWLYHVIURPEXVLQHVVXQLWV LQFOXGLQJVL[,7
EXVLQHVVXQLWV DQGWZRGLVDVWHUUHFRYHU\YHQGRUV
² ,PSOHPHQWHGDPXOWLIDFHWHGHPSOR\HHDZDUHQHVVSURJUDPWRKHOSHQVXUHWKDWHPSOR\HHVNQHZ
KRZWRLPSOHPHQWSODQVLQWKHHYHQWRIDEXVLQHVVGLVUXSWLRQ

,FDPHXSWKURXJKWKHUDQNVDVDQ,7SURIHVVLRQDODQGHDUQHGERWKP\0%$GHJUHHDQGP\EDFKHORU¶V
GHJUHHLQ%XVLQHVV&RPSXWHU,QIRUPDWLRQ6\VWHPV$VDQH[SHULHQFHG%&3PDQDJHUZKRLVD&HUWLILHG
%XVLQHVV&RQWLQXLW\3URIHVVLRQDO,DPZHOOFUHGHQWLDOHGIRUDVVXPLQJDOHDGHUVKLSSRVLWLRQLQEXVLQHVV
FRQWLQXLW\SODQQLQJ

3OHDVHFRQWDFWPHLI\RXDUHLQWHUHVWHGLQP\GHPRQVWUDWHGDELOLW\WRKHOSDFRPSDQ\PLWLJDWHULVNDQG
SURWHFWFULWLFDODVVHWV,ORRNIRUZDUGWRDQRSSRUWXQLW\WRVSHDNZLWK\RXLQSHUVRQDERXW\RXUEXVLQHVV
UHTXLUHPHQWV7KDQN\RX

6LQFHUHO\



5REHUW3%DUQHV

(QFORVXUH

The need to safeguard data and quickly resume operations in the event of a business interruption is
on the “hot list” of many companies. This candidate emphasizes his strong background in the emerging field of business continuity.
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Writer: Deborah S. James, CPRW, CCMC; Toledo, OH

6FKUHLHU5RDG
5RVVIRUG2+

:(1'(///-$0(6
MDPHV#OHDGLQJHGJHUHVXPHVFRP

100
2
&


$XJXVW


*OHQQ35RVVPH\HU
([HFXWLYH6HDUFKRI1RUWKZHVW2KLR
9DQQ$YHQXH
7ROHGR2+

'HDU0U5RVVPH\HU

2YHUWKHSDVWWZR\HDUVWKHWHOHFRPLQGXVWU\KDVJRQHWKURXJKWXUEXOHQWWLPHV7KHGHPDQGVWRGHWHUPLQH
WKHULJKWVWUDWHJLFDSSURDFKDQGH[HFXWHRQWKHFKRVHQVWUDWHJ\KDYHQHYHUEHHQKLJKHU,I\RXKDYHDFOLHQW
ZKRLVORRNLQJIRUDSURYHQOHDGHUWRGHYHORSDUHDOZRUOGLQWHJUDWHGEXVLQHVVVWUDWHJ\ZLWKDIRFXVHGYLHZ
RQLPSOHPHQWLQJWKHQHFHVVDU\VWHSVWRDFKLHYHWKHVWDWHGJRDOV,ZRXOGOLNHWREHFRQVLGHUHGIRUWKH
RSSRUWXQLW\

0\FUHGHQWLDOVFOHDUO\GHPRQVWUDWHP\UROHDVDFUHDWLYHSUREOHPVROYHUZLWKDIRFXVRQUHDOZRUOGEXVLQHVV
SUREOHPV,EULQJDUHVXOWVGULYHQOHDGHUVKLSVW\OHWRDQRUJDQL]DWLRQDQGDXQLTXHDELOLW\WREOHQGDPDUNHW
YLHZLQWRDWHFKQLFDOO\IRFXVHGFRPSDQ\0\EDFNJURXQGLQFOXGHVH[WHQVLYHH[SHULHQFHLQGHYHORSLQJSRVLWLYH
ZRUNLQJUHODWLRQVKLSVZLWKPDMRUVXSSOLHUVFXVWRPHUVDQGSDUWQHUV%HFDXVHRIP\VWURQJLQGXVWU\FRQWDFWV
,KDYHEHHQDEOHWRDFKLHYHVXUSULVLQJUHVXOWVZLWKPLQLPDOUHVRXUFHV

%ULHIO\VRPHRIP\DFFRPSOLVKPHQWVLQFOXGHWKHIROORZLQJ

x 3DFNDJHGDQGVROGDPLGVWDJHWHOHFRPFRPSDQ\IRU0
x ([WHQVLYHLQWHUQDWLRQDOH[SHULHQFH
 &UHDWHGDQGPDQDJHGDVWDUWXS¶VLQWHUQDWLRQDORSHUDWLRQVDQGVDOHVIRUFHLQ/DWLQ$PHULFD
 'LUHFWHGDPLGVWDJHFRPSDQ\¶VLQWHUQDWLRQDOSURGXFWPDQDJHPHQWYHQGRUUHODWLRQVFXVWRPHU
HGXFDWLRQDQGW\SHDFFHSWDQFHLQ*HUPDQ\
 $VVLVWHGD)RUWXQHUHJLRQDOWHOFRLQLWVLQWHUQDWLRQDOPDUNHWHQWU\DQGRSHUDWLRQVWKURXJKRXW
(XURSH
x 3HUVRQDOO\KDQGOHGDQJHODQGPH]]DQLQHIXQGUDLVLQJIRUDWHOHFRPVWDUWXS
x ,QYHQWHGGHYHORSHGDQGUROOHGRXWQDWLRQZLGHWHOHPHWU\GDWDQHWZRUN
x ,QYHQWRURI86DQGPXOWLSOHLQWHUQDWLRQDOSDWHQWV


,DPFXUUHQWO\VHHNLQJDOHDGHUVKLSSRVLWLRQDVWKH&(2RU&RUSRUDWH'HYHORSPHQW'LUHFWRUZLWKDJURZWK
FRPSDQ\'XHWRP\UHVXOWVRULHQWHGIRFXV,ZLOOIDYRUDEO\FRQVLGHUDSRVLWLRQZLWKVLJQLILFDQWHTXLW\
RZQHUVKLSRUDQXSVLGHERQXVSRWHQWLDO0\HQFORVHGUpVXPpRXWOLQHVP\FUHGHQWLDOVDQGDFFRPSOLVKPHQWVLQ
PRUHGHWDLO

0\H[SHULHQFHLVGLYHUVHDQGP\DPELWLRQIRUVWHHULQJJURZWKDQGFRQWLQXRXVLPSURYHPHQWLVKLJK3OHDVH
FDOOPHWRVFKHGXOHDFRQYHQLHQWWLPHWRGLVFXVVFOLHQWRSSRUWXQLWLHVLQPRUHGHWDLO)RUWKHUHFRUG,DP
ZLOOLQJWRUHORFDWH7KDQN\RXIRU\RXUWLPHDQGFRQVLGHUDWLRQ

%HVWUHJDUGV


:HQGHOO/-DPHV


(QFORVXUH

This letter was written to a recruiter. It combines informative paragraphs with hard-hitting bullet
points that enable a quick skim of highly relevant information.
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Writer: Deborah Wile Dib, CCM, NCRW, CPRW, CEIP, JCTC, CCMC; Medford, NY

*$</(03$75,&.


,1)250$7,217(&+12/2*<6(1,25(;(&87,9(



6HSWHPEHU


-HVVPLQGD.XPDU
&KLHI([HFXWLYH2IILFHU
3ODWLQXP7HFKQRORJLHV
7HFKQRORJ\'ULYH1RUWK
:RRGEXU\1<

'HDU0V.XPDU

%XLOGLQJFRUSRUDWHYDOXHWKURXJKLQWUDSUHQHXULDOLQIRUPDWLRQWHFKQRORJ\PDQDJHPHQWLVP\H[SHUWLVH
8VLQJWKH,7IXQFWLRQWRLQFUHDVHUHYHQXHVLPSURYHHDUQLQJVUHGXFHRSHUDWLQJFRVWVDQGGHOLYHUPRUH
FRPSHWLWLYHDQGVXVWDLQDEOHPDUNHWDGYDQWDJHLVZKDW,¶YHGRQHEHVWIRUPRUHWKDQ\HDUVZKLOH
ZRUNLQJZLWKJOREDOOHDGHUVLQFOXGLQJ&6)% ZKHUH,DP&,2RIWKHUHWDLOEDQNLQJJURXS DQG.30*
&RQVXOWLQJ

,IWKLVUHFRUGRIDFFRPSOLVKPHQWLVZKDW3ODWLQXP7HFKQRORJLHVYDOXHVLQDOHDGHU,ZRXOGOLNHWR
H[SORUHWKHSRVVLELOLW\RIDVHQLRUPDQDJHPHQWUROHZLWKLQ\RXULQIRUPDWLRQWHFKQRORJ\JURXSRU\RXU
FRUHH[HFXWLYHWHDP

0\SDVVLRQIRUWUDQVIRUPLQJDQHQWUHSUHQHXU¶VGULYHLQWRHIIHFWLYHFRUSRUDWHWHFKQRORJ\LQLWLDWLYHVKDV
JHQHUDWHGPLOOLRQVRIGROODUVLQFRVWUHGXFWLRQVDQGHIILFLHQF\HQKDQFHPHQWV,URXWLQHO\PDQDJHVWDIIVLQ
WKHKXQGUHGVDQGGLUHFWPXOWLPLOOLRQGROODUSURMHFWVDQGEXGJHWV,DPFRQVLVWHQWO\WKHQXPEHURQH
VHOHFWLRQIRUKLJKYDOXHSURMHFWVUHTXLULQJGLVFLSOLQHGPDQDJHPHQW3ULPHLQLWLDWLYHVLQFOXGH

x 5HYLWDOL]LQJD³EDFNZDWHU´VHUYHUIDUPRUJDQL]DWLRQLQWRD³ZRUOGFODVV´H%XVLQHVVGDWDFHQWHU
x
x
x

$VVLVWLQJLQWUDQVIRUPLQJ&6)%LQWRWKHQDWLRQ¶VQXPEHUWZRRQOLQHEDQNLQJILUP
*HQHUDWLQJQHDUO\PLOOLRQLQSURGXFWLYLW\HQKDQFHPHQWVDQGRSHUDWLRQDOVDYLQJV
6KDSLQJDVSOLQWHUHGJURXSRIXQKDSS\HPSOR\HHVLQWRDFRKHVLYHWHDPRIWRSSHUIRUPHUV
'HOLYHULQJQXPHURXVDSSOLFDWLRQQHWZRUNDQGV\VWHPPDQDJHPHQWSURMHFWVIRUPDMRUFOLHQWV

x

(DFKRIWKHVHPLOHVWRQHVZDVDFKLHYHGXVLQJPLVVLRQFULWLFDOOHDGHUVKLSDELOLWLHVWKDWLQFOXGHVHHLQJ
XQGHUVWDQGLQJDQGVWUDWHJL]LQJWKH³ELJSLFWXUH´«FRPPXQLFDWLQJDQGWUDQVODWLQJWHFKQLFDOMDUJRQDQG
EXVLQHVVQHHGVLQWRWHUPVXQGHUVWDQGDEOHE\ERWKEXVLQHVVDQGWHFKJURXSV«EXLOGLQJJUHDWWHDPVE\
UHVSHFWLQJDQGDFNQRZOHGJLQJLQGLYLGXDOFRQWULEXWLRQVZKLOHPRWLYDWLQJWKHZKROH«DQGPDLQWDLQLQJD
FDOPDQGHIIHFWLYHPDQDJHPHQWVW\OHHYHQLQWKHIDFHRIFULWLFDOVLWXDWLRQVRUUHVWUXFWXULQJV

0V.XPDU\RXZLOOILQGPHWREHDQH[FHOOHQWLQYHVWPHQW,RIIHUDEUHDGWKDQGGHSWKRIOHDGHUVKLSDQG
PDQDJHPHQWDELOLWLHVWKDWEOHQGFRUSRUDWHJRDOVFXVWRPHUIRFXVDQGWHDPEXLOGLQJVNLOOVLQWRZLQZLQ
UHVXOWV,I\RXEHOLHYHDV,GRWKDWDEULHIIDFWILQGLQJPHHWLQJWRGHWHUPLQHDPXWXDOLQWHUHVWPLJKWEH
DSSURSULDWHOHW¶VJHWWRJHWKHU,ZLOOFDOO\RXQH[WZHHNWRVHWXSDWLPHWKDWZRUNVZLWK\RXUVFKHGXOH

:LWKEHVWUHJDUGV



*D\OH03DWULFN

(QFORVXUH


²WK$YHQXH)OXVKLQJ1<z+RPHz:RUN
&HOOz)D[z(PDLOJD\OHSDWULFN#RSWRQOLQHQHW

Note how the bullet points—each only one line, yet containing a wealth of impressive information—
break up the paragraphs and immediately pull in the reader.
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Writer: Debbie Ellis, MRW, CPRW

*DU\:0F%ULGH
%XUEHUU\0HZV
1HZ<RUN1HZ<RUN
0RELOH  x5HVLGHQFH  
JPFEULGH#V\VFRPQHW



6(1,25,1)250$7,217(&+12/2*< 6<67(06(;(&87,9(



$UFKLWHFWXUHV3ODWIRUPV6RIWZDUH1HWZRUNV'DWDEDVHV9RLFH 'DWD&RPPXQLFDWLRQV
,QWHUQHW ,QWUDQHW7HFKQRORJLHV(&RPPHUFH7HFKQRORJLHV&RQYHUVLRQ 0LJUDWLRQ




-RKQ-RKQVRQ
0DQDJHPHQW5HFUXLWHUV,QWHUQDWLRQDO
0DGLVRQ$YHQXH
1HZ<RUN1HZ<RUN

,15(6(1,25,1)250$7,217(&+12/2*<6<67(06(;(&87,9(23325781,7,(6

'HDU0U-RKQVRQ

, DP D ZHOOTXDOLILHG ,QIRUPDWLRQ 7HFKQRORJ\ DQG 6\VWHPV 'HVLJQ ([HFXWLYH VXFFHVVIXO LQ LGHQWLI\LQJ
RUJDQL]DWLRQDOQHHGVDQGOHDGLQJWKHGHYHORSPHQWLPSOHPHQWDWLRQRIHPHUJLQJWHFKQRORJLHV:LWKH[WHQVLYH
H[SHULHQFHLQERWKSULYDWHDQGJRYHUQPHQWVHFWRUV,KDYHEHHQKLJKO\VXFFHVVIXOLQWKHFRQFHSWXDOL]DWLRQRI
HIIHFWLYHV\VWHPGHVLJQDVZHOODVLPSURYLQJSURGXFWLYLW\TXDOLW\DQGRSHUDWLQJSHUIRUPDQFH3UHVHQWO\,DP
IRFXVHGRQSURYLGLQJVXSSRUWIRUDVHDWPXOWLELOOLRQGROODU,7LQIUDVWUXFWXUH PDQDJHPHQWSURMHFWLQ
FRQMXQFWLRQZLWKWKH86'HSDUWPHQWRIWKH1DY\

7KH VFRSH RI P\ UHVSRQVLELOLW\ WUDQVFHQGV WKH HQWLUH SURMHFW PDQDJHPHQW OLIHF\FOH IURP LQLWLDO QHHGV
DVVHVVPHQWDQGWHFKQRORJ\HYDOXDWLRQVWKURXJKYHQGRUVHOHFWLRQLQWHUQDOV\VWHPVGHYHORSPHQWSLORWWHVWLQJ
WHFKQLFDODQGXVHUGRFXPHQWDWLRQDQGIXOOVFDOHLPSOHPHQWDWLRQ0RVWQRWDEOHDUHP\VWUHQJWKVLQIDFLOLWDWLQJ
FRRSHUDWLRQ DPRQJ FURVVIXQFWLRQDO SURMHFW WHDPV WR HQVXUH WKDW DOO SURMHFWV DUH GHOLYHUHG RQ WLPH ZLWKLQ
EXGJHWDQGDVSHUVSHFLILFDWLRQV+LJKOLJKWVRIP\SURIHVVLRQDOFDUHHULQFOXGHWKHIROORZLQJ






x

/HG WKH GHYHORSPHQW RI D VWUHDPOLQHG H&RPPHUFH VROXWLRQ IRU WKH 1DY\0DULQH &RUSV ,QWUDQHW¶V
10&, $VVHW0DQDJHPHQW3URFHVVYDOXHGLQH[FHVVRIELOOLRQ

x

5HVSRQVLEOH IRU GDWD PRGHOLQJ DSSOLFDWLRQ GHYHORSPHQW DQG SURMHFW PDQDJHPHQW UHSUHVHQWLQJ
PLOOLRQLQQHZUHYHQXH

x

5HFHLYHGWKH+DPPHU$ZDUGIRU³5HLQYHQWLQJ*RYHUQPHQW´DQGWKH86$*6XUJHRQ*HQHUDO¶V&RLQ
RI([FHOOHQFHIRUP\ZRUNGHYHORSLQJIXOOOLIHF\FOHVRIWZDUHSURGXFWV

x

(DUQHGWKH&RPPDQGHU¶V3ODTXHIRUVHWWLQJXSWKH&RPEDW$PPXQLWLRQ6\VWHP%DVH/HYHO &$6% 
DW+ROORPDQ$)%ZKLOHVHUYLQJLQWKH8QLWHG6WDWHV$LU)RUFHDVDFRPPLVVLRQHGRIILFHU


6HFXUHLQP\FXUUHQWSRVLWLRQ,DPFRQILGHQWLDOO\H[SORULQJFKDOOHQJLQJQHZRSSRUWXQLWLHVDQGDPWKHUHIRUH
HQFORVLQJP\UpVXPpIRU\RXUUHYLHZ0\JRDOLVD&72&,2RU&.2SRVLWLRQZKHUH,FDQDIIHFWSRVLWLYH
UHVXOWVIRUVWDUWXSWXUQDURXQGRUKLJKJURZWKRSHUDWLRQV0\FXUUHQWFRPSHQVDWLRQSDFNDJHH[FHHGV.
DQG,DPDYDLODEOHIRUWUDYHODQGRUGRPHVWLFUHORFDWLRQ

,IRQHRUPRUHRI\RXUFOLHQWVLVORRNLQJIRUDG\QDPLFDJJUHVVLYHOHDGHUZHVKRXOGWDON,ZRXOGZHOFRPHWKH
RSSRUWXQLW\WRVSHDNZLWK\RXUHJDUGLQJ\RXUFOLHQWV¶QHHGVDQGDSSUHFLDWHERWK\RXUWLPHDQGFRQVLGHUDWLRQ
RIP\TXDOLILFDWLRQV


6LQFHUHO\









*DU\:0F%ULGH

The heading on this letter—mirroring the resume—is a powerful statement of the executive’s expertise and capability. The second-to-last paragraph includes personal and compensation information
appropriate to its recruiter audience.
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6N\OLQH'ULYH
0RXQWDLQ9LHZ&$

Writer: Susan Britton Whitcomb, CCMC, CCM, NCRW, CPRW; Fresno, CA

-26e520(52


(UpVXPpZZZ&DUHHU)ROLRVFRP-5RPHURKWPO

&HOO  
MURPHUR#DROFRP



'HFHPEHU



0U9LFWRU3HWURFHOOL
3URFXUHPHQW0DQDJHU
0DMRU7HFK&RPSDQ\
*UDQLWH%D\5RDG
*UDQLWH%D\&$

5H6RIWZDUH9$53URFXUHPHQW6SHFLDOLVW

'HDU0U3HWURFHOOL

*HQH0RUWLOODQRVSRNHWRPHUHFHQWO\DERXW\RXUQHHGIRUD6RIWZDUH9$53URFXUHPHQW6SHFLDOLVWDWWKH
*UDQLWH%D\VLWH$OWKRXJK,DPQRWDFWLYHO\SXUVXLQJDFDUHHUFKDQJH,DPYHU\LQWHUHVWHGLQWKHSRVLWLRQIRU
DQXPEHURIUHDVRQV)LUVW0DMRU7HFK¶VQDPHLVV\QRQ\PRXVZLWK³EHVWRIEUHHG´SURGXFWHQJLQHHULQJDQG
WHFKQRORJ\VROXWLRQV)XUWKHUWKHFRPSDQ\¶VUHSXWDWLRQIRUDWWUDFWLQJDQGUHWDLQLQJTXDOLW\LQGLYLGXDOVLVQ¶W
KDSSHQVWDQFH,QSDUWLWLVDWWULEXWDEOHWR07¶VFRPPLWPHQWWRGLYHUVLW\HPSOR\HHGHYHORSPHQWPHQWRULQJ
DQGSHUIRUPDQFHEDVHGDGYDQFHPHQWRSSRUWXQLWLHV

:KDWZRXOG,EULQJWRWKHWDEOH"$UHFRUGWKDWUHSUHVHQWVDJRRGPL[RIFUHDWLYLW\GULYHLQWHOOHFWDQG
OHDGHUVKLSDORQJZLWKVROLGNQRZOHGJHRI26DQG:HEDSSOLFDWLRQV+LJKOLJKWVRIP\UHFHQWFRQWULEXWLRQVIRU
$%&6HUYLFHV DVRIWZDUHVXEVFULSWLRQXSJUDGHRXWVRXUFHFRPSDQ\ DUHWKHVH

9 6XSSRUWHGDLQFUHDVHLQUHYHQXHDQGDLQFUHDVHLQSURILW UHFHQWTXDUWHU SULPDULO\WKURXJK
GHYHORSPHQWDQGPDQDJHPHQWRI9$5FKDQQHOSURJUDPVIRUVRIWZDUHFRPSDQLHVDQGSDUWQHUVKLS
VXSSRUWWR81,;LQVWDOOEDVH

9 'RXEOHGFRPSDQ\¶VVDOHVZLWKODXQFKRIQHZ:HESURGXFWVGLYLVLRQDVDUHVXOWRIUHODWLRQVKLSVHOOLQJ
DQGDSDUWQHULQJFRPPLWPHQWZLWKLQGXVWU\OHDGHUVVXFKDV&RPDQG,QWHO
9 (DUQHG1HWVFDSH¶V3UHIHUUHG5HVHOOHUDZDUGUHVHUYHGIRUWRSSHUIRUPLQJJURXSVDPRQJUHVHOOHU
SDUWQHUV


*LYHQP\WHFKQLFDONQRZOHGJHPDQDJHPHQWVNLOOVDQGSDUWQHUVKLSPDQDJHPHQWVWUHQJWKV,EHOLHYH,KDYH
PXFKWRRIIHU0DMRU7HFKDVLWDSSURDFKHVDQH[FLWLQJWXUQLQJSRLQW,ZLOOEHLQWRXFKDQGORRNIRUZDUGWR
OHDUQLQJPRUHDERXW\RXUQHHGVIRUWKLVSRVLWLRQ

6LQFHUHO\



-RVp5RPHUR

The candidate mentions up front that he was referred for the position. Then he follows with specific
reasons the reader should be interested in his background and capabilities.

Chapter 1 A Résumé Primer
Chapter 7 Before and After Cover Letter Transformations

Chapter

13
Winning Cover Letters
for Career Changers
Top 5 Cover Letter–Writing Tips for Career Changers
1. Let your current career objective “drive” your entire resume writing, formatting, and design process. Focus on what you want to do now and not
necessarily on what you’ve done in the past.
2. Be sure to include keywords that are specific to the profession or industry
in which you are pursuing employment. By using keywords that reflect your
current career goals, you make yourself an immediate “insider.”
3. Place a heavy focus on your transferable skills, experiences, knowledge, and
qualifications. Sometimes this requires disentangling those skills from the
position in which you acquired them, to clearly demonstrate their transferability to your new career objective.
4. Highlight “alternative” experiences that might be more appropriate to your
current career objectives than your past employment experience. This
might include volunteer activities, involvement in community or professional associations, board affiliations, or a host of other activities.
5. Do not feel as though you must include all of your past work experience.
Use only what’s relevant or that demonstrates skills transferability.
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Writer: Annemarie Cross, CEIP, CPRW, CRW, CCM, CECC; Hallam, Victoria, Australia



3

$8/6,00216
:HVW/DQHx$WODQWD*$xSVLPPRQV#KRWPDLOFRPx   $+ 








$SULO



0U%RE6PLWK
&KLHI)LUHILJKWHU
0HWURSROLWDQ)LUH%ULJDGH
32%R[
$WODQWD*$

5(),5(),*+7(5326,7,21

'HDU0U6PLWK

$FKLHYLQJ UHVXOWV DQG SURILFLHQWO\ SHUIRUPLQJ WKH GXWLHV RI D SURIHVVLRQDO ILUHILJKWHU UHTXLUHV
H[FHSWLRQDO FRQFHQWUDWLRQ WHDP FROODERUDWLRQ DQG XQGHUVWDQGLQJ RI WKH FRPSOH[ QDWXUH RI WKH MRE
ZKLOHH[SOLFLWO\OLVWHQLQJDQGUHVSRQGLQJDSSURSULDWHO\ WRLQVWUXFWLRQV²RXUOLYHVDQGWKRVHZLWKLQWKH
FRPPXQLW\ZHVHUYHGHPDQGLW,EHOLHYHP\VNLOOVH[SHULHQFHSHUVRQDODSWLWXGHRYHUDOOGHGLFDWLRQ
DQG SDVVLRQ WR VHUYH WKH FRPPXQLW\ ZKLOH XSKROGLQJ WKH SURIHVVLRQDO YDOXHV RI WKH 0)% ZRXOG
FHUWDLQO\EHWUDQVIHUDEOHWRWKLVUROH

0\HQFORVHGUHVXPHKLJKOLJKWVP\SURIHVVLRQDOLVPFRPPLWPHQWDQGSURYHQFRPSHWHQFLHVWRZKLFK
,DGGWKHIROORZLQJDFKLHYHPHQWV

± 6HUYHG DV DQ DFWLYH &)$ WHDP PHPEHU IRU ILYH \HDUV LQ D YROXQWDU\ FDSDFLW\ XQGHUJRLQJ
WUDLQLQJDQGUHVSRQGLQJDQGDVVLVWLQJDWUHVLGHQWLDOSURSHUW\ILUHVDQGURDGDFFLGHQWV
± 3DUWLFLSDWHG DW &)$ WUDLQLQJLQIRUPDWLRQ DW 6WDWHVYLOOH H[SHULHQFLQJ ILUVW KDQG ILUHILJKWLQJ
WHFKQLTXHVVXFKDVODGGHUDQGKRVHVNLOOVDQGRWKHUFRPSOH[H[HUFLVHV
± &RPPLWPHQW WR IXUWKHU ILUHILJKWLQJ SURIHVVLRQDO GHYHORSPHQW ZLWK FXUUHQW VWXGLHV LQYROYLQJ
&HUWLILFDWH,9LQ)LUH7HFKQRORJ\
± 3URDFWLYH DJHQW IRU KHDOWK  VDIHW\ FRPSOLDQFH ZLWK FXUUHQW )LUVW $LG :RUNSODFH /HYHO 
&HUWLILFDWHUHFHLYHGQXPHURXV³QRORVWWLPH´UHFRUGVGXHWR]HURZRUNSODFHDFFLGHQWV

,QDGGLWLRQ,DGGP\DELOLW\WR

 8WLOL]H VRXQG ZULWWHQ DQG PDWKHPDWLFDO FRPSHWHQFLHV ZLWK WKH VXFFHVVIXO FRPSOHWLRQ RI D
1XPHUDF\DQG/LWHUDF\FRXUVH
 $GPLQLVWHU VWURQJ FRPPXQLFDWLRQ LQWHUSHUVRQDO DQG SUHVHQWDWLRQ VNLOOV ZLWK FHUWLILFDWLRQ LQ
3XEOLF6SHDNLQJDQGZLWKWKHSURYHQDELOLW\WRFRPPXQLFDWHZLWKSHRSOHIURPDGLYHUVHUDQJH
RIEDFNJURXQGV


,WKDQN\RXIRU\RXUFRQVLGHUDWLRQDQGZRXOGZHOFRPHWKHRSSRUWXQLW\WRGLVFXVVWKHQHHGVRI\RXU
RUJDQL]DWLRQDQGIXUWKHUGHPRQVWUDWHP\HQWKXVLDVPDQGFRPPLWPHQWWRZDUGVWKLVUROH

6LQFHUHO\



3DXO6LPPRQV

(QFORVXUH



Seeking his dream job—as a firefighter—following a career in logistics, this candidate highlighted his
relevant volunteer experience and recent training along with highly transferable skills.

Chapter 13 Winning Cover Letters for Career Changers
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Writer: Kristen Coleman; Poughkeepsie, NY

$OH[DQGUD7DPEXUUR


+LOOFUHVW'ULYH]3RXJKNHHSVLH1<]  ]DOH[WDP#KRWPDLOFRP








-XQH


0V7D\ORU5DLQH6XSHULQWHQGHQW
$UOLQJWRQ&HQWUDO6FKRRO'LVWULFW
0DQGDOD\'ULYH
3RXJKNHHSVLH1<

'HDU0V5DLQH

3OHDVHDFFHSWWKLVOHWWHURILQWURGXFWLRQDQGHQFORVHGUpVXPpIRUFRQVLGHUDWLRQRIDWHDFKLQJSRVLWLRQ
ZLWKLQ\RXUGLVWULFW6SHFLILFDOO\,DPVHHNLQJDVHFRQGDU\SRVLWLRQZRUNLQJZLWKVWXGHQWVZLWKVSHFLDO
QHHGV

$IWHUVHYHUDO\HDUVRIEHLQJDQ´DWKRPHµPRP,PDGHDGHFLVLRQWRFRPSOHWHP\HGXFDWLRQDQGEHFRPH
DWHDFKHU0DNLQJWKHWUDQVLWLRQLQWRHGXFDWLRQZDVDQDWXUDOSURJUHVVLRQIRUPH:KLOHPRWKHULQJJDYH
PHNQRZOHGJHRIFKLOGGHYHORSPHQWDFURVVVFKRRODJH\HDUV,KDYHDOZD\VVHSDUDWHO\KDGDGHVLUH
WREHDFODVVURRPHGXFDWRU7KURXJKRXWWKH\HDUV,KDYHGHYRWHGDVLJQLILFDQWDPRXQWRIWLPHWRWKH
GHYHORSPHQWRI\RXQJSHRSOHDQGKDYHDOZD\VEHHQDFWLYHO\LQYROYHGZLWKP\RZQFKLOGUHQ·VVFKRRO
FRPPXQLW\1RZWKDW,KDYHHDUQHGP\GHJUHHDQGIXOILOOHGWKH1<6WHDFKLQJUHTXLUHPHQWV,DPUHDG\
WRSXUVXHWKLVQHZDYHQXHRIVHUYLFHWRFKLOGUHQ

+DYLQJDFKLOGLQWKHVSHFLDOHGXFDWLRQSURJUDP,DPHVSHFLDOO\GUDZQWRWKLVGLVFLSOLQH,EHOLHYH
WKDW,KDYHDXQLTXHSHUVSHFWLYHIURPZKLFKWRGUDZDQG,DPV\PSDWKHWLFWRFKLOGUHQZLWKOHDUQLQJ
GLIILFXOWLHV$VDVWXGHQWWHDFKHU,GHPRQVWUDWHGDVWURQJOHYHORIFRPPLWPHQWWRDSSURSULDWHWHDFKLQJ
SUDFWLFHVDQGH[FHOOHGDWSURYLGLQJLQGLYLGXDOL]HGLQVWUXFWLRQ,ZDVDOVRVXFFHVVIXOLQILQGLQJZD\VWR
LQWHJUDWHWHFKQRORJ\LQWROHVVRQVNHHSLQJVWXGHQWVLQWHUHVWHGDQGIRFXVHGDQGPLQLPL]LQJ
GLVUXSWLRQV

%\IDUP\VWURQJHVWDVVHWLVP\SRVLWLYHODQJXDJH:KDWHYHUWKHVXEMHFWDUHDRUDSSURDFK,VHL]HDQ\
RSSRUWXQLW\WRHQFRXUDJHFKLOGUHQ·VUHODWLRQVKLSVZLWKRQHDQRWKHUDQGDOZD\VILQGZD\VWRIRVWHUVHOI
HVWHHPDQGERRVWFRQILGHQFHOHYHOV$OWKRXJK,DPDQHZWHDFKHU,KDYH\HDUVEHKLQGPHDQGWKH
PDWXULW\WKDWFRPHVZLWKWKDW0\WUDLQLQJLVFXUUHQWDQG,KDYHXSWRGDWHNQRZOHGJHRIWKHPRVW
UHFHQWUHVHDUFKHQGRUVHGFODVVURRPSUDFWLFHV

7KDQN\RXIRU\RXUFRQVLGHUDWLRQ,ORRNIRUZDUGWRKHDULQJIURP\RXVRRQ

6LQFHUHO\



$OH[DQGUD7DPEXUUR

(QFORVXUH

This candidate makes a very strong case for moving from mom to teacher. Her personal experiences
with her own child are included because they are 100 percent relevant to her goal.
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Writer: Carolyn Braden, CPRW; Hendersonville, TN

6 (/(1$ * $,/ & 223(5 
$DURQZRRG'ULYH²*DOODWLQ7HQQHVVHH
+RPH  ²VJFRRSHU#FRPFDVWQHW






1RYHPEHU



5RQDOG%6LHJHO(VTXLUH
/DZ2IILFHVRI*URVVR*UHHQH 6LHJHO
(DVW0DLQ6WUHHW6XLWH
*DOODWLQ7HQQHVVHH

5H3DUDOHJDO3RVLWLRQ

'HDU0U6LHJHO


7RGD\·VVXFFHVVIXOODZILUPGHVLUHVWRSURYLGHFOLHQWVZLWKPD[LPXPYDOXHDQGZHOFRPHVWKH
JURZLQJLQYROYHPHQWRISDUDOHJDOV,QDUHFHQWVXUYH\RIDWWRUQH\VFRQGXFWHGE\DOHDGLQJOHJDO
VWDIILQJVHUYLFHRIUHVSRQGHQWVVDLGWKDWWKHLQFUHDVHGXVHRISDUDOHJDOVKDVUHGXFHGFRVWV
DQGSUDLVHGWKLVSUDFWLFHIRULWVSRVLWLYHLPSDFWRQFOLHQWVHUYLFH$VDJUDGXDWHRIWKH3DUDOHJDO
3URJUDPDW1DVKYLOOH&DUHHU&HQWHU,DPHDJHUWRDSSO\WKHVNLOOVDQGWUDLQLQJ,KDYHDFTXLUHGWRD
SDUDOHJDOSRVLWLRQZLWK\RXUILUP7KHDWWDFKHGUpVXPpEULHIO\VXPPDUL]HVP\EDFNJURXQG


0\GLYHUVHZRUNKLVWRU\KDVDOORZHGPHWRGHYHORSPDQ\RIWKHVNLOOVQHHGHGWREHD
VXFFHVVIXOSDUDOHJDO7KHQDWXUHRIP\GHPDQGLQJZRUNDVD6WRUH0DQDJHUZLWK0F'RQDOG·VWDXJKW
PHWKHVDPHFRPPXQLFDWLRQVNLOOVRUJDQL]DWLRQDODELOLWLHVOHDGHUVKLSTXDOLWLHVDQGWHQDFLW\QHHGHG
WREHDJRRGSDUDOHJDO,QDGGLWLRQ,RIIHUHQHUJ\HQWKXVLDVPVROLGUHVHDUFKVNLOOVDQGVWURQJ
ZULWLQJDELOLWLHV<RXZLOOILQGWKDW,DPZHOOSUHSDUHGWRSOD\DFULWLFDOUROHLQKDQGOLQJPDQ\RIWKH
GHWDLOVQHFHVVDU\IRUOLWLJDWLRQVXSSRUWDQGRWKHUSURMHFWV


,DPFRQILGHQWWKDWP\HGXFDWLRQVNLOOVDQGSURIHVVLRQDOLVPZLOOEHDZHOFRPHDGGLWLRQWR
\RXUOHJDOWHDPDQG,EHOLHYH,ZLOOEHHTXDOO\UHZDUGHGE\WKHH[SHULHQFH,ZLOOJDLQLQ\RXUODZ
RIILFH7KDQN\RXIRU\RXUWLPHDQGFRQVLGHUDWLRQDQG,ORRNIRUZDUGWRDIDYRUDEOHUHVSRQVHIURP
\RXLQWKHYHU\QHDUIXWXUH


6LQFHUHO\




6HOHQD*DLO&RRSHU

(QFORVXUH


After completing an 18-month paralegal-training program, this candidate was looking for her first job
in this field. She references her prior experience (in fast-food management and operations) to give
herself a competitive edge.
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Writer: Peter Hill, CPRW; Honolulu, HI

(':$5'.80$0272
32%R[
0LOLODQL+DZDLL

NXPDPR WRHG#LVODQGQH WFR P

+RPH
&HOOXODU




0D\



0V-DQLFH*ODVVPDQ
'LUHFWRURI+XPDQ5HVRXUFHV
$%&3KDUPDFHXWLFDOV,QF
/DQFLQJ$YHQXH
6DQ'LHJR&DOLIRUQLD

5H3KDUPDFHXWLFDO6DOHV5HSUHVHQWDWLYH³=RQH+DZDLL

'HDU0V*ODVVPDQ

$%&3KDUPDFHXWLFDOVLV0DNLQJWKH:RUOGD+HDOWKLHU3ODFH,FDQKHOS\RXGRH[DFWO\WKDW

5HFHQWO\,´URGHµZLWKDSKDUPDFHXWLFDOVDOHVUHSUHVHQWDWLYHKHUHLQ+RQROXOXDQGTXLFNO\
XQGHUVWRRGWKDWLQDGGLWLRQWRH[FHOOHQWSURGXFWNQRZOHGJHEXLOGLQJDQGPDLQWDLQLQJUHODWLRQVKLSV
ZLWKSK\VLFLDQVLVNH\,RIIHU\RXWKHVNLOOVDQGEDFNJURXQGWRKDQGOHWKLVMRE

0\UpVXPpGHWDLOVDSURYHQUHFRUGRIXWLOL]LQJFRPPXQLFDWLRQDQGSUHVHQWDWLRQVNLOOVLQYDULRXV
FDSDFLWLHVLQERWKWKHDLUOLQHLQGXVWU\DQGDVDPHPEHURIWKHPHGLD0\EDFKHORU·VGHJUHHLVLQ
-RXUQDOLVPDQG,HQWKXVLDVWLFDOO\EHOLHYHWKDWWKLVFRPSOHPHQWVP\FRPPXQLFDWLRQDQG
SUHVHQWDWLRQVNLOOVSHUIHFWO\

<RXUDGYHUWLVHPHQWVWDWHVWKDWWKHLGHDOFDQGLGDWHZLOOKDYHRXWVLGHVDOHVH[SHULHQFH$OWKRXJK,
KDYHQRWKHOGDQRXWVLGHVDOHVSRVLWLRQ,KDYHVROGGXW\IUHHSURGXFWVRQLQWHUQDWLRQDOIOLJKWVZKLOH
HPSOR\HGDVDIOLJKWDWWHQGDQW9ROXPHDYHUDJHGEHWZHHQDQGSHUIOLJKWJHQHUDWLQJ
UHYHQXHLQWKHPLOOLRQVRIGROODUVIRUWKHFRPSDQ\

7KHUHLVRQHYHU\LPSRUWDQWSLHFHRILQIRUPDWLRQP\UpVXPpGRHVQRWWHOO\RX,ZDVERUQDQGUDLVHG
LQ+DZDLL,WRRNLWXSRQP\VHOIWROHDYHWKHLVODQGVOLYLQJDQGWUDYHOLQJH[WHQVLYHO\WKURXJKRXWWKH
PDLQODQG8QLWHG6WDWHVDQGDURXQGWKHZRUOG7KURXJKWKHVHH[SHULHQFHV,DFTXLUHGWKHDELOLW\WR
UHODWHWRDOOW\SHVRISHRSOH+DZDLLLVDPHOWLQJSRWRILQKDELWDQWVQDWLYHWRRXULVODQGVOLNHP\VHOI
DQGRIIRONVIURPDOORYHUWKHZRUOG,RIIHU$%&3KDUPDFHXWLFDOVWKHDELOLW\WRUHODWHWRDQGWREXLOG
UHODWLRQVKLSVZLWK\RXUSK\VLFLDQFXVWRPHUVKHUHLQRXUXQLTXHLVODQGFRPPXQLWLHV

,ORRNIRUZDUGWRVSHDNLQJZLWK\RXVRRQDQGZLOOJODGO\PDNHP\VHOIDYDLODEOHIRUDWHOHSKRQHRU
WHOHFRQIHUHQFHLQWHUYLHZ

6LQFHUHO\



(GZDUG.XPDPRWR

(QFORVXUH

Pharmaceutical sales is a very competitive field. This letter makes a strong case for a job seeker who
has no formal sales experience.

286

Cover Letter Magic

108


Writer: Doug Morrison, CPRW; Charlotte, NC

'$9,'/,9,1*6721

%ULJKWRQ3ODFH
+RPH  
&KDUORWWH1&
GOLYLQJVWRQ#DROFRP




$SULO


0U&KDUOH\&DVVDYHWHV
6HQLRU9LFH3UHVLGHQW *HQHUDO0DQDJHU)RRWEDOO2SHUDWLRQV
+RXVWRQ7X[HGRV
2LO%RXOHYDUGWK)ORRU
+RXVWRQ7;

'HDU0U&DVVDYHWHV

$WWKHVWDUWRIDQ\IRRWEDOOVHDVRQ\RX·OOVHHDEDFNRQRQHRIWKHWHDPVDUXQWRIDIHOORZ FRPSDUHGWR
WKH EHOOLFRVH EHKHPRWKV VXUURXQGLQJ KLP  NHHS EUHDNLQJ WKURXJK WKH OLQH IRU ORQJ JDLQV )DQV DQG
FRPPHQWDWRUVDOLNHSUDLVHKLPIRUKLVGHIWIRRWZRUN³JLYLQJKLPDOOWKHFUHGLWIRUWKH\DUGVJDLQHG

%XWXQGHUFORVHUVFUXWLQ\\RX·OOQRWLFHWKDWWKLVOLWWOHIHOORZKDGYHU\OLWWOHWRGRZLWKHYDGLQJWDFNOHUV
+LVWHDPPDWHVRSHQHGWKHKROHVIRUKLPDQGDOOKHKDGWRGRZDVJUDEWKHEDOODQGUXQ

3UDFWLFLQJJRRGWHDPZRUNLVDVHVVHQWLDOWREXVLQHVVRSHUDWLRQV³DQGWRWKHJDPHRIOLIH³DVLWLVWRRQ
ILHOG SOD\ , EHOLHYH LQ WKH SRZHU RI WHDPZRUN :KHQ DQ RUJDQL]DWLRQ SXOOV WRJHWKHU PXFK PRUH LV
DFFRPSOLVKHG

)RUWKLVDQGRWKHUUHDVRQV,ZRXOGOLNHWKHRSSRUWXQLW\WRWU\RXWIRUDQRWKHUSRVLWLRQ³DVDFRDFKRUD
SXEOLFFRPPXQLW\UHODWLRQVOLDLVRQZLWKWKH+RXVWRQ7X[HGRVRUJDQL]DWLRQ

$V DQ 1)/ ZLGH UHFHLYHU IRU  \HDUV -HWV 3DFNHUV DQG 3DWULRWV  DQG FXUUHQWO\ D IUHH DJHQW , DP
LQWHUHVWHG LQ H[SORULQJ RWKHU RSWLRQV 2IIILHOG H[SHULHQFH LQFOXGHV VXEVWDQWLDO YROXQWHHU ZRUN ZLWK
QXPHURXV FRPPXQLW\ RUJDQL]DWLRQV HJ $GRSWD)DPLO\ %OXH &URVV &DULQJ 7HDP WKH &KLOGUHQ·V
+RVSLWDO'$5(0$''WKH6DOYDWLRQ$UP\DQG6SHFLDO2O\PSLFV ,QDGGLWLRQ,LQWHUQHGZLWKWKH
)%,IRUHLJKW\HDUV

,·G OLNH WR HDUQ WKH SULYLOHJH RI SOD\LQJ RQ \RXU WHDP DQG ZRXOG DSSUHFLDWH WKH RSSRUWXQLW\ IRU D
SHUVRQDOLQWHUYLHZ7RJHWKHU,EHOLHYHZHFRXOGERWKJDLQPRUHJURXQG0D\,KDYHDWU\RXW"

6LQFHUHO\




'DYLG/LYLQJVWRQ

What do professional athletes do when they retire? This individual wanted to work for a pro football
team in player development, coaching, or community relations. He pulls his diverse experiences
together to support his case.
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-DQHW0:LOOV

7HUU\YLOOH$YHQXH
%ULVWRO&7

MDQPZ#FWFRP



-XQH


0U5REHUW3LQHZRRG
3LQHZRRG/XPEHU 0RUH,QF
&HQWXU\$YHQXH
8QLRQWRZQ&7

5(&OHULFDO3RVLWLRQLQ)DVW3DFHG'LVSDWFK2SHUDWLRQV2IILFH

'HDU0U3LQHZRRG

+LJKTXDOLW\ZRUNFXVWRPHUVDWLVIDFWLRQDQGFRPSDQ\OR\DOW\KDYHEHHQDVWURQJIRFXVIRUPH
WKURXJKRXWP\FDUHHU5HFHQWO\DIWHU\HDUVZLWK0RGHUQ,QVXUDQFH,DFFHSWHGHDUO\UHWLUHPHQW
$IXQQ\WKLQJKDSSHQHGRQWKHZD\WRP\UHWLUHPHQWSDUW\WKRXJK,IRXQGWKDW,PLVVP\GDLO\FRQWDFW
ZLWKSHRSOHWKHFKDOOHQJHRIIDVWSDFHGSUREOHPVROYLQJDQGDVHQVHRIVHUYLFHWRWKHORFDOFRPPXQLW\

<RXUMRESRVWLQJRQ&DUHHU%XLOGHUFRPFRQYLQFHGPHWKDWVXFKRSSRUWXQLWLHVVWLOOH[LVW7KHIXQFWLRQV
,KDYHPDVWHUHGSURYLGHWKHVNLOOV\RXDUHVHHNLQJ

` &OHULFDODQGDGPLQLVWUDWLYH$W0RGHUQ,SHUIRUPHGFOHULFDOIXQFWLRQVLQVHYHUDOVHWWLQJVDV
GDWDHQWU\RSHUDWRUWDSHOLEUDULDQFXVWRPHUVHUYLFHZRUNHULQ'DWD&RPPXQLFDWLRQVDQG
PRUHJHQHUDOO\DV$FFHVV&RQWURO$GPLQLVWUDWRU
` &RPSXWHU,KDYHXWLOL]HG062IILFH :RUGDQG([FHO 3HRSOH6RIW2UDFOHDQGDYDULHW\RI
FRPSDQ\VSHFLILFV\VWHPVDQGDSSOLFDWLRQVWRPDQDJHHGLWDQGXSGDWHGDWDWUDFN
ZRUNIORZDQGHQKDQFHVHFXULW\
` 4XDOLW\0\ZRUNHWKLFKDVVWHDGLO\HDUQHGKLJKPDUNVGHPRQVWUDWHGE\WKHUHJXODULW\RI
SHUIRUPDQFHHYDOXDWLRQVVWDWLQJ³([FHHGHGJRDOV´
` 'HGLFDWLRQWRWDVNV:KHQHYHUWKHUHZDVDWRXJKDVVLJQPHQW,ZDVWKHRQHFDOOHGLQWR³JHW
WKHMREGRQH´
` &XVWRPHUVHUYLFH,VHUYHGIRUILYH\HDUVZLWK0RGHUQ¶V&XVWRPHU6HUYLFH)RFXV*URXS
KHOSLQJWRLQFUHDVHVDWLVIDFWLRQOHYHOVZLWKERWKLQWHUQDODQGH[WHUQDOFRUSRUDWHFXVWRPHUV

,QWKHRIILFH,ZDVNQRZQDV³WKHDQVZHUSHUVRQ´:KDWHYHUWKHFKDOOHQJHSHRSOHFDPHWRPHIRU
UHVHDUFKDQGVROXWLRQVDQG,QHYHUOHWWKHPGRZQ$WKRPH,KDYHUHQRYDWHGWZRKRXVHVJDLQLQJ
YDOXDEOHNQRZOHGJHRIFRQVWUXFWLRQEXLOGLQJPDWHULDOVDQGWRROV $QGDVDFRPPXQLW\WKHDWHUVWDJH
PDQDJHUP\VHWEXLOGLQJLVXQSDUDOOHOHG 

,ORRNIRUZDUGWRGLVFXVVLQJ\RXUQHHGVDQGP\SRVVLEOHFRQWULEXWLRQV,¶PUHDG\ZLOOLQJDQGDEOHWRILW
LQZKHUHYHU,DPQHHGHGWRXSKROG\RXUWUDGLWLRQRI³4XDOLW\
³4XDOLW\ &XVWRPHU6HUYLFH$OZD\V´7KDQN\RX
IRUFRQVLGHULQJERWKP\TXDOLILFDWLRQVDQGP\SRWHQWLDOFRQWULEXWLRQVWR\RXUFRPSDQ\DQGLWVOHJDF\

6LQFHUHO\



-DQHW0:LOOV

This broadcast letter (sent without a resume) describes a multifaceted professional with a lengthy,
strong interest in the insurance industry. She is seeking a less-strenuous but still-challenging position
after retirement.
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Writer: Jennifer Rushton, CRW; North Richmond, New South Wales, Australia

686$1552$&+
VUURDFK#DROFRP



+RPH  ²
+RPH)D[  ²



2FWREHU


6DOO\-7KRPDVRQ
3UHVLGHQW
$WKHQD3DFNDJLQJ,QF
6DPSUDV3DUNZD\
&KHUU\+LOO1-

'HDU0V7KRPDVRQ

,WLVZLWKJUHDWLQWHUHVWWKDW,DPIRUZDUGLQJP\UpVXPpIRUFRQVLGHUDWLRQDV&UHDWLYH0DQDJHUZLWKLQ
\RXURUJDQL]DWLRQ7KURXJKRXWP\FDUHHU,KDYHIRFXVHGRQHPSRZHULQJP\VWXGHQWVWRVXFFHHGE\
HQFRXUDJLQJ WKHP WR GHYHORS WKHLU VWUHQJWKV DQG JURZ ERWK DFDGHPLFDOO\ DQG SHUVRQDOO\ :LWK D
EDFNJURXQGLQHGXFDWLRQDQGOHDUQLQJFRPELQHGZLWKRXWVWDQGLQJLQWHUSHUVRQDODQGFRPPXQLFDWLRQ
VNLOOV , DP FRQILGHQW WKDW P\ TXDOLILFDWLRQV DQG H[SHULHQFH ZLOO EH RI JUHDW EHQHILW WR \RXU
RUJDQL]DWLRQ

, DP NQRZQ DV D GHWDLORULHQWHG LQGLYLGXDO GHWHUPLQHG WR H[FHO ZLWK SURYHQ RUJDQL]DWLRQDO
FRPPXQLFDWLRQDQGOHDGHUVKLSVNLOOVWKDWDUHQHFHVVDU\WRWUDQVIRUPFRQFHSWVLQWRRSHUDWLQJUHDOLWLHV
:LWK D NHHQ H\H IRU GHWDLO DQG VWURQJ WLPHPDQDJHPHQW DELOLWLHV , RIIHU SURMHFWDGPLQLVWUDWLRQ DQG
FRPPXQLFDWLRQVNLOOVWKDWZRXOGWUDQVIHUWRPDQ\RWKHUHQYLURQPHQWV
)URP P\ UpVXPp \RX ZLOO JDWKHU WKH IDFWV DERXW P\ VXFFHVV DV DQ HGXFDWRU EXW ZKDW PD\ QRW EH
REYLRXVLVWKHIDFWWKDW,SRVVHVVDVWURQJLQWHUHVWLQFUHDWLYHGHVLJQ7KHTXDOLWLHVWKDWKDYHPDGHPH
HIIHFWLYHDVDWHDFKHUZLOO,DPFRQILGHQWKHOSPHEHFRPHVXFFHVVIXOLQDQHZILHOGP\SHUVXDVLYH
VW\OHRIFRPPXQLFDWLRQDELOLW\WRSXWRWKHUVDWHDVHDQGSHUVLVWHQWGHGLFDWLRQWRTXDOLW\UHVXOWV
$OWKRXJK,KDYHWKRURXJKO\HQMR\HGWKHFKDOOHQJHRIHGXFDWLQJ\RXQJPLQGVDQGVWLPXODWLQJ\RXQJ
FKLOGUHQWRH[FHODFDGHPLFDOO\,KDYHUHDFKHGDMXQFWXUHLQP\FDUHHUZKHUHLWLVWLPHWRH[DPLQHQHZ
SURIHVVLRQDORSSRUWXQLWLHV , WKULYH LQ FKDOOHQJLQJ HQYLURQPHQWV DQG LW LV WKHVH TXDOLWLHV WKDW DWWUDFW
PHWRDKLJKO\FRPSHWLWLYHDQGH[FLWLQJFDUHHULQFUHDWLYHGHVLJQ0\SURPLVHLVWKDWDPHHWLQJZLOO
QRWEHDZDVWHRIWLPH\RXUVRUPLQH
, ZRXOG ZHOFRPH WKH RSSRUWXQLW\ WR GLVFXVV KRZ P\ FUHGHQWLDOV DQG H[SHUWLVH FDQ EHQHILW \RXU
RUJDQL]DWLRQDQG,ZLOOWKHUHIRUHFRQWDFW\RXURIILFHQH[WZHHNWRDUUDQJHDPXWXDOO\FRQYHQLHQWWLPH
IRUXVWRPHHW,QWKHLQWHULP,WKDQN\RXIRUUHYLHZLQJWKLVOHWWHUDQGWKHDFFRPSDQ\LQJPDWHULDO

6LQFHUHO\


6XVDQ55RDFK


(QFORVXUH

Teachers seeking to transition to another field face a difficult hurdle. This individual used her teaching experiences as a “plus” for the creative design position she was targeting.
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Writer: Janice Shepherd, CPRW, JCTC, CEIP; Bellingham, WA

111

$QWKRQ\-:LQWHUV
(DVW0RXQWDLQ:D\
:HOOLQJWRQ:$
 
HPDLOWRQ\#DWWFRP




6HSWHPEHU


*HQHUDO0DQDJHU
0DULV*DUGHQVDW&RUGHOLD
&ROXPELQH'ULYH
:HOOLQJWRQ:$

5(&RPPXQLW\5HODWLRQV'LUHFWRU

,HQFORVHP\UpVXPpLQUHVSRQVHWR\RXU6HSWHPEHUDGLQ7KH:HOOLQJWRQ*D]HWWHIRU
D&RPPXQLW\5HODWLRQV'LUHFWRU,WVHHPVDVXUSULVLQJO\JRRGPDWFKIRUP\EDFNJURXQGDQG,
ZRXOGZHOFRPHDQRSSRUWXQLW\WRGLVFXVVLWZLWK\RXSHUVRQDOO\
0\FRQVLGHUDEOHH[SHULHQFHDVDKLJKO\VXFFHVVIXOUHVSHFWHGDQGEHORYHGSDVWRUFRXQVHORU
WHDFKHUEULHIO\VXPPDUL]HGRQWKHHQFORVHGUpVXPpWHVWLILHVWRP\UHODWLRQVKLSEXLOGLQJ
H[SHUWLVH³,DPFRQILGHQWLQP\DELOLW\WRUHSUHVHQW0DULV*DUGHQVWRSURVSHFWLYHUHVLGHQWVDQG
WKHLUIDPLOLHV0\ZRUNZLWKGLYHUVHSRSXODWLRQVKDVKRQHGP\LQQDWHDELOLW\WRUHFRJQL]HQHHGV
DQGSUHVHQWZRUNDEOHVROXWLRQV³,FDQHDVLO\UHODWHWR\RXUFXVWRPHUV2IFRXUVHVXFFHVVIXO
QHWZRUNLQJZLWKFLYLFDQGUHOLJLRXVOHDGHUVLQORFDODQGVWDWHFRPPXQLWLHVRIILFHSHUVRQQHO
DGPLQLVWUDWRUVH[HFXWLYHVFKLOGUHQDQGDGXOWVLVRQHRIP\IRUWHV
:LWKP\H[SHULHQFHLQYROXQWHHUUHFUXLWPHQWSXEOLFVSHDNLQJSUHVHQWDWLRQVDQGWUDLQLQJ,
KDYHZHOOGHYHORSHGSRZHUVRISHUVXDVLRQ³HDVLO\WUDQVODWHGWRVDOHVDQGPDUNHWLQJVNLOOV³
DQGFHUWDLQO\PLQLVWU\DQGWHDFKLQJFDQEHFRQVLGHUHGORQJWHUPFDUHLQGXVWULHV
,KRSH\RXFDQVHHWKHSRWHQWLDOKHUHIRUP\PDNLQJDVLJQLILFDQWFRQWULEXWLRQWR\RXUEXVLQHVV
DQGZLOOJLYHPHDFDOO7KDQN\RXIRU\RXUFRQVLGHUDWLRQ

6LQFHUHO\


$QWKRQ\-:LQWHUV

HQFUpVXPp

Clergy, too, sometimes seek to transition to another field. This letter clearly conveys how the professional skills this candidate used as a pastor will translate to a role in community relations.
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Writer: Igor Shpudejko, CPRW, JCTC, MBA; Mahwah, NJ

5,&+$5'.,0%/(
1RUZRRG$YHQXH
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UNLPEOH#DROFRP


  + 
  : 



)HEUXDU\




7DPDUD'DQVRQ
&RUSRUDWH5HFUXLWHU
1DWLRQDO)LQDQFLDO$GYLVRUV,QF
0DGLVRQ$YHQXH6XLWH
1HZ<RUN1<

'HDU0V'DQVRQ

$IWHU\HDUVDVDVXFFHVVIXOVPDOOEXVLQHVVRZQHU,¶PFKDQJLQJFDUHHUGLUHFWLRQVWR
IROORZP\ORQJWLPHGHVLUHWREHDILQDQFLDOSODQQHU7RWKDWHQG,DPFXUUHQWO\HQUROOHG
LQD&)3SURJUDP

$OWKRXJK,KDYHQRSURIHVVLRQDOH[SHULHQFHDVDILQDQFLDOSODQQHU,KDYHIUHTXHQWO\
DGYLVHGRWKHUVRQLQYHVWPHQWVWUDWHJLHV,QP\RZQFDVH,GHYHORSHGDQLQYHVWPHQW
VWUDWHJ\IRUP\SRUWIROLRWKDW\LHOGHGDQDQQXDOUHWXUQRIIRUD\HDUSHULRG
HQGLQJ,DOVRPDQDJHGWKHGLVEXUVHPHQWRIDVVHWVIRUWZRHVWDWHV

,FDQEHFKDUDFWHUL]HGDVDQHQWUHSUHQHXUZLWKVRXQGEXVLQHVVMXGJHPHQWPDWXULW\JRRG
VDOHVVNLOOVDQGKLJKLQWHJULW\,HQMR\FKDOOHQJHVWKDWUHTXLUHOHDUQLQJQHZVNLOOVDQG
LQWHUDFWLQJZLWKWKHSXEOLF,DPVWHDG\DQGSDWLHQWKDYLQJEXLOWP\RZQEXVLQHVVIURP
WKHJURXQGXSWRPRUHWKDQLQDQQXDOUHYHQXHV

0\JRDOLVDQH[FLWLQJDQGUHZDUGLQJSRVLWLRQZLWKDFRPSDQ\IDFLQJQHZSURVSHFWV, am
HDJHUWRSDUWLFLSDWHLQDQ\WUDLQLQJSURFHVVWKDWZLOOEXLOGRQP\VNLOOVDQGSURYLGHWKH
NQRZOHGJH,QHHGWREHVXFFHVVIXO

,SUHIHUWRVWD\LQWKHPHWURSROLWDQ1HZ<RUN&LW\DUHDEXWZLOOFRQVLGHUDWWUDFWLYH
RSSRUWXQLWLHVLQWKHWULVWDWHUHJLRQ


6LQFHUHO\




5LFKDUG.LPEOH
(QFORVXUH

This letter was written for a professional photographer seeking to become a financial planner. It
emphasizes business experience, transferable skills, maturity, and sound business judgment.
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Writer: Jacqui Barrett, CPRW, CEIP; Overland Park, KS

1WK3ODFH:HVW
7XOVD2.
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GRXJSHONH\#KRWPDLOFRP




$SULO


0V-DQH0DWKLHVHQ
6HQLRU9LFH3UHVLGHQW
0DUULRWW,QWHUQDWLRQDO
0DUULRWW1&('&RQIHUHQFH&HQWHU
(DVW+LJKZD\
1RUPDQ2.

'HDU0V0DWKLHVHQ

,I\RXDUHVHHNLQJDIRUZDUGWKLQNLQJSHUIRUPDQFHGULYHQDQGTXDOLW\IRFXVHG*URXS6DOHV0DQDJHU
ZKRFRQVLVWHQWO\GHOLYHUVVROLGUHVXOWV\RXZLOOEHLQWHUHVWHGLQWKHH[SHULHQFHDQGDFFRPSOLVKPHQWV
KLJKOLJKWHGLQWKHHQFORVHGUHVXPH

7HQDFLRXVLQP\HIIRUWVWRWUDQVLWLRQLQWRWKHKRWHODQGORGJLQJLQGXVWU\,DPSUHVHQWO\QHWZRUNLQJ
ZLWKNH\LQGXVWU\OHDGHUVWRIRFXVP\HIIRUWV$GGLWLRQDOO\,KDYHHQUROOHGLQWKH+RWHODQG/RGJLQJ
$VVRFLDWLRQ·V(GXFDWLRQ,QVWLWXWHLQSXUVXLWRIFUHGHQWLDOLQJWRIRUWLI\P\HIIRUWV)XUWKHUPRUHP\FDUHHU
KLVWRU\GHPRQVWUDWHVDGHWHUPLQDWLRQWRH[FHHGTXDOLW\DQGFXVWRPHUVHUYLFHH[SHFWDWLRQVDWWULEXWHV
WKDWDUHNH\LQWKHKRWHODQGORGJLQJLQGXVWU\

'XULQJP\\HDUVDOHVDQGPDUNHWLQJFDUHHU,KDYHPDGHVLJQLILFDQWFRQWULEXWLRQVWRWKHGHYHORSPHQW
DQGLPSOHPHQWDWLRQRIPDUNHWLQJDQGVDOHVSURJUDPVWRERRVWERWWRPOLQHSHUIRUPDQFH$GGLWLRQDOO\,
DPH[FHSWLRQDOO\SHRSOHIRFXVHGDQGFRQWLQXDOO\´ZRZµP\FXVWRPHUVLQWRRQJRLQJUHODWLRQVKLSV$V
VXFKP\UHFRUGRISHUIRUPDQFHLQFOXGHVWKHIROORZLQJ

x 6SHDUKHDGLQJSUHPLXPPDUNHWLQJSURJUDPVWRWKZDUWWKHFRPSHWLWLRQDQGH[SDQG
PDUNHWVKDUH
x 3HQHWUDWLQJGLIILFXOWWRDFFHVV´KLHUDUFKLFDOµSURIHVVLRQDOVYLDP\RXWRIWKHER[
VDOHVDQGPDUNHWLQJVWUDWHJLHV
x 'HOLYHULQJWULSOHGLJLWSHUFHQWDJHVDOHVLQFUHDVHV\HDURYHU\HDU
x &RQWLQXDOO\DQDO\]LQJSUREOHPVRIIHULQJVROXWLRQVDQGPDLQWDLQLQJDKHDOWK\DQG
JURZLQJERWWRPOLQH

0\VXFFHVVLQWKHSDVWDQGP\IXWXUHVXFFHVVHVVWHPIURPP\VWURQJFRPPLWPHQWZRUNHWKLFDQGGHVLUH
WREHFRPHDQH[WUHPHO\YDOXDEOHHPSOR\HH,WLVP\JRDOWRWUDQVIHUWKHVHDWWULEXWHVWR\RXURUJDQL]DWLRQ

,ORRNIRUZDUGWRVSHDNLQJZLWK\RXSHUVRQDOO\VRWKDWZHPD\GLVFXVVWKHVSHFLILFQHHGVRI\RXU
FRPSDQ\DQGKRZ,FDQIXOILOOWKHP)HHOIUHHWRFRQWDFWPHDW

6LQFHUHO\


'RXJODV3HONH\

(QFORVXUH

This letter was instrumental in the successful career transition of a medical-equipment sales manager
into the hospitality industry.
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Writer: Donna Farrise; Hauppauge, NY
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5RPHR'ULYH

&RPPDFN1<

 








'HDU6LURU0DGDP

5HIOHFWLQJRQP\SURIHVVLRQDOH[SHULHQFHZLWKLQWKHLQVXUDQFHLQGXVWU\LWLVDWWKLVSRLQWLQP\FDUHHUWKDW
, DP VHHNLQJ WR SXUVXH P\ ORQJWHUP SHUVRQDO DQG SURIHVVLRQDO JRDO RI D FKDOOHQJLQJ FDUHHU ZLWKLQ
+XPDQ 5HVRXUFHV /HW PH EULHIO\ KLJKOLJKW WKH VNLOOV YDOXHV DQG FRQWULEXWLRQV , ZLOO EULQJ WR \RXU
RUJDQL]DWLRQ


x 'HGLFDWHGFRPPLWPHQWWRDORQJDQGVXFFHVVIXOFDUHHUZLWKLQ+XPDQ5HVRXUFHV


x ([FHOOHQW FXVWRPHU VHUYLFHUHODWLRQV WLPHPDQDJHPHQW WURXEOHVKRRWLQJ DQG FRPPXQLFDWLRQV
VNLOOVGHYHORSHGWKURXJKPDQ\\HDUVLQWKHLQVXUDQFHLQGXVWU\DVD&ODLPV6SHFLDOLVW


x $ELOLW\ WR SHUIRUP LQGHSHQGHQWO\ RU DV SDUW RI D WHDP EXLOGLQJ FRRSHUDWLYH ZRUNLQJ
UHODWLRQVKLSV DPRQJ PDQDJHPHQW DQG VXSSRUW VWDII LQ RUGHU WR PHHW JRDOV DQG DFKLHYH
VXFFHVVIXOUHVXOWV


x $Q HQHUJHWLF HQWKXVLDVWLF DSSURDFK ZLWK SURYHQ VXFFHVV LQ SULRULWL]LQJ WLPH DQG UHVRXUFHV WR
DWWDLQJRDOVDQGPHHWSURMHFWGHDGOLQHV

0\SHUVRQDODQGSURIHVVLRQDOHGXFDWLRQZRUNH[SHULHQFHVLQWHUHVWVDQGVWUHQJWKVKDYHDOOFRQWULEXWHGWR
RXWVWDQGLQJ EXVLQHVV DFKLHYHPHQWV , DP DFFRXQWDEOH IRU GLYHUVH UHVSRQVLELOLWLHV LQFOXGLQJ VHUYLFLQJ
FOLHQWVDQGWKHJHQHUDOSXEOLF0\DFTXLUHGNQRZOHGJHDQGH[SHULHQFHDVDFRQWULEXWLQJLQGLYLGXDOLQWKH
EXVLQHVV ZRUOG ZLOO SURYH WR EH D TXDOLW\ WKDW ZLOO HQKDQFH WKH JRDOV DQG VWDQGDUGV RI DQ\ +XPDQ
5HVRXUFHVGHSDUWPHQW

3OHDVHWDNHWKHWLPHWRUHYLHZWKHDIRUHPHQWLRQHGFUHGHQWLDOV,ILUPO\EHOLHYH\RXZLOOILQGWKHPWRPHHW
WKH QHHGV RI \RXU FRPSDQ\ DQG , DP FRQILGHQW P\ FRQWULEXWLRQV WR \RXU RUJDQL]DWLRQ ZLOO SURYH WR EH
ODVWLQJLIJLYHQWKHRSSRUWXQLW\7KDQN\RXIRU\RXUWLPHDQGFRQVLGHUDWLRQ

9HU\WUXO\\RXUV



.,0%(5/<%/$.(/<

(QFORVXUH

This letter very clearly spells out what the candidate is seeking (a career in human resources) and
why she should be considered—she shows she knows what’s important in an HR role.
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Writer: Marcy Johnson, CPRW, CEIP, NCRW; Story City, IA

5HHV'7\OHU6U


UHHVGW\OHU#DROFRP
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/LWWOH:DOO/DNH5RDGx*UHHQ5RFN,/
+RPH  x&HOO  
2IILFH  

-DQXDU\


0LWFKHOO2¶5RXUNH6HQLRU9LFH3UHVLGHQW
6DOHV6HUYLFH 0DUNHWLQJ
,QGLDQ0RWRUF\FOH&RUSRUDWLRQ
(DVW)RXUWK6WUHHW
+RXVWRQ7;

'HDU0U2¶5RXUNH

7KHRSSRUWXQLW\WRXQLWHFRPPRQLQWHUHVWVDQGSURYLGHRUJDQL]DWLRQDOVWUXFWXUHWRDJURXSLPSDVVLRQHGE\
LWVSURXGSDVWDQGEULJKWIXWXUHLVDQRSSRUWXQLW\WKDWPLJKWFRPHDORQJRQFHLQDOLIHWLPH:LWKH[FLWHPHQW
DQGHQWKXVLDVP,DPVXEPLWWLQJP\UHVXPHIRU\RXUUHYLHZ$\HDULQIDWXDWLRQZLWKPRWRUF\FOHVD
VWURQJOHDGHUVKLSEDFNJURXQGDQGDFDUHHUDVDQDWWRUQH\VHHPOLNHWKHSHUIHFWILWIRU\RXUQHHGVWRGLUHFW
DQGJURZWKH,QGLDQ5LGHUV*URXS

7ZHQW\\HDUVRIP\FDUHHUKDYHLQYROYHGPDQDJLQJGD\WRGD\VWUDWHJLFDQGILQDQFLDODGPLQLVWUDWLRQRID
VXFFHVVIXOODZSUDFWLFHPDQDJLQJDPXOWLPLOOLRQGROODUEXGJHWIRUDFRXQW\DWWRUQH\¶VRIILFHDQGPDQDJLQJ
DUHDOHVWDWHILUP$VDPHPEHURIWKHORFDOH[HFXWLYHVWHHULQJFRPPLWWHHRI%R\6FRXWVRI$PHULFD,ZDV
LQVWUXPHQWDOLQUDLVLQJPRUHWKDQIRUYDULRXVRUJDQL]DWLRQDODFWLYLWLHV%XWWKHFRPPRQWKUHDG
W\LQJP\FDUHHUWRJHWKHULVDIDVFLQDWLRQZLWKPRWRUF\FOHV0\ZLIHDQG,ERWKRZQELNHVDQGULGHXSWR
PLOHVHDFK\HDU:HKDYHDWWHQGHGWKH6WXUJLV5DOO\SDUWLFLSDWHGLQ'D\WRQD%LNH:HHNDQGULGGHQ
WRERWKFRDVWVIURPRXUKRPHLQWKH+HDUWODQG:HHQMR\WUDYHOHPEUDFHUHORFDWLRQDQGORRNIRUZDUGWR
SDUWLFLSDWLQJLQJURXSULGHV

:LWKRQO\RIYLQWDJHDQGQHZHUD,QGLDQELNHRZQHUVFXUUHQWO\SDUWLFLSDWLQJLQWKH,QGLDQ
5LGHUV*URXSWKHVN\LVWKHOLPLWIRUEXLOGLQJWKHRUJDQL]DWLRQ,ZDQWWRKHOSOHDGDQGXQLWHWKLVGLYHUVH
JURXSRISHRSOHDQGSURPRWHWKHZHDOWKRIEHQHILWVLQFOXGLQJWUDYHOGLVFRXQWVURDGVLGHDVVLVWDQFHDQGQHZ
LQFHQWLYHVOLVWHGRQ\RXU:HEVLWH&ROOHDJXHVFRPSOLPHQWP\³JLIWRISHUVXDVLRQ´DQGIUDQNO\,KDYHEHHQ
H[WUHPHO\VXFFHVVIXOLQGHIHQGLQJFOLHQWVDVDGHIHQVHDWWRUQH\LQDODUJHPHWURSROLWDQDUHDLQ,OOLQRLV
$QRWKHUDFFRPSOLVKPHQWLVSURVHFXWLQJWKHILUVW&ODVV$IHORQ\LQ:RRGEXU\&RXQW\²DQGZLQQLQJ

7KHUHLVDUHDVRQVRPHDVVRFLDWLRQVDUHPRUHVXFFHVVIXOWKDQRWKHUV,I\RXDUHORRNLQJIRUDSURJUHVVLYH
HIILFLHQW([HFXWLYH'LUHFWRUZKRFDQPHHW\RXUQHHGVH[FHHG\RXUH[SHFWDWLRQVDQGFRQWLQXHWKHG\QDPLF
JURZWKWRZDUG\RXUJRDORI³SURYLGLQJDVDIHULGLQJHQYLURQPHQWFHOHEUDWLQJWKHIULHQGVKLSRIPRWRUF\FOLQJ
DQGIUHHGRPRIWKHURDG´SOHDVHFRQVLGHUP\TXDOLILFDWLRQV6SHQGLQJWKHVHFRQGKDOIRIP\FDUHHUEXLOGLQJ
WKH,QGLDQ5LGHUV*URXSLVDFDOOLQJWKDW,DQWLFLSDWHIXOILOOLQJZLWKHQWKXVLDVP7KDQN\RXIRU\RXU
FRQVLGHUDWLRQ

6LQFHUHO\



5HHV'7\OHU6U

5HVXPHHQFORVHG

A high-powered attorney wanted to follow his love of motorcycles into an association-management
position in the motorcycle industry. He did his homework and, in his letter, connected his experience
and skills to the organization’s needs.
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Writer: Susan Britton Whitcomb, CCMC, CCM, NCRW, CPRW; Fresno, CA
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/RYHODQG6WUHHWa6XGEXU\0$aa0RELOHaUK#HPDLOFRP



$XJXVW




*HUDOG*HQQHU
=HQD·V,VODQG'D\6SD
6LPSVRQ/DQH
6XGEXU\0$

'HDU0U*HQQHU

:KDWGR\RXORRNIRULQDQDHVWKHWLFLDQ")URPDFXVWRPHU·VSHUVSHFWLYH,NQRZZKDWEURXJKWPHEDFNDJDLQ
DQGDJDLQ«

5HODWLRQVKLS$QDHVWKHWLFLDQZKRFRQQHFWVZLWKKHUFOLHQWV«RQHZLWKDFRQVXOWDWLYHVW\OHZKRDVNV
TXHVWLRQVWRXQFRYHUQHHGVDYRLGVRIIHULQJFRRNLHFXWWHUVNLQFDUHVROXWLRQVDQGSURPRWHVGDLO\XVHRI
SURGXFWVWKDWZLOONHHSPHORRNLQJOLNH,MXVWVWHSSHGRXWRIDVDORQ

+ROLVWLF5HVRXUFHV$QDHVWKHWLFLDQFRPPLWWHGWRFRQWLQXLQJHGXFDWLRQDQGSURIHVVLRQDO
GHYHORSPHQW«RQHZKRLVVHHQDVDJRWRSHUVRQIRULQIRUPDWLRQRQQHZWUHQGVSURGXFWVRQOLQH
UHVRXUFHVDQGPRUH

5HVXOWV$QDHVWKHWLFLDQZKRFDQLPSURYHWKHKHDOWKDQGUDGLDQFHRIP\VNLQDQGLQWXUQHQKDQFHP\
RYHUDOOVHQVHRIZHOOEHLQJ

$V\RXPLJKWJXHVV,YDOXHWKHVHTXDOLWLHVDQGSUDFWLFHWKHPP\VHOIDVDQDHVWKHWLFLDQ,QDGGLWLRQ,EULQJD
SURILWSHUVSHFWLYHWRWKHSLFWXUH

8QOLNHPRVWDHVWKHWLFLDQV,KDYHDVWURQJEDFNJURXQGLQEXVLQHVVSUHYLRXVO\ZRUNLQJIRUPRUHWKDQDGHFDGH
DVDVHQLRUEDQNLQJH[HFXWLYH LQVHYHUDOLQVWDQFHV,ZDVUHFUXLWHGWRWXUQDURXQGXQGHUSHUIRUPLQJUHJLRQV
DQGOHGWKHPWREHFRPHWKHUDQNHGLQWKHUHJLRQ 7KLVSDVW\HDU,PDGHWKHGHFLVLRQWRSXUVXHDFDUHHU
WUDQVLWLRQWKDWZRXOGFRPELQHP\ORQJWLPHLQWHUHVWLQKHDOWKSURYLGHJUHDWHUFRQWDFWZLWKSHRSOHDQGDOORZ
PHWRGRZKDW,GREHVW«FRQVXOWDWLYHVDOHV

8QIRUWXQDWHO\,KDYHYLVLWHGVHYHUDOVDORQVZKHUHP\DHVWKHWLFLDQPLVVHGWKHRSSRUWXQLW\WRDVNTXHVWLRQV
DQGVXJJHVWSURGXFWVWKDWZRXOGVROYHP\SHUVRQDOQHHGV:LWKP\H[SHULHQFHGHYHORSLQJQDWLRQDOVDOHV
VWUDWHJLHVDQGWUDLQLQJWRSVDOHVSHUIRUPHUVIRUWKHILQDQFLDOVHFWRU,·PFRQILGHQW,FRXOGQRWRQO\VHUYLFH
\RXUFOLHQWHOHEXWDOVRERRVW\RXUQXPEHUVIRUSURGXFWVDOHV,QDGGLWLRQP\EDQNLQJEDFNJURXQGKDVJLYHQ
PHH[WHQVLYHFRQWDFWVDQGUHODWLRQVKLSVZLWKKLJKQHWZRUWKLQGLYLGXDOVLQWKHDUHD³DOOSRWHQWLDOFXVWRPHUV
IRU\RXUVDORQ

,·GDSSUHFLDWHWKHRSSRUWXQLW\WRYLVLWZLWK\RXDERXWSRWHQWLDORSSRUWXQLWLHVDQGZLOOJLYH\RXDFDOOLQDIHZ
GD\VWRVHHKRZ,PLJKWEULQJYDOXHWR\RXUVDORQ

%HVWUHJDUGV




5KRQGD+DOOLHU

(QFORVXUH

This letter makes a strong and convincing case for a career transition from banker to aesthetician. It
focuses not only on fundamental skills, but also on the added value this individual offers.
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Chapter

14
Winning Thank-You
Letters
Ask yourself this question: “When should you send a thank-you letter after an
interview?”
If you answered “always,” you’re right! Regardless of the circumstance, the position, or your level of interest in the opportunity, you should always send a
thank-you letter. It’s proper job search etiquette, and it can give you an advantage in an intensely competitive job search market.
Remember back when you were a child, when your mother forced you to sit
down and write thank-you notes after each holiday season? You thought it was a
laborious task, and you simply didn’t understand why you couldn’t just go play
with your new toys. Well, believe it or not, and whether your mother knew it or
not, she was teaching you an extremely valuable business skill.

Tip

Simply put, sending a thank-you letter after an interview is good
manners!

People remember other people who go the “extra mile” and put forth the
extra effort. When you send a thank-you note after an interview, you are communicating the following:
I appreciate your time and consideration in interviewing me.
I am interested in the opportunity. (Even if you’re not, you certainly do
not want to “burn any bridges.” In fact, you want to leave every door
open for future opportunities.)
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I am well versed in business etiquette and protocol.
I know how to deal with people and win their trust.
I am a good communicator with excellent interpersonal skills.
I follow through on tasks I have initiated.
I will put forth extra effort for you and for the company.
I am determined to get what I want.
Remember the discussion from the Introduction about the history of cover
letters and how they have transitioned from transmittal letters to cover letters to marketing communications over the past several decades? Well, the
same can be said about thank-you letters. Fifteen years ago, you sent a
thank-you letter that communicated two key concepts:
1. Thank you for your time.
2. I’m quite interested in the position.
Here’s an example:
Dear Mr. Marsh:
Thank you for taking the time to meet with me last Thursday. I enjoyed learning
about Triple X and meeting the other members of the Engineering department. As I
mentioned, I am quite interested in your position for an Engineering Manager and
look forward to returning for a second round of interviews. I’ll wait to hear from Sally
about scheduling.

That’s it. The letter was brief and to the point. It was simply a formality.
Today, thank-you letters have evolved into what we refer to as “second-tier”
marketing communications—letters that highlight your qualifications and
“sell” you for a specific position. Consider that your resume and cover letter were your “first-tier” marketing tools. They got you in the door for the
interview and, thus, served their purpose. Now, you’re ready to go on the
attack again, marketing your skills and qualifications, communicating your
expertise, and demonstrating your value to that specific organization with
your “second-tier” tool—your thank-you letter.

Chapter 14 Winning Thank-You Letters

How Thank-You Letters Can Help You Land a Job
Well-written thank-you letters can be powerful marketing communications
that can advance your candidacy in a number of important ways.

Reinforce Points from the Interview
Thank-you letters give you the opportunity to reiterate the skills, qualifications, and experiences you bring to the company that are directly related
to its current and long-range needs.
Your interviewer cannot possibly remember every detail that was discussed
during your interview. It is your responsibility to highlight the information
about yourself and your career that is most relevant to the position and to
the company. Don’t ever leave your interviewer wondering whether you
can or cannot do something. Spell it out so that your qualifications are
clear and readily identifiable.
Here’s an example. With the following two sentences, not only did we
highlight years of experience and success, we focused on the individual’s
technical expertise as it relates directly to that company’s current needs.
As you will recall, I bring to your company six years of progressively responsible
experience in insurance claims processing, along with award-winning performance
in customer service/customer satisfaction. In addition, I spearheaded the implementation of new client/server technology to support our growing infrastructure,
much like the project that you are currently undertaking.

Communicate New Information
Thank-you letters enable you to share new information that was not
addressed during the interview. Although you go into each interview with
your own agenda of information that you want to share, there might be
instances in which you have not been able to communicate everything you
had intended. It might be that the allotted interview time was too brief or
the interviewer’s agenda did not lend itself to a discussion of a particular
topic. Or it might be that you simply forgot to mention something that, in
hindsight, you consider essential to communicate. Use your thank-you letter to share that information and bring it to your interviewer’s attention.
Here’s an example:
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One key facet of my career that we did not discuss on Friday is my experience in
vendor sourcing. With Chevron, I am responsible for researching and identifying
new vendors worldwide to supply both our administrative and field operations. To
date, I have contracted with more than 200 vendors for over $100 million in annual
purchases. In addition, I am currently in the final stages of implementing a vendor
quality program that is projected to cut 8 percent from our costs.

This paragraph highlights what the candidate forgot to mention during the
interview, using concrete numbers to demonstrate the scope of his responsibility. He then follows up with an achievement that communicates two
critical concepts: performance improvement (vendor quality) and cost
savings.

Respond to Objections from the Interview
Thank-you letters give you the opportunity to respond to any objections
that were discussed, or inferred, during the interview.
Often during an interview, your interviewer will identify one or two concerns she has about your qualifications, experience, skills, and candidacy
for the position. This is where your thank-you letter can have a tremendous
impact. It provides you with a vehicle to respond to those objections and,
hopefully, overcome them.
Suppose you were applying for a position in real estate in a city in which
you had never worked. To really excel in that position, you must have local
contacts that you can leverage to your advantage. This is what the hiring
company is most concerned about in relation to your ability to handle the
job. Here’s an example of how to deal with that in your thank-you letter:
You’re right. I have never worked in the San Diego market. However, I have worked
in other new markets nationwide where I have quickly integrated myself into the
local business community and driven significant revenue growth. Furthermore, I
have extensive business contacts in San Diego who are more than willing to open
new doors and introduce me to the people in town who I need to know.

In this paragraph, the candidate communicated the fact that he has successfully met the challenge of building new markets in his earlier positions.
All of a sudden, he’s not an outsider; already he has contacts in San Diego.

Share Relevant Personal Information
Thank-you letters are an excellent vehicle for sharing personal information
when, and only when, you believe it to be relevant to the position, the company, or the people you will be working with.

Chapter 14 Winning Thank-You Letters

Although job seekers are generally told to refrain from sharing personal
information, there are situations in which this type of information can be
valuable in facilitating a positive hiring situation. Consider the following
example:
In reference to our discussions regarding relocation, let me share with you that my
wife is a Nursing Administrator; therefore, it should be relatively easy for her to find
a position in Detroit. If you have any specific contacts or recommendations, I’d
appreciate it. In addition, during our interview I noticed several photographs of you
on the golf course. I am also an avid golfer and would like to know where the best
course in town is. Maybe, on my next trip, we can fit in nine holes.

What has this paragraph communicated? Simply put, it says that the candidate and his wife are quite interested in the position, are willing to relocate, and can quickly assimilate into the community. What’s more, the candidate and the interviewer share a common interest. This type of information is obviously most appropriate for more senior-level candidates for
whom relocation and spousal employment are primary considerations.

Keep Your Qualifications on the Manager’s Mind
Thank-you letters keep you and your qualifications in the forefront and on
the mind of the hiring manager.
Consider this. You’re applying for a pharmaceutical sales position and you
know that the competition is stiff. There might be perhaps 200 or more
candidates for one opening. The interviewer has reviewed all of the
resumes and talked with more than 50 people. At that point, everyone
blurs together and the interviewer really can’t remember who’s who.
Just then, your thank-you letter appears on her desk. All of a sudden, not
only does she remember who you are, she also remembers your past track
record of sales performance, your outgoing personality, and your knowledge of pharmaceutical products. You’ve just positioned yourself in the
forefront of her mind! When you call the next day to follow up, she knows
who you are and immediately invites you back for a second round of
interviews.

Distinguish Yourself from Other Candidates
Thank-you letters competitively distinguish you from other candidates,
particularly those who do not put forth the extra effort to send a thank-you
letter.
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We’ll use the same scenario as in the preceding section. By sending a
thank-you letter, you have not only put yourself in the forefront of the hiring manager’s mind, but you’ve also put yourself ahead of the other candidates for the position. Those who have not gone to the effort of sending a
thank-you letter are simply lost in the shuffle and will most likely never
hear back from her.

Build a Relationship
Thank-you letters help you build a relationship with influential hiring
authorities.
A typical job search involves many interviews. Obviously, not all of these will
result in a job offer. But it is always in your best interest to create a positive
image of yourself and your professional capabilities. Who knows where this
might lead! It’s not inconceivable that you could build a referral network
with people who interview you but don’t select you for a specific position.
Your thank-you letters help you build a relationship and convey a consistently positive and professional impression.

Tip

Thank-you letters really do make a difference. Our professional colleagues who are recruiters or hiring managers tell us that they’re “astounded” at how few candidates take the time to send a thank-you letter. There
are no negatives to sending a thank-you letter—provided that it is well written and
relevant to your interview situation. Send your thank-you letters today and give yourself a competitive edge!

Frequently Asked Questions About Thank-You Letters
Here are some of the most common questions that people ask about writing and sending cover letters:
How many pages should my cover letter be? Again, as with most other
activities in your job search campaign, there are no definite answers
and no specific rules. Generally speaking, we recommend that thankyou letters be one to two pages long, depending entirely on the
amount of information you want and need to communicate to your
interviewer.
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Should my thank-you notes be handwritten or word-processed?
Unless you are writing a brief “bread-and-butter” thank-you note similar to the first example in this chapter, it is our strong recommendation that these letters be typed for a professional appearance. Use the
same paper, typestyle, and format that you used for your cover letter.
Handwriting is difficult to read and does not convey a businesslike
image. Although a brief, handwritten note can be a charming and
personal touch, do not attempt to convey more than a few sentences
by hand.
Should I send more than one thank-you note to a company? When
you’ve interviewed with more than one person, either individually or
in a group, take the time to write a separate thank-you letter to each
person. And be sure that the content of each letter is unique,
because there’s a good chance your letters will be shared or added to
your interview file. Focus on an area of rapport you developed with
each interviewer, and try to connect your letter to what you feel are
each person’s strongest interests and concerns.
How soon should I send my thank-you note? Send your letter as
soon as possible, within a day of your interview. It will arrive while
you as an individual are still somewhat fresh in an interviewer’s mind
and before a final hiring decision has been made. Plus, it’s good
etiquette.

Thank-You Letter Checklist
After you’ve written a thank-you letter, take a quick moment to review this
list. Does your thank-you letter communicate the following?
Performance
Success
Energy
Enthusiasm
Personality
Commitment
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Results
Interest in the position
Interest in the company
Your value to the company
Your potential contributions to the company
If your letter communicates most of this, great. Proofread it one more time
and get it out ASAP. If it doesn’t, you might want to go back and rewrite or
edit it. Remember that you are writing a marketing letter, so be sure to sell
yourself!

Tip No two thank-you letters you write will be the same, because no two
situations are ever the same. To have impact, thank-you letters must be
individually written to highlight what is most significant to that person and
that company.

One Final Recommendation
When you are sitting in an interview and you think of something that
would be important to include in your thank-you letter, jot down a quick
note—a word or two—to remind yourself. It communicates a positive message if your interviewer sees that you’re so interested in the position that
you have to take notes! If the situation does not lend itself to note-taking,
the moment you leave the interview, find a quiet place and write a few
notes to yourself about the company’s core issues, needs, and challenges.
You’ll then know what to focus on when writing your thank-you letter that
same day or the next.

Chapter 14 Winning Thank-You Letters

Sample Thank-You Letters
Following are four thank-you letters. Each is quite different from the others in style, tone, format, and message. Each was written for a particular
person in a particular situation. Some are traditional; some are more creative. Some are short and to the point; others are much more detailed.
These samples give you an idea of what thank-you letters are all about.
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Writer: Carole S. Barns; Woodinville, WA

&$/,67$0$5,(.,1*6721

1RUWK7HUUDFH9LHZ'ULYH)UHVQR&$  
ODNHYLHZ#VHDQHWFRP

0V:LOKHOPLQD-DFNVRQ
'LUHFWRURI7UDLQLQJ
6XQ6\VWHPFRP
+LJKOLQH&LUFOH
6DQ-RVH&$




)HEUXDU\

'HDU0V-DFNVRQ
*UDFLDV0HUFL'DQNHVFKRHQ7KDQN\RX
,Q DQ\ ODQJXDJH P\ DSSUHFLDWLRQ LV JHQXLQH IRU WKH WLPH \RX /LQGD DQG 'DUUHOO JDYH PH
7XHVGD\ ,W·V VXFK D MR\ ZKHQ D MRE LQWHUYLHZ LV QRW RQO\ LQIRUPDWLYH EXW DOVR ILOOHG ZLWK
LQWHUHVWLQJ FRQYHUVDWLRQ , ZDV SDUWLFXODUO\ LPSUHVVHG ZLWK WKH GHSWK RI \RXU FRPPLWPHQW WR
TXDOLW\WUDLQLQJ2EYLRXVO\\RX´ZDONWKHWDONµWKDWNQRZOHGJHDEOHHPSOR\HHVDUHFULWLFDOWRDQ
RUJDQL]DWLRQ·VVXFFHVVDQGQHFHVVDU\WRFRQWLQXH6XQ6\VWHPFRP·VSKHQRPHQDOJURZWK,OHIW
\RXU RIILFHV WRWDOO\ SV\FKHG³HQHUJL]HG HQWKXVLDVWLF DQG HDJHU WR SXW LQWR SOD\ IRU
6XQ6\VWHPFRPDYDULHW\RISHUVRQQHOWUDLQLQJDQGVWDIIGHYHORSPHQWSURMHFWVDVDPHPEHURI
\RXUWHDP
%DVHG RQ P\ EURDG FUHGHQWLDOV LQ WUDLQLQJ FRDFKLQJ SURMHFW PDQDJHPHQW YLVLRQEDVHG
VWUDWHJLFSODQQLQJ³DVZHOODVNQRZOHGJHRI81,;:HEEDVHGGHVLJQV\VWHPVDQG+70/³,DP
XQLTXHO\TXDOLILHGWRILOOWKHUROHRI/HDUQLQJ&RQWHQW0DQDJHU:HGLVFXVVHGLQGHWDLOPRVWRI
P\TXDOLILFDWLRQVRQ7XHVGD\/HWPHLWHPL]HVRPHDGGLWLRQDOUHDVRQVWRKLUHPH
 5HVSRQVLELOLW\IRUDQWLFLSDWLQJGHVLJQLQJDQGLPSOHPHQWLQJFKDQJLQJWUDLQLQJ
QHHGV ,Q ERWK FXUUHQW DQG IRUPHU SRVLWLRQV , FUHDWHG SURJUDPV WR PHHW FKDQJHV LQ
SURFHGXUHV FXOWXUHV DQG HFRQRPLF VLWXDWLRQV WKDW SURYLGHG HDFK LQGLYLGXDO ZLWK
VWURQJ VXSSRUW DQG RYHUDOO GLUHFWLRQ LQ NHHSLQJ ZLWK FRPSDQ\ FRUH YDOXHV PLVVLRQ
DQGNH\GHOLYHUDEOHV
 0DQDJHPHQW RI SHUVRQQHO 1RW RQO\ GR , KDYH H[SHULHQFH DQG VNLOO LQ PDQDJLQJ
SHRSOHRIGLYHUVHUHVSRQVLELOLWLHVOHYHOVDJHVDQGFXOWXUHV,DPDZDUHRIWKHVSHFLDO
FRQVLGHUDWLRQV WKDW DUH QHHGHG WR JXLGH FRZRUNHUV LQ D PDWUL[SURMHFW PDQDJHPHQW
VHWWLQJZLWKRWKHUPDQDJHUV
 'HYHORSPHQW DQG DGPLQLVWUDWLRQ RI EXGJHWV .H\ WR WKH VXFFHVVRI P\ (GXFDWLRQ
IRU 6XFFHVV FOLHQWV KDV EHHQ WKH DWWHQWLRQ ,·YH JLYHQ WR GHYHORSLQJ VWURQJ EXVLQHVV
SODQVVKRUWDQGORQJWHUPEXGJHWVDQGVROLG3 /VWDWHPHQWV
0\YLVLRQIRUWKH/HDUQLQJ&HQWHUVLVWRZRUNZLWK\RXWRGHYHORSDWHDPRILQGLYLGXDOVZKRDUH
FXVWRPHUIRFXVHG KDYH SHUIRUPDQFH VWDQGDUGV DLPHG DW PHHWLQJ WKH QHHGV RI WKHLU
FRQVWLWXHQF\DQGSRVVHVVWKHWRROVWRVXSSRUWWKDWGLUHFWLRQDQGWKHFRPSDQ\·VPLVVLRQDQG
JRDOV 7KURXJKRXW P\ FDUHHU , KDYH EHHQ FKDUDFWHUL]HG DV D GHFLVLYH EXVLQHVV OHDGHU ZKR LV
DEOH WR HQYLVLRQ DQG GHOLYHU UHVXOWV DQG ZKR KDV HDUQHG WKH UHVSHFW RI DOO SHUVRQQHO LQ HDFK
RUJDQL]DWLRQIURPWKRVHLQHQWU\OHYHOSRVLWLRQVWRPHPEHUVRIWKHVHQLRUH[HFXWLYHWHDP,WLV
WKLVVWUHQJWKLQOHDGHUVKLSDQGGHGLFDWLRQWKDW,EULQJWR6XQ6\VWHPFRP
7KDQN\RXDJDLQIRUVXFKDQLQWHUHVWLQJDQGLQIRUPDWLYHPHHWLQJ,ORRNIRUZDUGWRPRYLQJWR
WKHQH[WVWHSLQWKHVHOHFWLRQSURFHVV
6LQFHUHO\


&DOLVWD0DULH.LQJVWRQ

This letter recaps key qualifications and closes by sharing the candidate’s “vision.” It is detailed, yet
entirely relevant.
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Writer: Mark Berkowitz, MS, NCC, NCCC, CPRW, IJCTC, CEIP; Yorktown Heights, NY

*UDKDP7-RKQVRQ

6KDG\+LOO/DQH
7KRUQZRRG1<
 




1RYHPEHU



5HY0RQVLJQRU7UHQW3-DPHV3DVWRU
6W%HUQDGHWWH5RPDQ&DWKROLF&KXUFK
0DLQ6WUHHW
'DQEXU\&7

'HDU3DVWRU-DPHV

,WZDVDSOHDVXUHPHHWLQJ\RXDQGWKH'LUHFWRURI0XVLF6HDUFK&RPPLWWHHRQ6XQGD\
2FWREHUWK,ZDQWHGWRWDNHWKHRSSRUWXQLW\WRWKDQN\RXDQGWKHFRPPLWWHHIRUWDNLQJ
WKHWLPHWRERWKLQWHUYLHZDQGDXGLWLRQPH

,IRXQG6W%HUQDGHWWH&KXUFKWREHDQH[FLWLQJDQGOLWXUJLFDOO\ULFKDQGDFWLYHSDULVKDQG
DPWRWDOO\FRQILGHQWWKDWP\TXDOLILFDWLRQVDUHKHDGRQZLWK\RXUSRVLWLRQUHTXLUHPHQWV,
DPFHUWDLQWKDWZLWKP\HGXFDWLRQDQGH[SHULHQFH,ZRXOGTXLFNO\EHFRPHDYDOXDEOHDVVHW
WRWKHOLIHDQGPLQLVWU\RI6W%HUQDGHWWH

,QFRQYHUVDWLRQVZLWKFRPPLWWHHPHPEHUV,OHDUQHGWKDWWKH\EHOLHYHP\H[SHUWLVHZRXOG
EHDZHOFRPHDGGLWLRQWRWKHPXVLFPLQLVWU\DQGVWDIIRI6W%HUQDGHWWHDVWKH\ZHUH
LPSUHVVHGZLWKWKHIROORZLQJ
 0\NQRZOHGJHRI&DWKROLFOLWXUJ\ULWXDO
 3URILFLHQF\LQRUJDQ
 3URYHQDELOLW\WRUHFUXLWDQGGLUHFW\RXWKFKLOGUHQFRQWHPSRUDU\DQGDGXOW
FKRLUVFDQWRUV


,ORRNIRUZDUGWRPHHWLQJZLWK\RXDJDLQVRWKDWZHPD\WDNHPDWWHUVWRWKHQH[WOHYHODV,
DPFRQYLQFHGWKDWP\EDFNJURXQGDQGH[SHUWLVHPDNHDQH[FHOOHQWPDWFKIRUWKHQHHGVRI
\RXUSDULVK,QWKHLQWHULPWKDQN\RXIRU\RXUFRQVLGHUDWLRQDWWHQWLRQDQGWLPH

6LQFHUHO\


*UDKDP7-RKQVRQ

The position the candidate interviewed for is with a church. The thank-you letter connects with the
unique culture of this employer by evoking more empathy and feeling than might be appropriate for
a corporate position.
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Writer: Carole S. Barns; Woodinville, WA

6$//<*/25,$&$5%211(
2FFLGHQW$YHQXHy6LOYHUDGR&$y  
JORU\JORU\#HPDLOQHW




0U(ULF+ROHVHQ
9LFH3UHVLGHQW0DUNHWLQJ
,1HW&R
8QLRQ6WUHHW6XLWH
6HDWWOH:$







-DQXDU\


'HDU(ULF
³(QWKXVLDVWLF´ ZDV KRZ , FKDUDFWHUL]HG P\ IHHOLQJV WRZDUGV ,1HW &R IROORZLQJ RXU WHOHSKRQH
FRQYHUVDWLRQ ODVW ZHHN $IWHU PHHWLQJ ZLWK \RX DQG 6XVLH RQ 7XHVGD\ , GHFLGHG
³(17+86,$67,&´ZDVDPRUHDFFXUDWHGHVFULSWLRQRIP\HDJHUQHVVWRMRLQ\RXUWHDPDQGEULQJ
WRWKH,1HWIDPLO\P\YLVLRQPDUNHWLQJH[SHUWLVHDQGVNLOOLQFUHDWLQJDGHPDQGIRUSURGXFW
7KDQN\RXIRUWKHJUHDWVHVVLRQDQGIRUVKDULQJVRRSHQO\\RXUSODQVDQGJRDOVIRUWKH,1HWSURGXFW
,WZDVUHIUHVKLQJWRWDONZLWKVRPHRQHZKRVHRSLQLRQVDQGYLHZVRQWKHFRQFHSWRIEUDQGVRFORVHO\
PDWFK PLQH <HV EUDQG LV QRW ORJR LW WUXO\ LV WKDW LQWDQJLEOH IHHOLQJ D FRQVXPHU KDV WRZDUGV D
SURGXFWWKDWZKHQPDQDJHGVXFFHVVIXOO\UHVXOWVLQVDOHVOR\DOW\DQGPRUHVDOHV
,EHOLHYHP\OHYHORIFRUSRUDWHPDUNHWLQJDQGEUDQGPDQDJHPHQWH[SHULHQFH QDWLRQDOLQWHUQDWLRQDO
ODUJHVPDOOKLJKSURILOHVWDUWXSDGDJHQF\SDFNDJLQJDQGGLVWULEXWLRQ ²FRXSOHGZLWKP\DELOLW\
WRWDNHWKHFRUSRUDWHPHVVDJHDQGFUHDWHDQDSSURSULDWHO\WDUJHWHGPDUNHWLQJSODQ²DUHH[DFWO\ZKDW
D ³SURGXFW ILUVW´ FRPSDQ\ VXFK DV ,1HW QHHGV , FDQ KLW WKH JURXQG UXQQLQJ DQG GHOLYHU UHVXOWV
TXLFNO\
0\ SUHYLRXV FRUUHVSRQGHQFH P\ UpVXPp DQG P\ FRQYHUVDWLRQV ZLWK \RX WKHVH SDVW WZR ZHHNV
GHWDLOHG WKH PDQ\ VXFFHVVHV ,¶YH KDG²JURZLQJ . UHYHQXHV  DQG LWV PDUNHW VKDUH WR 
PDQDJHPHQW RI PXOWLPLOOLRQGROODU EXGJHWV DQG VXSHUYLVLRQ RI VHYHUDO GR]HQ HPSOR\HHV , DP
FRQYLQFHG , DP WKH ULJKW SHUVRQ WR EXLOG VLPLODU VXFFHVVHV IRU WKH ILUVW RI WKH QH[W JHQHUDWLRQ RI
RQOLQHFRPSDQLHV
,ORRNIRUZDUGWRWKHQH[WVWHSLQ\RXUVHOHFWLRQSURFHVVDQGXOWLPDWHO\WRVWUDWHJL]LQJZLWK\RXRQ
ZD\V WR HQVXUH WKDW DOO ,QWHUQHW XVHUV FDQ DGG VHFXULW\ SULYDF\ DQG VSHHG WR WKH IOH[LELOLW\ DQG
FRQYHQLHQFHRI³VXUILQJWKH:HE´
6LQFHUHO\


6DOO\*ORULD&DUERQQH

In this letter, the candidate ties her philosophy and passion for marketing into the specific needs discussed in the interview.
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Writer: Elizabeth Axnix, CPRW, JCTC, CEIP; Riverside, IA

+HDWKHU&DUWHU
103 South Burlington, #1

641.472.7360

Fairfield, IA 52556

March 22, 2004
Mr. Richard Torres
General Manager
Royal Flush Corporation
555 Golden Street
Deadwood, SD 55555
Dear Mr. Torres:
Thank you for your time and hospitality in meeting with me this past weekend. I appreciated very much the
opportunity to interview for the general manager position and learn more about your company. Enclosed is a
list of my professional references.
The astute business manager bases decisions on in-depth research, empirical evidence, and documented
numbers. When I’m faced with making a critical business decision, I certainly use all three tools. However,
in making personal decisions, I add one more criteria—intuition. My business sense indicates that my
management skills and knowledge of the hospitality industry would easily transition to a general
management role with your company, while my sense of intuition tells me that I would be very happy
making my home in the Deadwood area.
My decision to relocate to the Deadwood area is equally divided between business and personal. The term
“culture shock” was mentioned frequently in the interview. I currently live in a town of 350 people in one of
our nation’s most rural states, Iowa. My husband and I have researched the suitability of the Deadwood area
very carefully through frequent and lengthy visits and, frankly, it is the isolation that attracts us primarily.
The economic opportunities are also attractive. The growth in the area’s gaming industry has spurred
corresponding growth in the hospitality sector, and that’s where my expertise lies.
Although my gaming experience is very limited, I have successfully addressed a number of situations from
which parallels could be drawn. I’ve had guests expire in the parking lot, I’ve assisted law enforcement
authorities in apprehending armed drug smugglers (in front of a full lobby, of course!), and I’ve dealt with
hundreds of rabid, unruly, and inebriated sports fans. To my way of thinking, guests intent on playing games
of chance do not compare with athletes suffering from high levels of testosterone and steroids! In any event,
I am a very quick learner and am eager to expand my knowledge of the hospitality industry.
I fully understand the economic, cultural, and demographic realities of Deadwood. I’ve experienced its
hospitality, and I have calculated the risks and rewards of relocating to the area. You will not make a poor
business decision if you hire me, because my business sense tells me that I can strengthen guest and
employee loyalty, control variable expenses, and deliver consistent, profitable results for Royal Flush
Corporation.
Sincerely,

Heather Carter
Enclosure
P.S.: Doesn’t your gut feeling have you wanting me to work for you rather than your competitor?

This letter makes a persuasive case for relocation, attempting to overcome a potential obstacle that
was uncovered during the interview.
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Writer: Christine Magnus, CPRW; Bronx, NY

.DWKHULQH0RUJDQ

:HVW%HQG$YHQXH
0RXQW9HUQRQ1<
3KRQH  ²(PDLONPRUJDQ#DROFRP









1RYHPEHU



&KHU\O:DVKLQJWRQ
+LULQJ0DQDJHU
7UL6WDWH+HDOWKFDUH6HUYLFH
)LIWK$YHQXH
1HZ<RUN1<

'HDU0V:DVKLQJWRQ

 7KDQN\RXIRUWDNLQJWLPHRXWRI\RXUEXV\VFKHGXOHWRPHHWZLWKPHRQ1RYHPEHUWKWR
GLVFXVVFDUHHURSSRUWXQLWLHVZLWK7+6,ZRXOGDOVROLNHWRWKDQN\RXIRU\RXUIOH[LELOLW\DQG
SDWLHQFHLQVFKHGXOLQJRXUPHHWLQJ

 )URPRXUFRQYHUVDWLRQ,DPFRQILGHQWLQP\DELOLW\WRPHHWDQGH[FHHG\RXUH[SHFWDWLRQV
<RXUFOLHQWVZLOOEHQHILWIURPDGHGLFDWHGSURIHVVLRQDOZKRKDVH[SHUWLVHFROODERUDWLQJZLWK
QXUVHVDQGVRFLDOZRUNHUVWRGHOLYHUTXDOLW\FDUHDQGVHUYLFHV,QDGGLWLRQ,DPFDSDEOHRI
DFKLHYLQJWKHIROORZLQJ
x $VVHVVLQJDSDWLHQW¶VSV\FKRORJLFDOHPRWLRQDODQGILQDQFLDOQHHGV
x 3URYLGLQJFRXQVHOLQJWRSDWLHQWVDQGIDPLO\
x /LQNLQJSDWLHQWVDQGIDPLO\WRRWKHUFRPPXQLW\VHUYLFHV
x 5HVROYLQJDEXVHQHJOHFWSUREOHPV
x $GYRFDWLQJIRUSDWLHQWV¶ULJKWVDQGKHOSLQJSDWLHQWVQHJRWLDWHWKHVRFLDOVHUYLFH
GHOLYHU\V\VWHP

 6LQFHLWVIRXQGLQJLQ7+6FRQWLQXHVWREHDOHDGLQJSURYLGHURIKRPHKHDOWKFDUHDQG
FRPPXQLW\EDVHGKHDOWKVHUYLFHV,ORRNIRUZDUGWREHFRPLQJSDUWRIDQRUJDQL]DWLRQWKDWKDV
VXFKDQLPSUHVVLYHKLVWRU\

 $JDLQWKDQN\RXIRU\RXUWLPHDQGLQWHUHVW

:LWKVWURQJLQWHUHVW



.DWKHULQH0RUJDQ

In this letter, the candidate stresses the somewhat intangible benefits she brings to the position. She
closely identifies with the needs of the people the organization serves.

Chapter 1 A Résumé Primer
Chapter 15 Cover Letter Tips and Techniques from Recruiters

Chapter

15
Cover Letter Tips and
Techniques from
Recruiters
At this point, you’ve probably devoted several hours, if not more, to writing your
cover letter. You’ve read this book, flipped back and forth between sections, written your letter, edited, rewritten, and proofread. Now, you’ve finally got a letter
ready to go. Great! You’ve got the right marketing materials (your resume and
cover letter) and are ready to move your job search full steam ahead.
However, have you considered the changes you might make to your letter if you
are sending it to a recruiter and not to a company directly? This is an important
consideration because recruiters are often interested in information that might
be a bit different from what you would normally submit to a human resources
manager at a company.

Advice from the Recruiters
To be sure that you include the “right” information in your recruiter cover letters, we interviewed several respected recruiters across the country and asked
them each to address the following questions:
What type of information should job seekers include in their cover letters?
What type of information catches your attention and encourages you to
contact a job seeker?
What type of information immediately disqualifies a job seeker, in your
opinion?
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Is it essential that job seekers include salary requirements in their
cover letters?
Are there any other insights you can offer to job seekers to help them
write better cover letters?
Following are the responses to these questions. Pay close attention to each
recruiter’s opinions so that you can translate that information into great
copy for your next cover letter.

Randy Block: Retained Recruiter Information Technology, High-Tech
Randy Block, JCTC, CCMC, and Staffing Consultant
Block & Associates, Larkspur, CA
www.randyblock.com
randy@randyblock.com
(415) 383-6471
Cover letters are a “weird bird” in the recruiting industry. Many, many
recruiters simply skip reading the cover letter and go right to the resume.
As such, to increase the chance that your cover letter will be read, keep it
short. It should be no more than three paragraphs and should fit comfortably on one page.
There are basically two types of cover letters that you should send to
recruiters. In fact, these letters are often easier to write than cover letters
you’ll be sending directly to companies. Pay close attention to the “formulas” for each type of letter.

Position-Specific Letters
(Use this formula when you’re submitting your resume and cover letter for a specific
position that the recruiter is trying to fill.)
1. At the beginning of the first paragraph, mention any third-party
referral (for example, “Joe Johnson suggested I contact you…”).
2. In the first paragraph, mention which position you are applying for.
3. In the second paragraph, highlight your strengths, skills, experience,
and accomplishments as they best fit the position.
4. In the third paragraph, let the recruiter know exactly how you can be
reached 24/7.
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General-Contact Letters
(Use this formula when you’re submitting your resume and cover letter for any current or future openings that might be appropriate for an individual with your qualifications.)
1. At the beginning of the first paragraph, mention any third-party
referral (for example, “Joe Johnson suggested I contact you…”).
2. In the first paragraph, state the kind of position or positions you
desire and that best complement your strengths and skills.
3. In the second paragraph, use bullets to highlight your strengths,
skills, and accomplishments.
4. In the third paragraph, let the recruiter know exactly how you can be
reached 24/7.

Online Cover Letters
The emergence of e-mail as a primary job search vehicle has also changed
the structure and content requirements of cover letters. Consider these
important tips when preparing your electronic cover letter (e-letter):
1. The subject line should reflect the specific opening that the recruiter
is trying to fill and/or the name of the third party referring you to
the recruiter.
2. If you are sending a general-contact letter for any current or future
openings, indicate your title or function in your subject line.

Note Leaving the subject line blank or saying “resume attached” will
almost always result in an immediate delete.
Position-Specific E-Letters
1. The body of the text should be short so that the recruiter doesn’t
have to scroll to read it all.
2. At the beginning of the letter, include the name of the third party
who referred you (if applicable).
3. Specify the position for which you are applying.
4. Briefly highlight your top three or four applicable qualifications.
5. Ask the recruiter for a reply to your e-mail.
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General-Contact E-Letters
1. The body of the text should be short so that the recruiter doesn’t
have to scroll to read it all.
2. At the beginning of the letter, include the name of the third party
who referred you (if applicable).
3. Specify the types of positions for which are you most qualified.
4. Briefly highlight your top three or four applicable qualifications.
5. Close with a confident statement (for example, “I will add value to
your clients’ bottom line.”).

Immediate Turnoffs
And, finally, when I’m reviewing cover letters, there are several things that
immediately turn me off:
1. Letters that are longer than one page.
2. Letters that are jam-packed with words and have little white space.
3. Letters that look and read just like every other cover letter I receive
(for example, taken from a template and not personalized).
4. Letters that don’t have a resume. I typically “can” these immediately. I
know that it’s not that the candidate forgot to send a resume, but
rather they sent the cover letter as a “teaser” (“news at 11” approach),
saying, “I’ll send you my resume after you read my cover letter.”
5. Letters that are cute or humorous. Comedy is very hard to do in
movies, plays, and so on. Don’t try it with your cover letter!

Shelly Goldman: Retained and Contingency Recruiter
Health Care, Finance, Accounting, and Technology Industries
Shelly Goldman, CPCC, CEIP
The Goldman Group Advantage, Reston, VA
www.TheGoldmanGroupAdvantage.com
shelly@thegoldmangroupadvantage.com
(888) 858-8518
A succinct, well-written, and vibrant cover letter really gets my attention. A
well-thought-out cover letter lets me know the author can communicate the
winning messages he or she is trying to project to the audience.
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I enjoy reviewing cover letters that are not too long (one page is great!).
Information should be relevant and not added just to fill up space. All
information should be in support of creating a positive impression.
Candidates should address why they have decided to send a resume and
cover letter and what professional attributes, characteristics, and skills they
possess that demonstrate the reasons they should be considered. A comfortable, professional, and relaxed style of writing can really help set them
apart from the crowd.
I like to feel that the cover letter is customized for me (even if it’s not) and
that each job seeker has taken the time to highlight the key facts that
might be of interest to me specifically. The candidate should emphasize
noteworthy and appropriate accomplishments and the attributes that contributed to his or her record of success. Addressing the cover letter to a
specific person is essential.
If the candidate is writing in response to a specific position, it’s important
to see that he or she has taken the time to directly address what in his or
her background relates to the current position. Effectively responding to
and addressing key points definitely grabs my attention. Any additional
value-added skills the candidate might bring to a potential employer,
whether required for the position or not, would also be of interest.
Candidates who send a cover letter and resume for nonspecific career
opportunities should immediately identify their career objectives in the
beginning paragraph of their cover letters. Candidates should also include
key accomplishments from their backgrounds and should be able to draw
positive attention to what makes them unique, innovative, and interesting
candidates who will stand out from the crowd.
Whether the cover letter is sent for a specific or nonspecific position, it’s
always a good idea to thank the reader for his or her time and consideration. Asking for a follow-up response is also important. Acknowledging that
the candidate would enjoy and appreciate an opportunity to discuss his or
her qualifications in more detail is encouraged. A candidate might also
choose to close the cover letter by letting me know he or she will follow up
with a direct phone call on a specific day and at a specific time. Either way,
it’s important to close with a next-step plan. This creates an impression
that the job seeker possesses self-assurance and pride.
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Business-style design in the printing and a professional business-style format in the appearance of the cover letter are key. And, of course, good
grammar and spelling are essential. Compensation information is not vital
to include in the cover letter because that information can be discussed at
a later date if I am interested in a candidate. Also, if the candidate is open
to relocation, that fact is appropriate to include in the cover letter.
On a final note, I will generally immediately disqualify candidates who use
cover letters as a vehicle for “bashing” past or current employers, or candidates who seem deceptive in their approach. Another real killer in the
search process is bad grammar, bad spelling, a poorly constructed cover letter, or numerous typographical errors. If a job seeker is going to take the
time to prepare a resume and cover letter, he or she must be positive that
the document is 100 percent error free.

Darrell Gurney: Retained and Contingency Recruiter
Darrell Gurney, CPC, JCTC, CCMC
A Permanent Success National Career Coaching & Search Partners, Los
Angeles, CA
www.HeadhuntersRevealed.com
CareerMeister@CareerSecrets.com
(310) 842-8864
In discussing cover letters, we must first have a brief conversation about
how recruiters work. From my experience, and that of many others I’ve
interfaced with in the recruiting world, the first and foremost item we look
at is a candidate’s resume. From the resume alone, a recruiter can tell
whether the individual fits into the specialty niche of positions the recruiter
fills, whether the candidate is marketable (in other words, no bouncing
around, stable and steady path of progressive growth within a niche, and so
on), and whether the candidate is superior (for example, shows results,
accomplishments, rankings, and so on). A recruiter looks for these factors
sequentially, not moving on to explore the next until the prior requirement is satisfied. For example, if a recruiter sees in three seconds that the
candidate doesn’t fit his niche, he doesn’t even delve more deeply into the
candidate’s marketability. If, and only if, these requirements are satisfied by
the recruiter’s examination of the resume only, then he or she will look at the
cover letter.
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Regarding the cover letter itself, recruiters aren’t interested in candidates’
self-analytical exposes of themselves but, rather, just some basic facts: positions/industries of interest, salary history and desires, and location preferences. The reason a recruiter doesn’t need the candidate to elaborate is
because the recruiter already knows what he or she can sell about this person from the resume. He or she can see from the resume whether the person is an XYZ person to fill an XYZ job. Therefore, anything pertinent to
the candidate’s fulfilling the recruiter’s three requirements needs to be on
the resume itself, with the cover letter giving only some basic, secondary
information.
The basics of a good cover letter include the following:*
All contact information. It’s not enough to include that information
only on your resume; it must also be included on your cover letter in
case the two get separated.
Reasons for leaving. Describe briefly why you’re in the market and,
in a short sentence for each position, why you’ve moved in the past.
This is especially important for a resume that smells of “rubber” (lots
of bouncing around). To possibly attract a recruiter, you’d better
strike preemptively with a good reason for moving before you strike
out. But keep it short!
Positions and industries of interest. Include position titles and industries for which you would like to be considered. The more specific
you are, the better.
Salary history and expectations. It doesn’t matter that you are “flexible” or “open to compensation commensurate with duties and
responsibilities.” You do have a bottom line, although recruiters
won’t focus on your bottom line, but rather on theirs. Remember, the
more you make, the more most recruiters (contingent) will make.
Regardless of how much you don’t want your last salary to impact
your next, 99 percent of the time it will, so deal with it! Employers
generally offer at least some increase over your last salary, and a
recruiter can negotiate for as much as possible, but the company isn’t
going to give you a 60 or 80 percent raise! Simply spell out what
you’ve earned in each of your positions so that the recruiter can see

*Excerpted from Headhunters Revealed! Career Secrets for Choosing and Using Professional Recruiters,
Hunter Arts Publishing, © 2000. All Rights Reserved.
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your progression. Then, be sure to state the salary range you’re willing to consider.
Locations of interest. State either that you want to stay within a certain locale (city or state) or spell out exactly which cities, states, or
regions of the country or world you would consider. This information
can be extremely valuable in a database search, especially for
recruiters who work on a nationwide or worldwide basis.
One other important consideration when writing your cover letter is the
keyword-searchable database that virtually all recruiters now use. Note that
cover letters are often scanned into these databases, along with resumes.
Therefore, it is essential to include relevant keywords in your letters that
might or might not be included in your resume.
Consider a case where someone wants to move into a field in which he
doesn’t have prior experience. It’s rare that an individual without experience in a particular position or industry could be placed into that field by a
recruiter, but I can’t say it hasn’t happened. For example, a young salesperson recently sent me his information. His resume spoke of his top-ranked
experience in copier sales, but his cover letter mentioned that he wanted
to move into pharmaceutical or medical sales. In some instances, those types
of moves are possible. Pharmaceutical companies are often looking for
people with great sales backgrounds regardless of industry experience, so
this is an instance in which it might help to have a cover letter databased in
addition to the resume. When I did a keyword search using the word “pharmaceutical,” this young man’s cover letter and resume popped up. If he
had submitted a resume alone or not mentioned pharmaceutical sales (his
industry target) in his cover letter, he would simply have been passed over.

Mitch Halaby: Executive Recruiter—Accounting and Finance
Mitch Halaby
3909 Shallow Brook Lane
Olney, MD
mitch.halaby@ajilonfinance.com
(301) 774-5937
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What to Include in Your Letter
As a senior executive recruiter, when I think about the type of information
you should include in a cover letter, the first thing that comes to mind is,
“the less information, the better.” Recruiters don’t read every cover letter
they receive. If you want recruiters to read your cover letter, make it easy
for them. If your cover letter is three to five paragraphs and each paragraph has six to twelve lines, most recruiters won’t read it.
The type of information you include in your cover letter should be very
specific to the position you’re applying for and should not repeat information that is already on your resume. A good recruiter knows that when you
do this, it’s only to fill space in your cover letter.
Recently I received a resume with an e-mail text message—no formal cover
letter—and was particularly intrigued. This is how the text message looked
and what it said:
Very smart, high energy, outgoing controller. Helped take a company public. Goto person always driving for change and efficiency. Very operationally oriented.
Large public experience. CPA, University of Illinois—top 1%.

When I read the text message, the first thought that came to my mind was
that this person must have been referred to me by one of my fellow
recruiters from my Chicago office. The reason I felt that way was that the
format (incomplete sentences) and the limited information is how
recruiters communicate with each other. I responded to the e-mail to
determine whether the sender was a candidate or indeed a recruiter from
my office in Chicago. I was amazed when I discovered that it was a candidate who sent the message.
There are two points to consider in reference to the preceding example.
First, if the candidate had tried to communicate in a three-to-four–
paragraph formal cover letter what he communicated in three-and-a-half
sentences, I probably would not have read it. Second, he spoke my
language—to the point and brief. By the way, this candidate is scheduled
for a final interview with my client.
As a recruiter, I seldom look at cover letters for staff or mid-management
positions. However, when it comes to senior management/C-level
positions, it’s a different story. Let me tell you what I mean. For senior-level
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positions, I tell the potential candidate the specific experiences (implementing a software package, taking a company public, or building a department) my client is looking for. I then ask the candidate to describe to me
in detail, in a cover letter, similar events in his or her past that most closely
relate to what my client is looking for. If the candidate doesn’t follow those
simple instructions, it’s over! My responsibility as a recruiter is to provide
my client with the best talent. At least 75 percent of that effort involves
screening people out.

The Salary Question
When I was a student at the University of Massachusetts, I had an economics professor who would answer all difficult and complex questions from
students with “It all depends.” I think what he was trying to teach us was
that not everything is black and white. The same is true when we are discussing whether to include salary history or salary requirements in a cover
letter. Here are my recommendations:
1. If salary requirements are not requested, do not make any reference
to salary in your letter.
2. If a potential employer or recruiter states in the job description that
you should include salary requirements in your cover letter, you had
better do so. Nothing disqualifies a candidate quicker than not being
able to follow simple instructions.
The question then becomes, how do you communicate your salary requirements? The first step is to know the salary range you require. I can’t tell
you the number of times I have pre-closed candidates on their salary
requirements 5 to 12% below what they first indicated. In other words,
within just a few minutes they have agreed to accept a lower salary than
their “required range” in order to be considered for a position. Clearly,
their “required range” was a wish rather than a requirement. They should
have done more research and presented a range closer to reality, or a
broader range.
When you know your real salary range, you are ready for step two. What is
your potential employer’s salary range? Think about this. If a company is
trying to determine your salary expectations before you have even met
them, they are usually trying to screen you out based on your salary
requirements. That’s fair. However, what’s good for the goose is good for
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the gander. You can employ the same strategy: “Does the company meet
my salary requirements?”
The job description might or might not mention the salary range. If it
doesn’t, you have to research and discover what it is. Call anonymously to
the human resources department and ask. Do research on the company
size, geographic location, and industry; then go to the Internet and come
up with a salary range.
Now that you have determined what the company’s range is, one of three
scenarios will play out: Your salary range is either below, within, or above
theirs. All things being equal:
1. If your range is below the company’s, pick a range that begins with
your maximum and ends with their minimum.
2. If your salary range is within theirs, pick the midpoint of their range
as the minimum you are willing to consider and their maximum as
the top end.
3. If your salary requirements are above theirs, you need to determine
why. Did your work experience begin when the employment market
was paying a premium for recent college graduates? Does the differential in salary have to do with demographics or where the company
is located? Does the company historically pay less than what the market will bear for the type of position they are trying to fill? Once you
determine the reason why, and this is key, if you still want to pursue
the opportunity, pick the top end of their salary range and add 5 to 7
percent.
An important question to ask yourself is who is looking at your cover letter.
Is it an administrative assistant, who is looking for candidates who do not
answer the question about salary in the cover letter so that she can throw
out their cover letters and resumes? Or is it the CFO, who is willing to
stretch on salary if the candidate has the exact experience he’s looking
for?
In my opinion, as an experienced recruiter, the single most critical piece of
advice I can offer to job seekers is to follow instructions! I am willing to
give candidates the benefit of the doubt if they don’t know how to construct a strong resume. I am less forgiving if they choose not to follow simple instructions (such as including a salary history or salary requirements).
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Rolande LaPointe: Contingency Recruiter—Generalist
Rolande LaPointe, CPC, CIPC, CPRW, IJCTC, CCM, CSS, CRW
RO-LAN Associates, Inc., Lewiston, ME
rlapointe@aol.com
(207) 784-1010
As a recruiter, it is important that I have as much information about a candidate as possible. This includes personal data as well as professional information. In order for me to best introduce an individual, I need to know
the following:
Complete contact information (address, phone, fax, cell, e-mail)
Types of positions the candidate seeks
Industries in which the candidate is interested in working or in which
he or she has experience
Summary of qualifications and skills (not relying solely on the resume
for this information)
Geographic preference(s), if any
Salary requirements
Benefit expectations
Special family needs (for example, health care, education)
Availability for interviews
Starting date to begin a new position
If this takes two pages to accomplish, I do not mind. My goal is to know my
candidate well enough to be able to effectively introduce him or her to my
client companies.
What catches my attention is a well-prepared letter that introduces the candidate as a person. The personal and professional information should be
presented in a way in which the candidate’s personality comes through in
the letter.
The cover letter also gives the candidate an opportunity to demonstrate his
or her communication style. In reading the cover letter, I instinctively assess
communication skills and search for any typos or grammatical errors.
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The quality of the print and the paper also can leave a good or bad impression. I’m looking for quality in everything a prospective candidate does
and prepares. And, perhaps most important, I appreciate letters addressed
to me personally. It is important that the candidate take the time to
address the letter to a specific individual and not start a letter with “Dear
Sir” or “Dear Madam.”
It is also important that the candidate be absolutely up front with the
recruiter concerning any possible issues regarding past work history or any
other possible “negative” employment-related situations that might need
further explanation. Of course, none of the specifics should be introduced
in the cover letter; these should be discussed with the recruiter during the
first interview. In many cases, the recruiter can help defuse a potential
problem.
I’m sure I operate much like many other recruiters: I consider it essential
for a job seeker to include compensation requirements when contacting
me—even if it is only a salary range or a salary history. Along with this
information, it is also helpful for me to know whether the person is willing
to negotiate salary and benefits.
Conversely, the type of information that immediately is a turn-off for me in
a cover letter is a mention that the candidate already has contacted several
other recruiters, having posted his or her resume on various sites online,
and basically giving the impression of coming to me as an afterthought.
This sort of information is better brought up at the initial interview with a
recruiter and not in the cover letter.

Key Points to Remember
In reading through all of the recruiter recommendations, several key
points become immediately obvious:
Cover letters to recruiters must be brief. Although there are situations in which letters might extend onto a second page, most
recruiters prefer letters that are short and to the point.
Include specific information about your job targets. The more specific you are in terms of the type of position(s) you are seeking and
your industry preference(s), the more valuable a recruiter will be as
part of your job search team.
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Highlight information that depicts your greatest career achievements,
most notable skills, and experience as they relate to the type of position(s) you are currently exploring.
Include salary history and requirements so that the recruiter immediately knows where you fit in. Even if all you do is “define the ballpark,”
be sure to at least give recruiters some idea of your past compensation and current expectations.
Pay special attention to the particulars of writing e-letters (electronic
cover letters). These letters are different in style and content from
traditional printed cover letters. They are more brief and should
include important position information in the subject line.
Follow all of these “rules” for writing cover letters targeted to recruiters,
and you’ll instantly improve the number of recruiter responses you receive.
Remember, the recruiter playbook is different from the company playbook.
Be sure you’re playing the right game!

Chapter 1 A Résumé Primer
Chapter 16 Winning Resume Strategies

Chapter

16
Winning Resume
Strategies
This chapter was the greatest challenge of all for us. How could we write just one
chapter on resumes when, between the two of us, we’ve written more than a
dozen whole books? Yet we felt that it was important to include some basic information on resume strategy, development, writing, and presentation. After all, we
assume the reason that you’re reading this book is because you
Are just starting or are in the midst of a job search.
Have either a completed resume or one under development.
Need to know how to write powerful cover letters to accompany that
resume.
Frankly, we can’t think of any other reason why you’d be reading this book!
First, we address three critical components of resume preparation: strategy, writing, and presentation. Then, to illustrate these concepts, we’ve included a
detailed section with recommended resume formats and samples. Each of these
formats has been designed for specific job search situations and types of job seekers. Wouldn’t it be great if you could select one of these samples and just plug in
your career information? Ten minutes and you’d be done! However, the chances
of that happening are quite slim. Each job seeker has different skills, qualifications, and experiences, and each resume must be custom-designed. No two situations are ever exactly the same. These samples are offered simply to give you
ideas for content, format, presentation, and impact. Use them wisely and to your
advantage.
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The final section in this chapter, “Magical Tips on Resume Writing,” contains ideas, techniques, and insights that we have learned through our 25+
years in resume writing and career marketing. If you’re interested in a
more comprehensive discussion of resume writing, we refer you to this
book’s companion, Résumé Magic, by Susan Britton Whitcomb, CCMC,
CCM, NCRW, CPRW.

Resume Strategy
We’ve spent a great deal of time in this book discussing the fact that cover
letters and thank-you letters are really marketing communications. They
should be designed to “sell” your qualifications and position you for a new
career opportunity. This concept is even more critical when you’re writing
your resume! Consider your resume your own personal advertisement that
highlights the features, benefits, and value of the product you are selling—
you!
You will want to address several vital strategic issues before you write one
word of your resume because they will provide the foundation for virtually
everything you include in your resume and everything you omit.

Focus and Perception: Who You Are
Who are you, and how do you want people to perceive you? A resume does
not work if your reader cannot immediately understand who you are, your
primary skill sets, and the value you bring to the organization.
How do you accomplish that in your resume? To quickly give a snapshot
overview of who you are, use either of these two strategies to begin your
resume:
Strategy 1: Write a clear and well-defined Objective that states the
type of position you are most interested in. For example:
Seeking a challenging management position leading customer service operations for
a high-growth consumer products company.

Strategy 2: Omit an Objective and start your resume with a Summary
or Career Profile that succinctly describes who you are and quickly
grabs your reader’s attention. For example:
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SENIOR SALES & MARKETING EXECUTIVE
Building Revenues and Market Share Throughout National Markets
Dynamic 15-year career leading sales, marketing, and service organizations.
Delivered strong and sustainable revenue gains in both emerging and mature business markets. Excellent sales training and team leadership skills. Wharton MBA.

Whether you decide to use an Objective or a Summary, your reader will be
able to quickly and accurately define who you are and where you fit into
the organization.

Tip Without a doubt, current resume styles favor the use of the
Summary or Profile rather than an Objective. From a marketing standpoint,
it’s more beneficial to use a Summary, which tells the reader,“Here’s what I
have to offer,” than an Objective, which states,“Here’s what I want.” If you do use an
Objective, try to include language that implies benefit to the organization and not
just what is important to you.

For guidance on writing Objectives and Career Summaries, refer to pages
331–333 of this chapter.

Career Goals and Objectives: Who You Want to Be
Always remember the following: Your resume needs to focus on the type of position you are currently seeking, which might or might not be in line with what you
have done in the past. Your current objectives will determine what information you include in your resume and how you present it. Your challenge is
to write a document that positions you for the type of job you are currently
seeking, not a document that simply reiterates what you have done in the
past.
In theory, you want to take everything you have ever done in your career
and lay it out on a table. Then choose those items that are most closely
related to where you are currently headed in your career. Those are the
items you will want to highlight in your resume. Does this strategy sound
familiar? It should! It’s precisely the same approach we recommended for
preparing your cover letters. Bring to the forefront the items you want
someone to “see” about you and your career.
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Tip Just as with cover letters, your resume should include only relevant
information. It is not a “biography” and does not have to include everything
you’ve ever done. Always keep your career goals in mind when choosing
information to include on your resume.

How do you define how you want to be perceived in a resume? Consider this example. For the past 12 years, you’ve worked as a Laboratory Specialist for the
American Red Cross. If you were interested in remaining in this line of
work, your Summary might read something like this:
Twelve years of progressively responsible experience in high-volume bloodbank operations for the American Red Cross. Excellent technical, scientific, and
laboratory-management skills. Extensive experience in the use of sophisticated
laboratory equipment and instrumentation.

Now suppose that you’re ready to shift your career focus to a position in
Healthcare Administration that has nothing to do with laboratory operations. Your Summary might read something like this:
Twelve years of progressively responsible experience with a major healthcare organization. Excellent qualifications in project planning and management, budgeting,
materials acquisition, technology procurement, and team building/leadership.
Introduced processes that increased productivity, improved quality of operations,
and contributed to double-digit cost savings.

These two summaries sound like they’re about two different people. Yet
you were 100 percent honest and accurate, simply shifting your focus from
one set of skills to another to support your current objective. In the resume
trade, this is referred to as “painting the picture you want someone to see
while remaining in the realm of reality.”

Sales and Merchandising: What You Have Accomplished
Your resume should be more than a list of past jobs. It is the first opportunity you have to distinguish yourself from the competitive crowd of other
candidates, and it should be written as a personal sales and marketing tool
that attracts and impresses employers. Your qualifications, words, format,
and presentation must all be favorably presented to attract your reader’s
interest. Take credit for your experience and accomplishments, know what
makes you marketable, and sell it!
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How do you accomplish this in a resume? You can most positively position your
qualifications by defining the scope of your responsibilities and then highlighting your achievements and successes. That means not just saying what
you did, but also how well you did it.
Poor Example:
• Managed accounting and finance operations for a $22 million company.

Good Example:
• Independently planned and directed a team of 27, responsible for accounting
and financial affairs for a $22 million NASDAQ company with three operating
locations and 500 employees.

Poor Example:
• Supervised IT operations in Dow Chemical’s headquarters facility.

Good Example:
• Chief Information Officer with full responsibility for the strategic planning,
development, and leadership of the entire information technology organization
for Dow Chemical’s $800 million headquarters facility. Introduced PC-based
client/server architecture, SAP and SPC technologies, and an internal
software-development team to optimize performance and productivity.

Poor Example:
• Coordinated office affairs for the President and Executive Committee.

Good Example:
• Independently and sensitively managed all administrative affairs on behalf of
the President and Executive Committee of a $42 million industrial manufacturing company.

To create a hard-hitting resume, ask yourself what you have accomplished
in your career, what quantifiable achievements you have delivered, what
special projects you have managed, what honors and awards you have won,
what unique skills and qualifications you have developed, and what distinguishes you from other candidates applying for the same position. Then
use that information as the ammunition for your resume. This will enable
you to write a document that is powerful, positive, and competitive.
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For more information on writing job descriptions, refer to pages 334–336
of this chapter.

Resume Writing
Now that you’ve given some thought to the strategy behind your resume,
let’s look at how to compose each of the distinct sections that make up
most resumes. We’ll address both content—what to include—and writing—
how to communicate this information for maximum impact.
The most difficult part of resume writing is getting started. Where do you
begin? You’ve got lots of information, but you aren’t sure what to do with it
all. Here’s a step-by-step action plan that will make the process easier and
faster. Follow it closely, and you will see that it is not nearly as difficult a
task as you imagined.

Content
Begin by compiling the raw information about yourself and your career,
some of which will be included in your final resume, and some of which
will not. Then, proceed through the following steps:
1. Type your name, address, home phone number, and e-mail address.
Include your work phone, cell phone, fax, and pager numbers if
appropriate.
2. Write your objective(s) and a list of all the skills you possess that support that objective.
3. List your job titles, employers, locations, and dates for each position
you’ve held, along with basic information about that job, your responsibilities, the company, and your achievements. Jot down this information in note form, and don’t waste time on specific wording and sentence structure. We’ll worry about that later.
4. Type a list of all your academic experience: college degrees, college
attendance, professional certificates and licenses, and continuing
education.
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5. List any of the following information that is applicable to you and
your career:
Professional memberships
Civic memberships
Computer and technology skills
Honors and awards
Volunteer experience
Publications
Public-speaking experience
Media recognition
Foreign-language skills
International experience

Objectives and Career Summaries
Now that you have compiled the raw data for your resume, it’s time to
begin actually writing the text. The most important thing to consider in
this process is what your current career objectives are. This will dictate
what information you include, where you include it, and how you include
it. Remember, you’re “painting a picture.”

Objectives
Begin by deciding whether you want to include an Objective on your
resume. Including an Objective is optional and depends entirely on you
and your goals. If you know that you are looking for a position as a Field
Service Dispatcher and nothing else, you might want to include an
Objective. However, if you’re looking at several different opportunities, we
recommend that you leave off the Objective. In this situation, your
Objective would be either limiting or so broad that it said nothing.
Here’s an example of a well-written Objective:
Seeking a Customer Service Management position in the Telecommunications
industry.
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Why is this Objective so good? Because it clearly states what type of position
this individual is seeking and in what industry. There are no unanswered
questions about what this person wants to do. If she had wanted to take it a
step further, she could have written this:
Seeking a Customer Service Management position where I can apply my six years of
experience in the Telecommunications industry.

This Objective is even better, because not only does it communicate the
type of position and industry in which the candidate is interested, it also
communicates that she has experience that is directly relevant.

Career Summaries
If you do not use an Objective, consider using a Career Summary,
Professional Profile, or Qualifications Statement at the beginning of your
resume. When you write an Objective, you are telling your reader what you
want from them. When you write a Summary, you are communicating what
you have to offer—your value. It is a much more powerful introduction
that immediately entices someone to read on. Consider these examples:
SENIOR FINANCE EXECUTIVE
Corporate Finance Executive with 18 years of experience leading the financialmanagement functions of a multinational corporation. Combine strong analytical
skills and creative thinking with outstanding financial and investment expertise.
Delivered consistent gains in revenues and profitability while reducing annual
operating costs and optimizing organizational productivity. MBA in Finance.
• Strategic Business & Financial Planning
• Acquisitions / Joint Ventures / LBOs
• Treasury, Banking & Cash Management
• Equity & Debt Financing
• U.S. & Foreign Tax Regulations
• ESOP & 401K Plans
• International Trade Finance & Credit
• Information Systems & Technologies

OR
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QUALIFICATIONS PROFILE:
Special Events — Meeting & Conference Planning — Trade Shows — Fund-raising
Creative professional successful in planning, coordinating, and managing programs
and special events for up to 5,000 guests. Sourced vendors, negotiated contracts,
managed budgets, coordinated schedules, recruited volunteers, and facilitated
press coverage. Outstanding organizational, communication, decision-making,
problem-solving, and project-management skills. Enthusiastic and energetic.

Now, wouldn’t you agree that these sample Summaries are dramatically
more powerful than a traditional Objective? We certainly believe so. Each
individual’s career goals are clearly communicated, not with a passive
Objective statement, but with a powerful presentation of their skills and
qualifications.

Note

The next decision you have to make is whether to follow with
Education or Experience. The answer is simple. Look at your Objective or
Summary and then decide whether your Education or Experience is more
supportive of that. If you are a recent college graduate seeking an entry-level professional position, chances are your Education will follow. On the other hand, if you’re
an experienced Chemical Engineer who graduated 10 years ago and has been working professionally ever since, Experience should be your next section.

Education
The Education section of your resume should include college degrees (or
the name of the college you atttended if you do not have a degree), certificates, licenses, seminars, workshops, and other continuing education. Be
sure to include all relevant information (for example, major courses of
study, names of colleges and universities, academic honors, and demonstration of leadership capabilities). If your education ended with high school,
list the name of the school, its location, and your graduation date. If you
are a college graduate, there is no need to include high school unless you
graduated from a prestigious private institution.
Here are a few examples to get you started:
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EDUCATION:
M.B.A.—Harvard University—1996
B.A.—Management & Economics—Princeton University—1994
Graduate, 200+ hours of continuing professional education

OR
EDUCATION & PROFESSIONAL CERTIFICATIONS:
CENTRAL MICHIGAN UNIVERSITY
Grand Rapids, Michigan

Bachelor of Arts — 1991
Business Administration
Internship: Langley & Stewart
Investors, London, England, 1990
Foreign Exchange: Paris, France,
Summer 1989

NASD Registered Investment Representative, 1998
Certified Insurance Counselor (CIC), 1996
Life & Health Insurance License, 1996
Real Estate Sales License, 1993

OR
CENTRAL VIRGINIA COMMUNITY COLLEGE, Lynchburg, Virginia
Currently pursuing A.A. Degree in General Studies (to be conferred in June 2004)
High School Graduate, Virginia Episcopal School, Lynchburg, Virginia, 2001

Employment Experience
The Experience section of your resume will most likely be the longest and
the most detailed. It will also take you the longest to write. In this section
you want to highlight, as briefly as possible, the key responsibilities and
accomplishments of each of your positions using powerful words to create
an effective presentation.
By now you should realize that resumes are not job descriptions. They
might certainly include some information that is in your job description,
but a resume is a sales document, not just a listing of duties and responsibilities. It must be well worded and carefully merchandised to capture your
reader’s attention. You must include precise information about your job
functions and achievements, not just generalized statements of overall
responsibilities. Include specific figures, percentages, and results when
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describing your accomplishments to clearly communicate your skills and
expertise.
Here’s an excellent example of a high-impact experience description. It
effectively communicates overall scope of responsibility in the first paragraph and then presents measurable accomplishments in an easy-to-skim
bullet format.
Directed the planning, staffing, budgeting, and operations of a six-site logistics operation for $800 million plastics distributor. Scope of responsibility was diverse and
included purchasing, vendor management, materials handling, inventory control,
distribution planning, and field delivery operations. Managed a staff of 55 through
six supervisors. Controlled a $45 million annual operating budget.
• Introduced continuous improvement and quality-management programs
throughout the logistics organization. Results included a 25% increase in
productivity and a 64% increase in customer satisfaction.
• Spearheaded cost-reduction initiatives that reduced labor costs by 18%,
overtime by 34%, and material waste by 42%.
• Renegotiated key vendor contracts for a 28% reduction over previous year’s
costs.
• Facilitated the integration of logistics and supply-chain management
operations following the $2.8 million acquisition of Ellerson Plastics
Components.

Prospective employers who read this description can quickly sense the
scope of this candidate’s responsibilities (size of company, number of people, budgets) and clearly identify his achievements (cost savings, productivity improvements, waste reductions, acquisition integration, customer satisfaction). Remember, recruiters and employers won’t read between the
lines for relevant information. You must spell it out.
As you’re writing your job descriptions, remember that they should generally get shorter as you go back further in time. Obviously, you are not
going to include as much information about a job from 10 years ago as you
are about your current position. Use your previous positions to highlight
notable achievements, major responsibilities, special projects, and performance improvements.
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“Older” Experience
If you’ve been working for 15, 20, or more years, you will have to decide
how much of your older experience you want to include. This will depend
entirely on how relevant that information is to your current career objectives. If you can optimize that experience and demonstrate value, include
it, but be brief and leave off the dates (particularly if they’re prior to 1970)
if you’re concerned that they might immediately exclude you from consideration. Here’s an excellent example:
Previous professional experience includes several responsible operationsmanagement positions with Ryder Dedicated Logistics, Federal Express, and
Airborne.

Note that the value you get from this sentence is the impressive name
recognition of your past employers.
OR
Promoted rapidly throughout early career in sales and customer service. Personally
negotiated and closed a $17 million sale to Chrysler, the largest sale in the history of
IBM.

Here the value is the financial result you delivered.

Spelling, Punctuation, Grammar, and Syntax
Your resume must be perfect, with absolutely no errors. A typographical
error, poor word choice, inconsistency in syntax, or incorrect punctuation
can be the kiss of death. Ask yourself whether you’d hire someone who sent
a resume that was filled with errors. Your answer is most likely no. So why
would anyone else? Remember, your resume demonstrates the quality of
work you will produce on that company’s behalf. If it’s not perfect, it’s not
acceptable.
Proofread your resume not just once or twice, but repeatedly to identify
and correct any typographical or wording errors. Then ask three to five of
your friends or colleagues to review it as well, just to double-check that you
have not missed anything.
Also, be sure to choose language that is appropriate to the position you are
seeking. If you’re an entry-level professional, don’t use “Ph.D.” language.
On the other end of the spectrum, if you’re in line for a CEO slot, use
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appropriate management and leadership terminology to create a resume
that has the right tone and impact for a candidate at that level.

Writing in the First Person and in the Correct Tense
Write your document in the active first-person voice, never the thirdperson. There are no exceptions to this rule.
One quirk in resume writing that sometimes causes confusion about which
voice is being used is the fact that, almost invariably, pronouns are omitted.
For instance, you would not say “I direct a six-person sales administration
team that supports all 47 of our field sales engineers.” Instead, you would
word this statement in the following idiosyncratic “resume language”: first
person, pronouns omitted.
Direct six-person sales administration team that supports all 47 of the company’s
field sales engineers.

Another question that frequently arises is whether to write in the present
or past tense. As a rule, you should write the activities and responsibilities
of your current position in the present tense, and all past positions and all
completed accomplishments in the past tense.

Length
The same one-page versus two-page dilemma that we explored with cover
letters is also a major point of discussion in relation to resume writing.
Twenty years ago, it was standard practice to have a one-page resume.
Today, the rules have changed, the market has changed, and the competition has increased phenomenally. Most individuals would now agree that a
resume does not necessarily have to be just one page. Unlike cover letters,
which overwhelmingly remain one page, resumes are frequently two or
even three pages in length. If you have more than 10 or 15 years of relevant experience, you would probably shortchange yourself if you rigidly followed the so-called “one-page resume rule.”
What your resume does have to be is a document that sells you. We recommend that you begin by writing the text and then determining whether it
will fit most comfortably on one page or two. However, if you’re going to
use a second page, be sure that you do indeed need it. If you have only two
or three lines on the second page, go back and edit your text, delete a line
here and there, and get your resume onto one page.
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Tip You will find that the response to your resume will be directly proportional to how well you’ve marketed your qualifications and achievements, not the number of pages in your resume.

Resume Presentation
There are countless ways to arrange the contents of your resume, and
dozens of different fonts and formatting styles you can choose. The underlying foundation for all of your design decisions should be to communicate
the most important information about your qualifications quickly, easily,
and logically. Your resume should be inviting and easy to read, yet provide
enough detail to convey the depth of your experience. The reader should
be able to grasp the key points in a 10-second skim-through. All formatting
enhancements (such as headers, bold type, bullet points, underlining, and
so forth) should help readers notice and remember your strongest “selling
points.”

Format
Format should not be your primary consideration when writing your
resume. Often job seekers will see a format they like and then try to make
their information fit into it. It simply doesn’t work! You can review other
resumes for ideas, but you must craft your document to sell only you.
A much better strategy is to decide on a resume format after you have written the text and seen what information you have to work with. At this
point, the most effective format should easily present itself just from the
type of information you have written. Then all you’ll need to do is
Set your headings and margins.
Adjust spacing for readability and impact.
Insert horizontal rules or other graphic elements to improve appearance and organization.
Select which type enhancements (bold, italics, or underlining) you
want to use and where.
Edit the text to comfortably fit on each page.
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If possible, adhere to these formatting guidelines:
Don’t expect readers to struggle through paragraphs that are 10 to
15 lines long. Substitute two or three shorter paragraphs or use bullets to set off new sentences and sections.
Don’t overdo your use of bold, italics, or underlining. Excessive use
defeats the purpose of these enhancements. If half of the type on the
page is bold, nothing will stand out.
Use nothing smaller than 10-point type. If you want employers to
review your resume, make sure they don’t need a magnifying glass!
Don’t clutter your resume. Everything you’ve heard about “white
space” is true. Let your document “breathe” so that readers don’t
have to struggle through it. Ease of readability is a key factor in the
effectiveness of your resume.
Use an excellent printer, preferably a laser printer. Smudged, faint,
heavy, or otherwise poor-quality print will discourage red-eyed
readers.

Visual Presentation
Because your resume is actually a marketing document, its appearance
is critical. To survive in the job search market and outperform other
well-qualified candidates, your resume must be sharp and powerful in its
presentation. Do not type it on an outdated word processor using an
antiquated resume style and then print it on onion-skin paper with a nice
blob of Wite-Out covering the mistakes! Those days are long gone.
Instead, give your document an up-to-date style that attracts attention. This
doesn’t mean using an italic typeface, cute logos, or an outrageous paper
color. Instead, be conservatively distinctive. Choose a sharp-looking typeface such as Bookman, Soutane, Tahoma, or Fritz; or, if your font selection
is limited, choose the more familiar Times New Roman or Arial typefaces.
Unless you’re seeking a position in graphic arts or some other creative
career track, don’t put logos or artwork on your resume.
Your choice of paper color is entirely based on your personal preference,
although we do recommend something conservative—such as white, ivory,
or light gray—because you never know who might be looking at your
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resume, and you can’t go wrong with these selections. However, a bit of
creativity can give you a real boost and help your resume stand out from
the crowd. Review the discussion on cover letter paper in chapter 5, and
choose matching or complementary paper for all of your job search
materials.

Recommended Resume Formats
Following are nine resume formats (with full sample resumes) that were
designed with specific types of job seekers in mind.
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Blue-Collar Job Seeker
Writer: Louise Kursmark, MRW, CPRW, JCTC, CEIP, CCM; Cincinnati, OH



 

3HWHU6ZDQQ

%HHFK6WUHHW1RUWK%UDQIRUG&7

SHWHUVZDQQ#DROFRP

9$&880)851$&(23(5$725
5HFRJQL]HG IRU TXDOLW\ SURGXFWLYLW\ DQG ZRUN HWKLF ,Q HYHU\ SRVLWLRQ FRQWULEXWHG WR LPSURYHG
RSHUDWLRQVDQGSRVLWLYHUHVXOWVWKURXJKGHGLFDWLRQOHDGHUVKLSDQGHIIHFWLYHSUREOHPVROYLQJ
(03/2<0(17
9DFXXP)XUQDFH2SHUDWRU²$&0(0$&+,1(&203$1<%5$1)25'&7

±3UHVHQW

3HUIRUP H[WUHPHO\ FORVHWROHUDQFH PHWDO IDEULFDWLRQ ZRUN IRU WKH DHURVSDFH LQGXVWU\ DV DQ
RXWVRXUFHG VHUYLFH SURYLGHU WR FXVWRPHUV LQFOXGLQJ 3UDWW  :KLWQH\ %RHLQJ *HQHUDO 0RWRUV WKH
86 1DY\ DQG WKH 'HSDUWPHQW RI 'HIHQVH $V VROH 9DFXXP )XUQDFH 2SHUDWRU RQ VKLIW RSHUDWH
WKUHH IXUQDFHV VLPXOWDQHRXVO\ WR NHHS IDEULFDWRUV VXSSOLHG DQG PDLQWDLQ SURGXFWLYLW\ LQ FHOOEDVHG
,62PDQXIDFWXULQJHQYLURQPHQW
7URXEOHVKRRW IXUQDFH SUREOHPV WR VXVWDLQ KLJK TXDOLW\ ZLWKLQ WKH YDFXXP HQYLURQPHQW 0DLQWDLQ
RXWVWDQGLQJTXDOLW\UHFRUGFRQVLVWHQWO\FRPSO\LQJZLWKVWULQJHQWFORVHWROHUDQFHVWDQGDUGV
x 6XFFHVVIXOO\FRPSOHWHGWUDLQLQJLQ%DVLF9DFXXP3UDFWLFHV 9DULDQ&KLFDJR,OOLQRLV DQG
9DFXXP)XUQDFH2SHUDWLRQ 9DFXXP)XUQDFH6\VWHPV3LWWVEXUJK3HQQV\OYDQLD 
x ,QFUHDVHGSURGXFWLYLW\RIWKHYDFXXPIXUQDFHRSHUDWLRQE\HOLPLQDWLQJUHGXQGDQWSDSHUZRUN
DQGVKRUWHQLQJVHYHUDOUHTXLUHGIRUPV
x 7RRN LQLWLDWLYH WR SODQ DQG RUFKHVWUDWH IXUQDFH PRYH GXULQJ UHFHQW SODQW FRQVROLGDWLRQ
6XFFHVVIXOO\FRPSOHWHGPRYHZLWKQRXQVFKHGXOHGGRZQWLPH



%XLOGLQJ0DQDJHU²($67(1'$3$570(1761(:+$9(1&7

±

6HUYHGDVRQVLWHPDQDJHUIRUXQLWDSDUWPHQWEXLOGLQJ6FKHGXOHGDOOUHSDLUDQGUHPRGHOLQJZRUN
x 5DLVHGRFFXSDQF\IURPWR
x 2UJDQL]HGDQGOHGQHLJKERUKRRGSULGHHYHQWVWKDWZHUHIHDWXUHGRQORFDO79 :1+779 


±
&RUSRUDO²81,7('67$7(60$5,1(&25366$1',(*2&$
3DUWLFLSDWHG LQ 2SHUDWLRQ 'HVHUW 6KLHOG6WRUP $V (TXLSPHQW 1&2 UHVSRQVLEOH IRU DSSUR[LPDWHO\
RIHTXLSPHQW



x 5HFRJQL]HGIRUH[HPSODU\SHUIRUPDQFHDQGRXWVWDQGLQJGHGLFDWLRQE\&RPPDQGLQJ2IILFHU


±
&RPPHUFLDO3DLQWHU²(/0&,7<3$,17,1*1(:+$9(1&7


('8&$7,21



6RXWKHUQ&RQQHFWLFXW7HFKQLFDO&ROOHJH
0DMRU0(&+$1,&$/(1*,1((5,1*7(&+12/2*< '(6,*1 352*5$0

±3UHVHQW

,17(5(676
&KXUFKFKRLUJROIELNLQJDQGUHDGLQJ

This format is recommended because it highlights skills, training, and experience, and the job seeker’s profession is clearly evident.
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Graduating Student with Minimal Work Experience
Writer: Wendy Enelow, CPRW, JCTC, CCM; Lynchburg, VA

/$85$6/(:,6



,UHQH$YHQXH$SW
%DOWLPRUH0'
 OVOHZLV#DROFRP





&$5((52%-(&7,9((QWU\/HYHO3URIHVVLRQDO3RVLWLRQLQ&RUSRUDWH/DZ /LWLJDWLRQ


48$/,),&$7,216352),/(

x/HJDO5HVHDUFK :ULWLQJ
x/HJDO%ULHIV 0HPRUDQGD
x&DVH6WUDWHJ\ 0DQDJHPHQW
x3OHDGLQJV 0RWLRQV
x&OLHQW1HJRWLDWLRQV
x'HSRVLWLRQV ,QWHUURJDWRULHV

3&SURILFLHQW6WURQJRUJDQL]DWLRQDODQGSURMHFWPDQDJHPHQWVNLOOV$QDO\WLFDODQGGHFLVLYH


('8&$7,21

81,9(56,7<2)0$5</$1'6&+22/2)/$:%DOWLPRUH0DU\ODQG
-''HJUHH'HFHPEHU
+RQRUV $FWLYLWLHV 7RSRI&ODVV0HPEHU0RRW&RXUW%RDUG

81,9(56,7<2)6$1',(*26DQ'LHJR&DOLIRUQLD
%$'HJUHHLQ+LVWRU\0LQRULQ(QJOLVK&XP/DXGH0D\
+RQRUV $FWLYLWLHV 7RSRI&ODVV'HDQ·V/LVW*ROGHQ.H\1DWLRQDO+RQRU6RFLHW\

3KL$OSKD7KHWD 1DWLRQDO+LVWRU\+RQRU6RFLHW\ 

6LJPD.DSSD6RURULW\ 6FKRODUVKLS&KDLU 


(03/2<0(17(;3(5,(1&(

6HUYHU&XVWRPHU6HUYLFH$VVRFLDWH
WR3UHVHQW
.,9$*5,//%DOWLPRUH0DU\ODQG
&5$7(5·6%DOWLPRUH0DU\ODQG
)DVWSDFHG FXVWRPHU VHUYLFH SRVLWLRQV ZLWK WZR XSVFDOH UHVWDXUDQWV (PSKDVLV RQ TXDOLW\
VHUYLFHXSVHOOLQJFURVVVHOOLQJSXEOLFUHODWLRQVDQGFXVWRPHUOR\DOW\UHWHQWLRQ

/DZ&OHUN
6XPPHU
2)),&(2)$77251(<*(1(5$/%DOWLPRUH0DU\ODQG
6HOHFWHG IURP D FRPSHWLWLYH JURXS RI PRUH WKDQ  FDQGLGDWHV IRU D PRQWK LQWHQVLYH
FOHUNVKLS $VVLVWHG VWDII DWWRUQH\V ZLWK FOLHQW LQWHUYLHZV DQG LQYHVWLJDWLRQV 5HVHDUFKHG DQG
ZURWHPHPRUDQGDGRFXPHQWHGILQGLQJVDQGSUHSDUHGOHJDOPDWHULDOVIRUFRXUWURRPOLWLJDWLRQ

/DZ&OHUN
6XPPHU
/$:2)),&(2)-$&.*5((1((64%DOWLPRUH0DU\ODQG
7KUHHPRQWK FOHUNVKLS ZLWK SULYDWH ODZ ILUP VSHFLDOL]LQJ LQ FRQWUDFWV WRUWV DQG UHDO HVWDWH
WUDQVDFWLRQV

6HUYHU
WR
3866(5·66DQ'LHJR&DOLIRUQLD
*5((1675((7,116DQ'LHJR&DOLIRUQLD
+<$775(*(1&<6DQ'LHJR&DOLIRUQLD
:RUNHGLQVHYHUDOH[FOXVLYHSULYDWHO\RZQHGDQGKRWHOUHVWDXUDQWV5HFRJQL]HGIRURXWVWDQGLQJ
FXVWRPHUVHUYLFHDQGVHOHFWHGWRWUDLQQHZO\KLUHGZDLWVWDII

This format is effective because it brings the job seeker’s relevant skills to the forefront (based on her
objective) and highlights her strong academic career.
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Young Professional Uncertain About Career Objectives
Writer: Louise Kursmark, MRW, CPRW, JCTC, CEIP, CCM; Cincinnati, OH

.HOO\7RZQVHQG
NHOO\WRZQ#\DKRRFRP

$+LJK6WUHHW
'DQEXU\&7





6XPPDU\RI4XDOLILFDWLRQV
x ([FHSWLRQDOFXVWRPHUVHUYLFHVNLOOV«VWURQJZULWWHQDQGRUDOFRPPXQLFDWLRQV
DELOLWLHV«FUHDWLRQRIFXVWRPHUUHVSRQVHVFULSWVDGRSWHGFRPSDQ\ZLGH

x 7HDPOHDGHUVKLSDQGVWDIIPDQDJHPHQWDELOLWLHV«WDOHQWIRUEXLOGLQJDQGOHDGLQJKLJK
SHUIRUPLQJJRDOIRFXVHGWHDPV

x 2SHUDWLRQVPDQDJHPHQWH[SHULHQFH«GHYHORSPHQWRISURFHGXUHVEHQFKPDUNVWUDLQLQJ
PDQXDOVDQGWUDLQLQJSURFHGXUHV

x 3URYHQSUREOHPVROYLQJDQGDQDO\WLFDOVNLOOV«ZHOORUJDQL]HGZLWKH[FHOOHQWSODQQLQJDQG
IROORZWKURXJK





x 5HFRUGRIUDSLGDGYDQFHPHQWEDVHGRQGHPRQVWUDWHGFRPSHWHQFHDQGOHDGHUVKLSDELOLWLHV

3URIHVVLRQDO([SHULHQFH
7+(6725('DQEXU\&7

±3UHVHQW

$GYDQFHGWKURXJKSURJUHVVLYHO\FKDOOHQJLQJFXVWRPHUFRPPXQLFDWLRQVPDQDJHPHQWSRVLWLRQVGXULQJUDSLG
JURZWKRI7KH6WRUH¶VRQOLQHEXVLQHVVIURPWRHPSOR\HHV

7HDP/HDGHU2QOLQH&XVWRPHU&RPPXQLFDWLRQV±3UHVHQW
/HDGDQGGLUHFWWKUHHPHPEHUWHDPWKDWUHVSRQGVWRDQGUHVROYHVFXVWRPHULVVXHVDQGFRPSODLQWV
UHODWHGWRRQOLQHRUGHUV$OVRVXSHUYLVHFRUSRUDWHVDOHVWHDPWKDWPDQDJHVWKHVHOHFWLRQDQGIXOILOOPHQW
RIVSHFLDODQGEXONRUGHUVRYHUVHHPDLOURRPSHUIRUPGDLO\DXGLWEDODQFLQJRIJLIWFHUWLILFDWHFKHFN
DQGFUHGLWYRXFKHUDFFRXQWV
+,*+/,*+76+XPDQ5HVRXUFHV

x (IIHFWLYHO\PDQDJHGLYHUVHHPSOR\HHVDGDSWLQJPDQDJHPHQWDQGFRPPXQLFDWLRQVW\OHIRUEHVW
UHVXOWVZLWKHDFKLQGLYLGXDO

x 6XFFHVVIXOO\UHVROYHGVWDIISUREOHPVLQFOXGLQJQHJDWLYHDWWLWXGHODFNOXVWHUSHUIRUPDQFHDQG
SRRUDWWHQGDQFHEXLOWDSURGXFWLYHWHDPWKDWGHOLYHUVH[HPSODU\FXVWRPHUVHUYLFH

x ,QLWLDWHGGDLO\WHDPPHHWLQJVWRSURPRWHFRPPXQLFDWLRQDQGFRQVLVWHQF\
x :URWHWUDLQLQJPDQXDOVIRUGHSDUWPHQWRSHUDWLRQVDQGDOOVSHFLILFSRVLWLRQIXQFWLRQV
x 7UDLQHGDOOWHDPPHPEHUVRQQHZHOHFWURQLFFRPPXQLFDWLRQVV\VWHP
+,*+/,*+762SHUDWLRQV0DQDJHPHQW

x 5HFRPPHQGHGRUJDQL]DWLRQDOUHVWUXFWXULQJWKDWUHVXOWHGLQFUHDWLRQRIWZRVSHFLDOL]HG

FRPPXQLFDWLRQVWHDPVHQDEOLQJUDSLGUHVSRQVHDQGKLJKOHYHOVRIH[SHUWLVHRQVSHFLILFLVVXHV

x &UHDWHGSHUIRUPDQFHEHQFKPDUNVIRUFRPPXQLFDWLRQVWHDPHVWDEOLVKLQJJRDOVIRUVSHHG

DFFXUDF\DQGUDSLGUHVROXWLRQ3HUVRQDOO\SHUIRUPDWWZLFHWKHSDFHRIUHVWRIXQLW DYHUDJLQJ
UHVSRQVHVSHUKRXU WHDPFRQVLVWHQWO\SHUIRUPV±DERYHJRDOV

x $XWKRUHGFXVWRPHUUHVSRQVHWHPSODWHVWKDWKDYHEHHQDGRSWHGIRUXVHLQDOOGRPHVWLFDQG
LQWHUQDWLRQDOHOHFWURQLFDQGYHUEDOFXVWRPHUPHVVDJHV

x 'HYHORSHGNH\ZRUGVRUWLQJPHWKRGRORJ\WKDWDOORZVDXWRPDWLFURXWLQJRIHPDLOPHVVDJHVWR
FRUUHFWGHSDUWPHQWIRUUDSLGDQGHIILFLHQWUHVSRQVH

x 7ZLFHUHFRJQL]HGIRUH[FHOOHQFHLQFXVWRPHUUHODWLRQVSUREOHPVROYLQJRQHRIRQO\IRXU


HPSOR\HHVHDUQLQJWKHVHDZDUGVDPRQJLQWKHGHSDUWPHQWRQO\HPSOR\HHKRQRUHGWZLFH

We endorse this format because it highlights a cross-section of skills and qualifications that are
relevant to a number of different types of positions, companies, and industries. This format is flexible
(continues)
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(continued)

NHOO\WRZQ#\DKRRFRP


.HOO\7RZQVHQG
3DJH





7+(6725(

FRQWLQXHG


(PDLO6SHFLDOLVW([FHSWLRQVDQG&XVWRPHU5HVHDUFK±
2YHUVDZUHVSRQVHVWRFXVWRPHUHOHFWURQLFFRPPXQLFDWLRQURXWHGWR&XVWRPHU5HVHDUFKDQG
([FHSWLRQVTXHXHV5HYLHZHGFXVWRPHUFODLPVDQGYHULILHGFUHGLWFDUGLQIRUPDWLRQ

x 3URYLGHGH[FHSWLRQDOFXVWRPHUVHUYLFHWKDWGLUHFWO\FRQWULEXWHGWRUHGXFHGPHUFKDQGLVHORVV


DQGLQFUHDVHGSURILWVIRUDOOEUDQGV

&XVWRPHU6HUYLFH5HSUHVHQWDWLYH([FHSWLRQVDQG&XVWRPHU5HVHDUFK)HE±2FW
,QYHVWLJDWHGDQGHYDOXDWHGFXVWRPHUFODLPVUHFHLYHGE\SKRQHPDLODQGHPDLOUHODWHGWRPLVVLQJ
LWHPVDQGSDFNDJHV

x ,QLWLDWHGWKHVHSDUDWLRQRIWKHHOHFWURQLFFRPPXQLFDWLRQUHSUHVHQWDWLYHVWRDVHSDUDWHWHDPE\


GRFXPHQWLQJQHHGRYHUVHYHUDOPRQWKVDQGUHFRPPHQGLQJRUJDQL]DWLRQDOUHVWUXFWXULQJ
VROXWLRQ

&XVWRPHU6HUYLFH5HSUHVHQWDWLYH±
$QVZHUHGFXVWRPHUFDOOVSURFHVVHGRUGHUVUHVROYHGSUREOHPVDQGSURYLGHGDVVLVWDQFHVHUYLFHWR
QDWLRQZLGHFXVWRPHUEDVH

x $FKLHYHGUHFRUGGDLO\VDOHVUHVXOWV




x 5HFRJQL]HGIRUH[FHOOHQFHLQFXVWRPHUVDWLVIDFWLRQDQGSUREOHPVROYLQJ

(GXFDWLRQ
%$&+(/252)$576,1&20081,&$7,21

8QLYHUVLW\RI&RQQHFWLFXW6WRUUV&7

x 3XEOLF5HODWLRQV,QWHUQVKLSZLWK8&RQQ0DUNHWLQJ'HSDUWPHQW6SULQJ
x 3XEOLF5HODWLRQV$ZDUGIRU([FHOOHQFH&DVH6WXG\3URJUDP3ODQQLQJ:LQWHU
x 7HDFKLQJ$VVLVWDQW&DUHHUVLQ&RPPXQLFDWLRQ3URIHVVRU-RKQ5RGULJXH]




2QHRIDKDQGIXORIXQGHUJUDGXDWHVWXGHQWVDW8&RQQVHOHFWHGDV7HDFKLQJ$VVLVWDQWV

$GGLWLRQDO,QIRUPDWLRQ
x &RPSXWHUVNLOOVLQFOXGHFRPSUHKHQVLYHNQRZOHGJHRI0LFURVRIWDSSOLFDWLRQV«ZRUNLQJ

NQRZOHGJHRI/RWXV1RWHV«H[SHUWDELOLW\LQ.DQDHPDLOV\VWHP GHSDUWPHQWDOWUDLQHUIRUWKLV
DSSOLFDWLRQ 

x $YDLODEOHIRUUHORFDWLRQ
x 5HIHUHQFHVJODGO\SURYLGHGRQUHTXHVW

and appropriate in countless different situations—it allows the job seeker to explore a variety of
career opportunities while still giving readers a sense of her skills and strengths.
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-2+1767$1',6+
&UDLJPRQW$YHQXH
'XOXWK0LQQHVRWD
VWDQG#HDUWKOLQNQHW





6(1,25(;(&87,9(352),/(
6WUDWHJLF+XPDQ5HVRXUFHV/HDGHUVKLS2UJDQL]DWLRQDO'HYHORSPHQW&KDQJH0DQDJHPHQW
3HUIRUPDQFH2SWLPL]DWLRQ/HDGHUVKLS7UDLQLQJ 'HYHORSPHQW3 /0DQDJHPHQW
+DUYDUG0%$'HJUHH


'\QDPLF PDQDJHPHQW FDUHHU OHDGLQJRUJDQL]DWLRQV WKURXJK VWDUWXS FKDQJH UHYLWDOL]DWLRQ WXUQDURXQG
DQG DFFHOHUDWHG JURZWK &URVVIXQFWLRQDO H[SHUWLVH ZLWK SURYHQ VXFFHVV LQ RSWLPL]LQJ RUJDQL]DWLRQDO
JURZWK SURGXFWLYLW\ DQG HIILFLHQF\ +5 *HQHUDOLVW H[SHULHQFHG LQ EHQHILWV FRPSHQVDWLRQ UHFUXLWPHQW
WUDLQLQJDQG+5,6WHFKQRORJ\([SHUWWHDPEXLOGLQJWHDPOHDGHUVKLSFRPPXQLFDWLRQDQGLQWHUSHUVRQDO
UHODWLRQVVNLOOV6WUDWHJLFDQGDQDO\WLFDOZLWKRXWVWDQGLQJSUREOHPVROYLQJDQGQHJRWLDWLQJVNLOOV




352)(66,21$/(;3(5,(1&(

&KLHI([HFXWLYH2IILFHU
0('+($/7+62/87,216'XOXWK0LQQHVRWD

WR3UHVHQW


&+$//(1*( /HDGWKHRUJDQL]DWLRQWKURXJKDFRPSUHKHQVLYHRUJDQL]DWLRQDOGHYHORSPHQWDQG
FKDQJHPDQDJHPHQWSURJUDPWRVXSSRUWJURZWKGLYHUVLILFDWLRQDQGH[SDQVLRQ

6HQLRU H[HFXWLYH UHFUXLWHG WR SODQ DQG RUFKHVWUDWH D FRPSOHWH UHGHVLJQ RI VWUDWHJLF SODQQLQJ
+52' DGPLQLVWUDWLYH LQIRUPDWLRQ WHFKQRORJ\ PDUNHWLQJ DQG RSHUDWLQJ IXQFWLRQV WR LQFUHDVH
UHYHQXHVDQGERWWRPOLQHSURILWDELOLW\0DQDJHZLWKLQDWLJKWO\UHJXODWHGDQGFRPSHWLWLYHLQGXVWU\
x 2QH RI WZR VHQLRU H[HFXWLYHV FUHGLWHG ZLWK WUDQVLWLRQLQJ 0HG +HDOWK 6ROXWLRQV IURP 
UHYHQXHVRISHUPRQWKWRFXUUHQWUHYHQXHVRIPLOOLRQSHUPRQWK LQFUHDVH
ZLWKLQWZR\HDUV 'URYHSURILWJURZWKE\EHWWHUWKDQ
x $UFKLWHFWHG DQG LPSOHPHQWHG DQ DJJUHVVLYH LQWHUQDO FKDQJH LQLWLDWLYH 3DUWQHUHG FRUH
RSHUDWLRQVWRVXSSRUWRUJDQL]DWLRQDOUHGHVLJQDQGSHUIRUPDQFHUHHQJLQHHULQJLQLWLDWLYHV
x %XLOW D EHVWLQFODVV +5 RUJDQL]DWLRQ LPSOHPHQWHG DGYDQFHG +5,6 WHFKQRORJ\ GHVLJQHG
EHQHILW DQG FRPSHQVDWLRQ SURJUDPV HVWDEOLVKHG D IRUPDO VDODU\ VWUXFWXUH DQG LQWURGXFHG
HPSOR\HHWUDLQLQJFRXQVHOLQJDQGFRDFKLQJSURJUDPV
x 5HYLWDOL]HG DOO FRUH ILQDQFLDO IXQFWLRQV LPSOHPHQWHG FOLHQWVHUYHU DUFKLWHFWXUH WR RSWLPL]H
WHFKQRORJ\SHUIRUPDQFHDQGFUHDWHGDWHDPEDVHGFXVWRPHUEDVHGFRUSRUDWHFXOWXUH
x 1HJRWLDWHG  PLOOLRQ DFTXLVLWLRQ RI FRPSHWLWLYH FRPSDQ\ DQG IDFLOLWDWHG VHDPOHVV
LQWHJUDWLRQRISHUVRQQHOWHFKQRORJ\DQGSURGXFWOLQHV



3UHVLGHQW*HQHUDO0DQDJHU
WR
'<1$0,&62/87,216,1&7DPSD)ORULGD

&+$//(1*( /DXQFK DQG EXLOG DQ HQWUHSUHQHXULDO YHQWXUH ZLWKLQ DQ LQWHQVHO\ FRPSHWLWLYH
FRQVXPHU PDUNHW DQG FUHDWH D VWURQJ RUJDQL]DWLRQDO LQIUDVWUXFWXUH WR VXSSRUW
FRQWLQXHGJURZWKDQGPDUNHWSHQHWUDWLRQ

6HQLRUH[HFXWLYHZLWKIXOOUHVSRQVLELOLW\IRUVWUDWHJLFSODQQLQJEXVLQHVVGHYHORSPHQWVWDIILQJ+5
DGPLQLVWUDWLRQRSHUDWLRQVPDUNHWLQJDQG3 /SHUIRUPDQFHRIDQLQGHSHQGHQWYHQWXUH%XLOWWKH
HQWLUH RUJDQL]DWLRQDO LQIUDVWUXFWXUH FUHDWHG DFFRXQWLQJ DQG ILQDQFLDO UHSRUWLQJ SURFHVVHV DQG
LPSOHPHQWHGFRPSXWHUWHFKQRORJ\WRVXSSRUWRSHUDWLRQV

This format is recommended because it transitions every position to focus on the candidate’s new HR
career path and not on what he has really devoted the vast majority of his time to (CEO responsibilities). By using this strategy, we can change how someone perceives this individual. He is no longer
(continues)
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x %XLOWQHZYHQWXUHIURPFRQFHSWWRRYHUPLOOLRQLQDQQXDOVDOHVZLWKDSURILWPDUJLQ
x &UHDWHGSHUIRUPDQFHEDVHGWUDLQLQJSURJUDPVIRUDOOKRXUO\DQGPDQDJHPHQWSHUVRQQHO
x $FKLHYHGDQGPDLQWDLQHGDVWDEOHZRUNIRUFHZLWKOHVVWKDQWXUQRYHULQDQLQGXVWU\ZLWK
DYHUDJHWXUQDURXQGRIEHWWHUWKDQ
x /DXQFKHGDVHULHV RI LQQRYDWLYHFRPPXQLW\ RXWUHDFK SURJUDPV DV SDUWRI WKH FRUSRUDWLRQ·V
VWUDWHJLFPDUNHWLQJDQGEXVLQHVVGHYHORSPHQWHIIRUWV



&KLHI([HFXWLYH2IILFHU
/6,62&,('$'6$6DQWR'RPLQJR'RPLQLFDQ5HSXEOLF

WR



&+$//(1*( 2UFKHVWUDWHWKHJURZWKRIDQHZLQWHUQDWLRQDOYHQWXUHZLWKLQWKHILQDQFLDOVHUYLFHV
LQGXVWU\DQGWUDQVLWLRQWKURXJKRUJDQL]DWLRQDOFKDQJHDQGPDUNHWUHSRVLWLRQLQJ


6HQLRUPDQDJHPHQWH[HFXWLYHVHQLRUVDOHVPDQDJHUDQG+5GLUHFWRUZLWKIXOO3 /UHVSRQVLELOLW\
IRU EXLOGLQJ QHZ SURIHVVLRQDO VHUYLFHV RUJDQL]DWLRQ &UHDWHG RUJDQL]DWLRQDO LQIUDVWUXFWXUH
UHFUXLWHGWUDLQHG SHUVRQQHO GHVLJQHG PDUNHWLQJ DQG EXVLQHVV GHYHORSPHQW SURJUDPV DQG
FUHDWHGDOODGPLQLVWUDWLYHDQGLQWHUQDOUHSRUWLQJV\VWHPV
x %XLOW QHZ FRPSDQ\ IURP FRQFHSW LQWR D  PLOOLRQ DQQXDO UHYHQXH SURGXFHU ZLWK (%7$ RI
PLOOLRQDQQXDOO\$FKLHYHGVXUSDVVHGDOOFRUSRUDWHUHYHQXHDQGSURILWREMHFWLYHV
x /HG WKH RUJDQL]DWLRQ WKURXJK D VXFFHVVIXO LQWHUQDO WUDQVLWLRQ DQG UHFUHDWHG FRUH EXVLQHVV
SURFHVVHVWRVXSSRUWPDVVLYHFKDQJHDQGUHFUHDWHFRUSRUDWHLPDJH
x 5HFUXLWHGDQGWUDLQHGDWHDPRIPRUHWKDQ,QWURGXFHGLQFHQWLYHVOLQNHGWRSHUIRUPDQFH
DQGIRFXVHGRQFXVWRPHUGHYHORSPHQWUHWHQWLRQDQGJURZWK
x 1HJRWLDWHG KHDOWK DQG LQVXUDQFH EHQHILW FRQWUDFWV IRU WKH FRUSRUDWLRQ 'HVLJQHG VDODU\
VWUXFWXUHVLQFHQWLYHSURJUDPVDQGH[HFXWLYHFRPSHQVDWLRQSODQV



3HUVRQDO$VVLVWDQWWR&(2
%$1&2'(/&20%5(526DQWR'RPLQJR'RPLQLFDQ5HSXEOLF

WR



&+$//(1*( )DFLOLWDWHPDUNHWDQGUHYHQXHJURZWKIRUDVSHFLDOW\LPSRUWH[SRUWFRPSDQ\


5HFUXLWHG E\ &(2 WR DVVLVW ZLWK EXLOGLQJ D SURILWDEOH LQWHUQDWLRQDO EXVLQHVV YHQWXUH 6FRSH RI
UHVSRQVLELOLW\ VSDQQHG DOO FRUH H[HFXWLYH IXQFWLRQV ZLWK SDUWLFXODU HPSKDVLV RQ RUJDQL]DWLRQDO
GHVLJQSROLF\SURFHGXUHGHYHORSPHQWUHFUXLWPHQWDQGWUDLQLQJVDOHVDQGPDUNHWLQJ
x ,QVWUXPHQWDOLQGULYLQJJURZWKIURPPLOOLRQWRPLOOLRQLQDQQXDOUHYHQXHV
x 5HFUXLWHGIRUPHU3URFWHU *DPEOHH[HFXWLYHWRWKHRUJDQL]DWLRQWRSURYLGHFULWLFDOLQGXVWU\
DQGPDUNHWOHDGHUVKLS5HFUXLWHGVDOHVSURGXFHUVIURPOHDGLQJ/DWLQ$PHULFDQFRPSDQLHV
x &UHDWHG RUJDQL]DWLRQDO LQIUDVWUXFWXUH DQG +5 VXSSRUW WR IDFLOLWDWH GLYHUVLILFDWLRQ DQG
H[SDQVLRQLQWRERWKHPHUJLQJDQGHVWDEOLVKHGFRQVXPHUPDUNHWV
x 'HVLJQHG +5 SROLFLHV FRPSHQVDWLRQ SODQV SHUIRUPDQFH UHYLHZ VFKHGXOHV DQG D VHULHV RI
HPSOR\HHWUDLQLQJDQGGHYHORSPHQWSURJUDPV



('8&$7,21


([HFXWLYH0%$³+DUYDUG8QLYHUVLW\³ 'LVWLQJXLVKHG$OXPQXV$ZDUG 
%6%XVLQHVV$GPLQLVWUDWLRQ³/LOO\PRXQW8QLYHUVLW\³



352)(66,21$/$)),/,$7,216


6RFLHW\IRU+XPDQ5HVRXUFH0DQDJHPHQW 6+50 
$PHULFDQ6RFLHW\IRU7UDLQLQJ 'HYHORSPHQW $67' 

“John the CEO,” but rather “John the HR executive.” In addition, note that his Summary highlights
skills and qualifications directly related to his current objectives and not his past experience, immediately “painting a picture” of an accomplished HR executive.
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HGJHUO\#LQPLQGFRP

0LVVLRQ&LUFOH
0LDPL)ORULGD


3KRQH
)D[



6(1,250$18)$&785,1*,1'8675<(;(&87,9(









3UHVLGHQW9LFH3UHVLGHQW&KLHI2SHUDWLQJ2IILFHU*HQHUDO0DQDJHU
,QFRUSRUDWLQJ$GYDQFHG,QIRUPDWLRQ 0DQXIDFWXULQJ7HFKQRORJLHVWR2SWLPL]H3URGXFWLYLW\
x0XOWL6LWH2SHUDWLRQV0DQDJHPHQW
x*OREDO6DOHV 0DUNHWLQJ/HDGHUVKLS
x.H\$FFRXQW5HODWLRQVKLS0DQDJHPHQW
x3URFHVV5HGHVLJQ 3HUIRUPDQFH2SWLPL]DWLRQ
x2SSRUWXQLW\'HYHORSPHQW 3URILWDELOLW\

x0XOWL6LWH3 /0DQDJHPHQW
x%XGJHWLQJ)LQDQFH &RVW5HGXFWLRQ
x-RLQW9HQWXUHV $FTXLVLWLRQV
x3URGXFW5 ' &RPPHUFLDOL]DWLRQ
x5RERWLFV $XWRPDWHG3URFHVVHV

(QWUHSUHQHXULDOVSLULWDQGGULYHZLWKRXWVWDQGLQJVWUDWHJLFSODQQLQJSUREOHPVROYLQJGHFLVLRQPDNLQJDQGQHJRWLDWLQJ
VNLOOV&UHDWLYHZLWKVWURQJFRPPXQLFDWLRQWHDPEXLOGLQJOHDGHUVKLSDQGLQWHUSHUVRQDOVNLOOV%RWWRPOLQHGULYHQ




352)(66,21$/(;3(5,(1&(


9LFH3UHVLGHQW *HQHUDO0DQDJHU
35(0,(53/$67,&6&25325$7,215HDGLQJ3$
PLOOLRQPDQXIDFWXUHUZLWKVWDWHRIWKHDUWWHFKQRORJ\FHQWHU 

WR3UHVHQW



5HFUXLWHG DV  H[HFXWLYH LQ D VPDOO JURZWKGULYHQ JOREDO PDQXIDFWXUHU *LYHQ IXOO UHVSRQVLELOLW\ IRU
UHFUHDWLQJ WKH EXVLQHVV LQIUDVWUXFWXUH UHGHVLJQLQJ GRPHVWLF DQG LQWHUQDWLRQDO VDOHV DQG PDUNHWGHYHORSPHQW
SURJUDPVUHDOLJQLQJHQJLQHHULQJDQGPDQXIDFWXULQJRSHUDWLRQVHOLPLQDWLQJH[FHVVLYHFRVWVDQGLQWURGXFLQJ
DGYDQFHGLQIRUPDWLRQDQGPDQXIDFWXULQJWHFKQRORJLHV-RLQW3 /UHVSRQVLELOLW\ZLWKFRPSDQ\SUHVLGHQW


x 5HYHQXH  3URILW *URZWK 5HGXFHG EUHDNHYHQ E\  PLOOLRQ ZLWKLQ ILUVW QLQH PRQWKV &XUUHQWO\
SURMHFWLQJUHYHQXHJURZWKDQGLQFRPHJURZWKLQ












x (&RPPHUFH (VWDEOLVKHG WKH FRUSRUDWLRQ¶V ILUVW ZHEVLWH WR ODXQFK PDVVLYH HFRPPHUFH LQLWLDWLYH
FXUUHQWO\RQWUDFNWRJHQHUDWHPLOOLRQLQILUVW\HDUVDOHV
x 7HFKQRORJ\ $GYDQFHV 'LUHFWHG WHFKQRORJ\ WHDP UHVSRQVLEOH IRU VRIWZDUH GHYHORSPHQW FXVWRPL]DWLRQ
DQG LPSOHPHQWDWLRQ RI DGYDQFHG (', V\VWHP 6SHDUKHDGHG DFTXLVLWLRQ RI  LQ DXWRPDWHG
PDQXIDFWXULQJWHFKQRORJLHVV\VWHPVDQGSURFHVVHV
x 6DOHV  0DUNHWLQJ /HDGHUVKLS &UHDWHG D EHVWLQFODVV JOREDO VDOHV RUJDQL]DWLRQ WKDW FDSWXUHG WKUHH
PXOWLPLOOLRQGROODU H[FOXVLYH FXVWRPHU DFFRXQWV ZLWK )OLQW ,QN 33* ,QGXVWULHV DQG 6KHUZLQ :LOOLDPV
&XUUHQWO\QHJRWLDWLQJILQDODJUHHPHQWZLWK'X3RQW7RWDOYDOXHRI±PLOOLRQLQUHYHQXH
x ,QWHUQDWLRQDO %XVLQHVV 'HYHORSPHQW %XLOW DQG OHG D FRPSOHWHO\ QHZ (XURSHDQ VDOHV RUJDQL]DWLRQ
SURMHFWHGWRGHOLYHUPLOOLRQLQVDOHVLQDQGPLOOLRQLQ
x 3URGXFW (QJLQHHULQJ  'HYHORSPHQW 5HYLWDOL]HG HQJLQHHULQJ LQWURGXFHG DXWRPDWHG SURGXFWLYLW\
LPSURYHPHQWWRROVLPSOHPHQWHGDFFXUDWHWUDFNLQJDQGUHSRUWLQJV\VWHPVDQGODXQFKHGPDMRULQLWLDWLYHWR
GHYHORSDQGPDUNHWQHZSURGXFWV&XUUHQWO\FRPSOHWLQJDSSOLFDWLRQVIRUIRXUQHZSURGXFWSDWHQWV
x 0DQXIDFWXULQJ 2SHUDWLRQV 6SHDUKHDGHG FRVWUHGXFWLRQ TXDOLW\LPSURYHPHQW DQG SURGXFWLYLW\
LPSURYHPHQWSURJUDPVSURMHFWHGWRUHGXFHDQQXDOH[SHQVHVE\ZKLOHHQKDQFLQJSURGXFWTXDOLW\DQG
FXVWRPHUVDWLVIDFWLRQUHWHQWLRQ&XUUHQWO\ILQDOL]LQJ,62IRUFHUWLILFDWLRQ

For a candidate seeking to transition his skills from one industry to another, this format is ideal. The
presentation focuses on the candidate’s transferable qualifications with virtually no mention of his
(continues)
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9LFH3UHVLGHQW &KLHI2SHUDWLQJ2IILFHU
WR
1(80$11,1&*ODGVWRQH3$
PLOOLRQ86GLYLVLRQRIPLOOLRQZRUOGFODVVPDQXIDFWXUHU 

5HFUXLWHG WR 86 GLYLVLRQ RI *HUPDQEDVHG PDQXIDFWXUHU VXSSO\LQJ PDMRU FRUSRUDWLRQV ZRUOGZLGH HJ
%$6)'X3RQW+HUVKH\6XQ&KHPLFDO WRUHYLWDOL]HODFNOXVWHURSHUDWLRQVDQGUHSRVLWLRQIRUORQJWHUPJURZWK
DQG SURILWDELOLW\ )XOO RSHUDWLQJ HQJLQHHULQJ PDQXIDFWXULQJ 5 ' VDOHV PDUNHWLQJ +5 DQG 3 /
UHVSRQVLELOLW\IRU86RSHUDWLRQVVXSSO\LQJFXVWRPHUVWKURXJKRXW1RUWK$PHULFD






x 5HYHQXH 3URILW*URZWK'HOLYHUHGILUVW\HDUUHYHQXHJURZWKRIDQGSURILWJURZWKRI
DFKLHYLQJ  (%,7 LQ D WUDGLWLRQDOO\ ORZPDUJLQ PDUNHW 6XVWDLQHG SHUIRUPDQFH UHVXOWV WKURXJK \HDU
WZRDQGSRVLWLRQHGIRUFRQWLQXHGDFFHOHUDWHGJURZWK
x ,QIRUPDWLRQ7HFKQRORJ\/HGWUDQVLWLRQIURP81,;EDVHGWR3&EDVHGWHFKQRORJ\LQIUDVWUXFWXUH
x 6DOHV  0DUNHWLQJ /HDGHUVKLS 7UDQVLWLRQHG VDOHV LQWR D YDOXHDGGHG SDUWQHU WR WKH PDQXIDFWXULQJ
RUJDQL]DWLRQ 5HFUXLWHG GLUHFW VDOHV IRUFH LQWURGXFHG LQFHQWLYH SURJUDP GHYHORSHG ZHEVLWH DQG SURGXFW
FDWDORJH[SDQGHGSURGXFWOLQHRIIHULQJVDQGFUHDWHGDWDUJHWHGVDOHVPDUNHWSHQHWUDWLRQSURJUDP

*HQHUDO0DQDJHU &KLHI2SHUDWLQJ2IILFHU
WR
7(&+)250&25325$7,219DOOH\)RUJH1-
PLOOLRQLQWHUQDWLRQDOGLYLVLRQRIPLOOLRQPDQXIDFWXUHU 

5HFUXLWHG WR SODQ DQG RUFKHVWUDWH DQ DJJUHVVLYH UHHQJLQHHULQJ DQG WXUQDURXQG RI WKLV VSHFLDOW\ PDQXIDFWXUHU
IDFHGZLWKWUHPHQGRXVFRPSHWLWLRQFRVWRYHUUXQVSRRUPDUNHWSHQHWUDWLRQDQGIDOWHULQJVDOHVSHUIRUPDQFH
+HOGIXOOSODQQLQJRSHUDWLQJPDUNHWLQJ+5WHFKQRORJ\DQG3 /UHVSRQVLELOLW\IRUWKHHQWLUHLQWHUQDWLRQDO
GLYLVLRQLQFOXGLQJPDQXIDFWXULQJORFDWLRQVFRPSDQ\SUHVLGHQWVDQGDSHUVRQVWDII&KDOOHQJHGWR
GULYHHDUQLQJVJURZWKDQG52$ZKLOHUHSRVLWLRQLQJDQGVWDELOL]LQJWKHRUJDQL]DWLRQ
x 5HYHQXH  3URILW *URZWK 'URYH UHYHQXHV IURP  PLOOLRQ WR  PLOOLRQ RYHU VHYHQ \HDUV ZLWK D
EHWWHU WKDQ  LQFUHDVH LQ ERWWRPOLQH SURILWDELOLW\ &UHGLWHG ZLWK FUHDWLQJ WKH EXVLQHVV DQG PDUNHWLQJ
SODQVWKDWVXFFHVVIXOO\UHYLWDOL]HGDQGUHSRVLWLRQHGWKHRUJDQL]DWLRQ
x 7HFKQRORJ\ 'HYHORSPHQW /HG SURMHFW WHDP LQ WKH GHVLJQ GHYHORSPHQW SURWRW\SLQJ DQG IXOOVFDOH
PDQXIDFWXULQJRIVHYHUDOQHZSURGXFWWHFKQRORJLHVWRDGYDQFHPDUNHWSRVLWLRQLQJ
x &RVW5HGXFWLRQ 3HUIRUPDQFH,PSURYHPHQW/DXQFKHGDPDVVLYHFRVWUHGXFWLRQLQLWLDWLYHLQWURGXFHG
DXWRPDWHGSURGXFWLRQWHFKQLTXHVORZHUHGKHDGFRXQWDQGUHGXFHGSURGXFWLRQFRVWVE\±RYHUWZR
\HDUV$GGHGWRSURILWV
x 2SHUDWLQJ 7XUQDURXQG 5HYHUVHG PRQWK QHJDWLYH FDVK IORZ LQ /DWLQ $PHULFDQ GLYLVLRQ DQG
UHVWRUHGWRSRVLWLYHFDVKSRVLWLRQ
x +LJK*URZWK 3HUIRUPDQFH ,QFUHDVHG UHYHQXHV DQG QHW LQFRPH \HDURYHU\HDU LQ 0H[LFR DQG %UD]LO
GXULQJSHULRGVRIK\SHULQIODWLRQ  UHVXOWLQJIURPHFRQRPLFDQGSROLWLFDOWXUPRLO
3UHYLRXV3URIHVVLRQDO([SHULHQFHZLWK$XWRPDWLF/LJKWLQJ&RPSDQ\ PLOOLRQLQGXVWULDOPDQXIDFWXUHU 
LQ *ULVZROG 1- 3URPRWHG IURP 6DOHV (QJLQHHU WR (QJLQHHULQJ 0DQDJHU WR 0DQDJHU RI ,QWHUQDWLRQDO
2SHUDWLRQVZLWKIXOORSHUDWLQJUHVSRQVLELOLW\IRUPLOOLRQLQWHUQDWLRQDOGLYLVLRQ





x ,QWHUQDWLRQDO %XVLQHVV 'HYHORSPHQW )LYH\HDU VHQLRU PDQDJHPHQW FDUHHU GHYHORSLQJ LQWHUQDWLRQDO
GLVWULEXWLRQFKDQQHOVWKURXJKRXW(XURSH6RXWK$IULFD/DWLQ$PHULFD&DQDGDDQG$XVWUDOLD/HGEX\RXW
RI-DSDQHVHMRLQWYHQWXUH+HDY\IRFXVRQLQWHUQDWLRQDOWHFKQRORJ\WUDQVIHUV
x 3URGXFW 5 ' )LYH\HDU PDQDJHPHQW FDUHHU LQ SURGXFW 5 ' LQFOXGHG RQH SDWHQW WKUHH PDMRU QHZ
SURGXFWOLQHVDQGQXPHURXVOLQHH[WHQVLRQVWRPHHWH[SDQGLQJFXVWRPHUGHPDQG/HGSHUVRQWHDP

('8&$7,21

%6,QGXVWULDO(QJLQHHULQJ²1HZDUN&ROOHJHRI(QJLQHHULQJ²1HZDUN1-²



previous and long-time experience in the plastics industry. His technology experience is brought to
the forefront in each of his positions.
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+RPH
0RELOH

0DUNHWLQJ 6DOHV0DQDJHPHQW3URIHVVLRQDO
&OHDUO\DUWLFXODWLQJYDOXHSURSRVLWLRQDQGGHYHORSLQJVWUDWHJLFFRQVXOWDWLYH
EXVLQHVVEXLOGLQJVROXWLRQVIRUFOLHQWFRPSDQLHVLQGLYHUVHLQGXVWULHV



5HSHDWHGO\VXFFHVVIXOLQFDSWXULQJQHZEXVLQHVVDQGHVWDEOLVKLQJUHODWLRQVKLSVZLWKGHFLVLRQPDNHUVDW
)RUWXQHILUPV([SHUWLQGHYHORSLQJFRQVXOWDWLYHEXVLQHVVSDUWQHUVKLSV²DVVHVVLQJQHHGVOHDUQLQJ
PDUNHWLQJREMHFWLYHVDQGGHYLVLQJFUHDWLYHVWUDWHJLHVWKDWGHOLYHUGHVLUHGEHQHILWV'HPRQVWUDWHGDELOLW\
WRLQWURGXFHQHZFRQFHSWVDQGQRQWUDGLWLRQDOVHUYLFHVDWWKHKLJKHVWFRUSRUDWHOHYHO%DFNJURXQGLQ
PDQDJHPHQWFRQVXOWLQJRUJDQL]DWLRQDOSHUIRUPDQFH0%$










6WUDWHJLF0DUNHWLQJ3ODQQLQJ
&DPSDLJQ6WUDWHJ\ ([HFXWLRQ
0DUNHWLQJ6WDII 'HSDUWPHQW/HDGHUVKLS
0DUNHWLQJ&ROODWHUDO&RUSRUDWH,GHQWLW\






&RQVXOWDWLYH1HHGV$VVHVVPHQW
([HFXWLYH/HYHO3UHVHQWDWLRQV 6DOHV
1DWLRQDO$FFRXQW0DQDJHPHQW 5HWHQWLRQ
7UDGH6KRZ0DUNHWLQJ /HDG&RQYHUVLRQ

([SHULHQFHDQG$FKLHYHPHQWV
810,;('0(66$*(65DOHLJK1&

±3UHVHQW

$GYHUWLVLQJDQGLQIRUPDWLRQVHUYLFHFRPSDQ\VSHFLDOL]LQJLQUDGLREURDGFDVWLQIRUPDWLRQ



1DWLRQDO'LUHFWRURI0DUNHWLQJ
'HYHORSHGPLOOLRQVRIGROODUVRIQHZEXVLQHVVZLWKKLJKSURILOHQDWLRQDODFFRXQWV &RFD&ROD
)ULWR/D\+RPH'HSRW-RKQV+RSNLQV0HGLFDO&HQWHU RYHUFDPHORQJVWDQGLQJREMHFWLRQVE\
GHYHORSLQJH[HFXWLYHOHYHOUHODWLRQVKLSVDQGFUHDWLQJPDUNHWLQJSURJUDPVDOLJQHGZLWKEUDQG
LPDJHDQGEXVLQHVVREMHFWLYHV
'HYHORSVWUDWHJLFPDUNHWLQJSODQVIRUQDWLRQDODFFRXQWVVXFFHVVIXOO\SURPRWLQJDQRQWUDGLWLRQDO
PDUNHWLQJYHKLFOH UDGLRSURJUDPVSRQVRUVKLS WKURXJKQHHGVEDVHGDQDO\VLVDQGFXVWRPSURSRVDO
GHYHORSPHQW&RPELQHKHDY\QHZEXVLQHVVGHYHORSPHQWZLWKRQJRLQJPDQDJHPHQWDQGJURZWKRINH\
DFFRXQWV'HYHORSPDUNHWLQJSODQVDQGSURSRVDOVQHJRWLDWHFRQWUDFWVLPSOHPHQWSURJUDPVIROORZ
WKURXJKZLWKDVWURQJHPSKDVLVRQVHUYLFHDQGGHYHORSPHQWRIFOLHQWUHODWLRQVKLSV
0DUNHWLQJ6DOHV 1HZ%XVLQHVV'HYHORSPHQW
 $FKLHYHGRUPRUHRIVDOHVREMHFWLYHVHYHU\\HDU²LQSHUIRUPHGDWRIJRDO
 2YHURIVDOHVUHSUHVHQWQHZEXVLQHVV
5HSUHVHQWDWLYH$FFRXQWV
 &DSWXUHGWKHILUP¶VILUVWFRQWUDFWZLWK&RFD&ROD²DVWUDWHJLFWDUJHWIRU\HDUV%XLOWUHODWLRQVKLSV
ZLWKWRSGHFLVLRQPDNHUVDQGGHYHORSHGFUHDWLYHFRQVXOWDWLYHSURSRVDOVWKDWWLHGSURJUDPVWR
VSHFLILFEUDQGV*UHZWKHDFFRXQWIURP.ILUVWFRQWUDFWWRPRUHWKDQ00DQQXDOO\
 &UHDWHGLQQRYDWLYHVSRQVRUVKLSSURJUDPIRU+RPH'HSRWDQDWLRQDODFFRXQWZLWKDOLPLWHGORFDO
PDUNHWLQJEXGJHW$JJUHVVLYHO\SURPRWHGSURJUDPWLHLQVDQGFDUHIXOO\WUDFNHGUHVXOWV*UHZ
DQQXDOEXVLQHVVIURP.WRSURMHFWHG00E\\HDUHQG
 &DSLWDOL]HGRQSURJUDPIRUPDW OLYHUHDGLQJRIVSRQVRUVKLSDQQRXQFHPHQWV WRJDLQQHZ
EXVLQHVVZLWK-RKQV+RSNLQV²VROGDFFRXQWEDVHGRQSURSRVDOWRFXVWRPL]HWKHPDUNHWLQJ
PHVVDJHGDLO\
 /HYHUDJHGUHODWLRQVKLSVDQGUHVXOWVZLWK)ULWR/D\WRFDSWXUHDGGLWLRQDOEXVLQHVVZLWKPXOWLSOH
EUDQGVZLWKLQWKHFRPSDQ\

This suggested format clearly presents both broad management skills and strong, quantifiable
accomplishments.
(continues)
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6XVDQ&%RRQH

+RPH0RELOHVXHERRQH#HDUWKOLQNQHW


75,$1*/(&2168/7,1*'XUKDP1&

±

%RXWLTXHPDQDJHPHQWFRQVXOWLQJILUPZKRVHFOLHQWVLQFOXGHG%D\HU2ULHO7KHUDSHXWLFV&URQRV,QWHJUDWHG6\VWHPV
$7 7DQG/XFHQW



0DQDJHPHQW&RQVXOWDQW



'HYHORSHGSHUIRUPDQFHLPSURYHPHQWVWUDWHJLHVIRUGLYHUVHEXVLQHVVHVSDUWLFLSDWLQJLQDOOSKDVHV
RIFRQVXOWLQJSURMHFWVIURPSUHVHQWDWLRQDQGVDOHWKURXJKDVVHVVPHQWDQDO\VLVUHFRPPHQGDWLRQDQG
UHSRUWGHYHORSPHQWDQGGHOLYHU\RIILQGLQJVWRH[HFXWLYHPDQDJHPHQWDWFOLHQWFRPSDQLHVQDWLRQZLGH
 (IILFLHQWO\PDQDJHGPXOWLSOHFRQVXOWLQJHQJDJHPHQWVDQGRQJRLQJDFFRXQWUHODWLRQVKLSV
 'HOLYHUHGFOLHQWWUDLQLQJSURJUDPVWREXLOGEXVLQHVVVNLOOVDQGHQDEOHDFKLHYHPHQWRILGHQWLILHG
JRDOV
 &RFUHDWHGDFRPSXWHUSURJUDPWKDWDQDO\]HGRUJDQL]DWLRQDOFOLPDWHE\UHODWLQJHPSOR\HH
HPRWLRQVZLWKZRUNDWWLWXGHV



&+(0352'8&76,17(51$7,21$/5DOHLJK1&

±

&KHPLFDOPDQXIDFWXUHUDQGGLVWULEXWRU



3URGXFW0DQDJHU±%XON6DOHV6SHFLDOLVW±
%URXJKWRQERDUGWRGULYHVDOHVJURZWKRIEXONFKHPLFDOVEXVLQHVV'HYHORSHGFRPSUHKHQVLYH
PDUNHWLQJVWUDWHJ\DQGDJJUHVVLYHO\SXUVXHGQHZEXVLQHVVZKLOHDFWLYHO\PDQDJLQJH[LVWLQJDFFRXQWV
'HYHORSHGSURSRVDOVDQGQHJRWLDWHGVDOHV
 ,QFUHDVHGVDOHVLQOHVVWKDQ\HDUV



 ,QWURGXFHGILUVWFDWDORJIRUEXONVDOHV²UHVHDUFKHGGHVLJQHGDQGODXQFKHG

7($&+,1*$1'75$,1,1*(;3(5,(1&(
 &RQWUDFW&RPPXQLFDWLRQV)DFLOLWDWRU&RPPXQLVSRQG5DOHLJK1&±3UHVHQWHG
³(IIHFWLYH%XVLQHVV&RPPXQLFDWLRQV´VHPLQDUVWRHPSOR\HHVRIPDMRUFRUSRUDWHFOLHQWVLQFOXGLQJ
%D\HUDQG2ULHO





 $GMXQFW0DQDJHPHQW,QVWUXFWRU1RUWK&DUROLQD6WDWH8QLYHUVLW\5DOHLJK1&±7DXJKW
2UJDQL]DWLRQDO%HKDYLRU/HDGHUVKLS6NLOOVDQG7HDP%XLOGLQJWRXQGHUJUDGXDWHEXVLQHVVVWXGHQWV

(GXFDWLRQ

0%$LQ0DUNHWLQJ%6%$LQ0DUNHWLQJ

1RUWK&DUROLQD6WDWH8QLYHUVLW\5DOHLJK1&

Chapter 16 Winning Resume Strategies

351

Technologist or Scientist
Writer: Louise Kursmark, MRW, CPRW, JCTC, CEIP, CCM; Cincinnati, OH



5 26( $ 11( / $5.,1 
%URDG6WUHHW0HOURVH0$URVHDQQH#ERVWRQUUFRP




'HYHORSLQJFOHDQ
HOHJDQWKLJKO\
IXQFWLRQDOFRGH«
FUHDWLQJDWWUDFWLYHDQG
IXQFWLRQDOXVHU
LQWHUIDFHV«SURYLGLQJ
DGYDQFHGWHFKQRORJ\
VROXWLRQVWKDWERRVW
SURGXFWLYLW\DQG
HIILFLHQF\DFURVVWKH
RUJDQL]DWLRQ





7(&+1,&$/352),/(


&HUWLILFDWLRQ
6XQ&HUWLILHG-DYD
3URJUDPPHU

3URJUDPPLQJ
/DQJXDJHV-DYD-((
-DYD6HUYOHW-63-'%&
-,1,-DYD6SDFHV
-DYD6FULSW;0/;6/7
&66'+70/64/
2UDFOH3/64/

'HYHORSPHQW7RROV
,'($$QW&96-0HWHU
-8QLW%LJ%URWKHU
2UDFOHL2UDFOH
-'HYHORSHU

:HE$SSOLFDWLRQ
6HUYHUV$SDFKH7RPFDW

2SHUDWLQJ6\VWHPV 
'%06\VWHPV
81,;:LQGRZV
:LQGRZV;32UDFOH





('8&$7,21


06&RPSXWHU6FLHQFH
VXPPDFXPODXGH
%RVWRQ8QLYHUVLW\

%6(OHFWULFDO
(QJLQHHULQJ
VXPPDFXPODXGH
7XIWV8QLYHUVLW\


-$9$'(9(/23(5


([SHULHQFHGDSSOLFDWLRQGHYHORSHU6XQFHUWLILHG-DYDSURJUDPPHU
UHFRJQL]HGIRULQLWLDWLYHSUREOHPVROYLQJVNLOOVDQGFUHDWLYLW\LQERWK
SURJUDPPLQJDQGZHEGHVLJQ0DVWHU¶VGHJUHHLQFRPSXWHUVFLHQFH6WURQJ
SURMHFWSODQQLQJDQGSURMHFWPDQDJHPHQWVNLOOV0HWLFXORXVDWWHQWLRQWRWHVWLQJ
DQGGRFXPHQWDWLRQ)DVWDQGUHOLDEOHTXLFNOHDUQHUWHDPSOD\HU




(;3(5,(1&(


:HE'HYHORSHU0HGLTXLFN6\VWHPV&DPEULGJH0$
±
,QIDVWSDFHGWHDPHQYLURQPHQWGHYLVHGWHFKQLFDOVROXWLRQVWRVXSSRUWVPRRWK
DQGSURGXFWLYHRSHUDWLRQVDWWKHFRPSDQ\¶VFDOOFHQWHUDQGRXWSDWLHQW
VXUJHU\FHQWHUVQDWLRQZLGH'HYHORSHGDQGLQWURGXFHGQHZZHEDSSOLFDWLRQV
WURXEOHVKRWDQGLPSURYHGH[LVWLQJWHFKQRORJ\UHDGLO\WRRNRQQHZSURMHFWV
DQGJDLQHGUHSXWDWLRQIRUGHYLVLQJFOHDQIDVWHOHJDQWVROXWLRQVWRGLYHUVH
WHFKQLFDOFKDOOHQJHVWKDWRIWHQUHTXLUHGRQWKHMREOHDUQLQJ

 $SSRLQWPHQWERRNDSSOLFDWLRQ&UHDWHGQHZDSSOLFDWLRQ[IDVWHU
WKDQH[LVWLQJXVLQJG\QDPLF+70/WRFUHDWHXVHUIULHQGO\LQWHUIDFH
ZLWKDGYDQFHGIXQFWLRQDOLW\²WKHFRPSDQ\¶VILUVWWLPHXVHIRUVHYHUDO
IXQFWLRQV +70/DQG-DYD6FULSWRQWKHFOLHQWVLGH-DYD6HUYOHWV-'%&
;0/;6/7&66-,1,DQG-DYD6SDFHVRQWKHDSSOLFDWLRQVLGH2UDFOH
64/DQG3/64/RQWKHGDWDEDVHVLGH 

 :HELQWHUIDFHIRUQHZVHUYLFHVSDFNDJH'HYHORSHGRQHRIWKHPDLQ
LQWHUIDFHVLQWKHLQWUDQHWVLWHSURYLGLQJG\QDPLFDQGFXVWRPL]HGFRQWHQW
IRUDOOFRPSRQHQWVRIVHUYLFHSDFNDJHVDWLQGLYLGXDOFHQWHUV

 5HSRUWDGPLQLVWUDWLRQ
²$FFRXQWLQJDQGILQDQFLDOUHSRUWV'HYHORSHGPXOWLOHYHODGPLQLVWUDWLRQ
WRROZLWKHDV\FXVWRPL]DWLRQDWWKHGHSDUWPHQWOHYHO&UHDWHGORJLQ
VFUHHQIRUGHVNWRSDFFHVVWRFXVWRPL]HGUHSRUWVEDVHGRQXVHUJURXS
²([DPERRNUHSRUWV'HVLJQHGDQGGHYHORSHGG\QDPLFH[DPERRN
JLYLQJXVHUVVWDWLVWLFDOLQIRUPDWLRQWKDWHQDEOHVFRPSDULVRQVDQG
SURMHFWLRQV

 -DYD6SDFHVHPDLOIROORZXS6HWXS-DYD6SDFHVVHUYLFHDQGWKHQ
ZURWHUHPRWHREMHFWVWR-DYD6SDFHVWRDOORZVHQGLQJRIHPDLOWRFOLHQWV
XVLQJ-DYD0DLO²DGGLQJIXQFWLRQDOLW\DQGVSHHGZLWKRXWWD[LQJVHUYHU
FDSDFLW\

 :HEDSSOLFDWLRQHQKDQFHPHQWDQGWURXEOHVKRRWLQJ5HSHDWHGO\
IL[HGEXJVDQGIRXQGIDVWHUPRUHHIILFLHQWVROXWLRQV

 6HWXSZHEGHYHORSPHQWHQYLURQPHQWDQGVHUYLFHV
²,QVWDOOHGDQGFRQILJXUHG$SDFKH7RPFDW
²6HWXS%LJ%URWKHUV\VWHPWKDWPRQLWRUVRXUPDLQZHEVLWHVDQG
LPPHGLDWHO\VHQGVQRWLILFDWLRQZKHQSUREOHPVDUHGHWHFWHG
²,Q81,;HQYLURQPHQWVHWXS$QWDV-DYDEDVHGEXLOGWRRO&96DV
YHUVLRQFRQWUROV\VWHP-8QLWDVXQLWWHVWLQJV\VWHP
²6HWXS$SDFKH-0HWHUWRORDGWHVWWKHZHEDSSOLFDWLRQSHUIRUPDQFH

:HE3URMHFWV)UHHODQFHSURJUDPPLQJ
±

This format is effective because it highlights specific technical qualifications (languages, operating
systems, and applications) while also detailing the specific business benefits that have resulted from
this candidate’s technology projects.
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3KRQH  
)D[  

&RORQHO0DUVKDOO:D\
/RYLQJVWRQ$)%&RORUDGR



9RLFH0DLO  
(PDLOFRPPDQGHU#DROFRP




&$5((5352),/(




+LJKFDOLEHU0DQDJHPHQW([HFXWLYHZLWKPRUHWKDQ\HDUVRIH[SHULHQFHEXLOGLQJDQGOHDGLQJ
WRSSHUIRUPLQJHIILFLHQWDQGFRVWHIIHFWLYHRSHUDWLRQVIRUDJOREDORUJDQL]DWLRQ6WURQJJHQHUDO
PDQDJHPHQW TXDOLILFDWLRQV LQ VWUDWHJLF SODQQLQJ UHHQJLQHHULQJ SURFHVV UHGHVLJQ TXDOLW\ DQG
SURGXFWLYLW\ LPSURYHPHQW ([FHOOHQW H[SHULHQFH LQ SHUVRQQHO WUDLQLQJ GHYHORSPHQW DQG
OHDGHUVKLS6NLOOHGSXEOLFVSHDNHUDQGH[HFXWLYHOLDLVRQ



352)(66,21$/(;3(5,(1&(


0$1$*(0(17(;(&87,9(
81,7('67$7(61$9<²86 :25/':,'($66,*10(176


WR3UHVHQW

)DVWWUDFN SURPRWLRQ WKURXJK D VHULHV RI LQFUHDVLQJO\ UHVSRQVLEOH PDQDJHPHQW SRVLWLRQV
GLUHFWLQJ ODUJHVFDOH RSHUDWLQJ UHVRXUFH PDQDJHPHQW ILQDQFH DQG KXPDQ UHVRXUFH
RUJDQL]DWLRQV $FWHG LQ WKH FDSDFLW\ RI &KLHI 2SHUDWLQJ 2IILFHU *HQHUDO 0DQDJHU DQG
0DQDJHPHQW([HFXWLYHGHYHORSLQJDQGOHDGLQJKLJKSURILOHEXVLQHVVXQLWVVXSSRUWLQJJOREDO
RSHUDWLRQV([SHUWLVHLQFOXGHVWKHIROORZLQJ











*HQHUDO0DQDJHPHQW2SHUDWLRQV0DQDJHPHQW

x 3ODQQHGVWDIIHGDQGGLUHFWHGEXVLQHVVDIIDLUVIRURUJDQL]DWLRQVZLWKXSWRSHUVRQQHO
DVVLJQHGWRPRUHWKDQGLIIHUHQWVLWHVZRUOGZLGH+HOGIXOOGHFLVLRQPDNLQJUHVSRQVLELOLW\
IRU GHYHORSLQJ DQQXDO EXVLQHVV SODQV DQG ORQJUDQJH VWUDWHJLF SODQV HYDOXDWLQJ KXPDQ
UHVRXUFHDQGWUDLQLQJUHTXLUHPHQWVDQGLPSOHPHQWLQJDGYDQFHGLQIRUPDWLRQWHFKQRORJLHV

x &RQVXOWHG ZLWK VHQLRU H[HFXWLYH PDQDJHPHQW WHDP WR HYDOXDWH ORQJWHUP RUJDQL]DWLRQDO
JRDOVDQGGHVLJQVXSSRUWLQJEXVLQHVVDQGILQDQFLDOV\VWHPVWRFRQWURORSHUDWLRQV
x 0DQDJHGPRUHWKDQPLOOLRQLQDQQXDOEXGJHWIXQGVDOORFDWHGIRURSHUDWLRQVUHVHDUFK
DQGGHYHORSPHQWDQGJHQHUDOH[SHQVHV6ODVKHGIURPWKHEXGJHWWKURXJKUHDOORFDWLRQ
RIUHVRXUFHVSHUVRQQHODQGWHFKQRORJLHV
x &RQGXFWHG RQJRLQJDQDO\VHVWRHYDOXDWHWKHHIILFLHQF\TXDOLW\DQGSURGXFWLYLW\RIGLYHUVH
RSHUDWLRQV HJDGPLQLVWUDWLYHHTXLSPHQWPDLQWHQDQFHWUDQVSRUWDWLRQKXPDQUHVRXUFHV
LQYHQWRU\FRQWURO 6WUHDPOLQHGRSHUDWLRQVDQGUHGXFHGVWDIILQJUHTXLUHPHQWVE\

x 1HJRWLDWHGDQGDGPLQLVWHUHGPXOWLPLOOLRQGROODUYHQGRUFRQWUDFWVVXSSRUWLQJPRUHWKDQ
PLOOLRQ LQ ILHOG FRQVWUXFWLRQ DQG UHQRYDWLRQ SURMHFWV 'HOLYHUHG DOO SURMHFWV RQ WLPH DQG
ZLWKLQEXGJHW
x $SSRLQWHG WR VHYHUDO KHDGTXDUWHUV FRPPLWWHHV ZRUNLQJ WR SURIHVVLRQDOL]H WKH 86 1DY\
LQWURGXFHSURYHQEXVLQHVVPDQDJHPHQWVWUDWHJLHVDQGHQKDQFHLQWHUQDODFFRXQWDELOLWLHV

We recommend this style because it uses a format that highlights the candidate’s general business
skills and qualifications. By using “corporate” language, not military or government lingo, it appears
as though the candidate already belongs in “corporate America.”
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&+5,6723+(5&5$,*±3DJH7ZR
















+XPDQ5HVRXUFH/HDGHUVKLS

x 'LUHFWHG VWDIIV RI XS WR  WHFKQLFDO SURIHVVLRQDO DQG VXSSRUW SHUVRQQHO )XOO\
DFFRXQWDEOH IRU SHUVRQQHO VFKHGXOLQJ MRE DVVLJQPHQWV SHUIRUPDQFH UHYLHZV PHULW
SURPRWLRQV DQG GDLO\ VXSHUYLVLRQ &RRUGLQDWHG PDQSRZHU SODQQLQJ WR PHHW RSHUDWLRQDO
UHTXLUHPHQWVDQGUHDOLJQHGZRUNIORZWRRSWLPL]HSURGXFWLYLW\

x 'HVLJQHG DQG OHG KXQGUHGV RI SHUVRQQHO WUDLQLQJ DQG SURIHVVLRQDO VNLOOV GHYHORSPHQW
SURJUDPVWKURXJKRXWFDUHHU7RSLFVLQFOXGHGEXGJHWLQJILQDQFHOHDGHUVKLSWHDPEXLOGLQJ
LQIRUPDWLRQWHFKQRORJ\FRPPXQLFDWLRQVUHSRUWLQJDQGGLYHUVLW\
x ,QWURGXFHGLQQRYDWLYHWUDLQLQJWHFKQRORJLHV HJUHPRWHYLGHRWHOHFRPPXQLFDWLRQV 
,QIRUPDWLRQ 7HOHFRPPXQLFDWLRQV7HFKQRORJ\

x 6SHDUKHDGHG WKH VHOHFWLRQ DFTXLVLWLRQ DQG LPSOHPHQWDWLRQ RI PRUH WKDQ  PLOOLRQ LQ
WHFKQRORJLHV RYHU WKH SDVW  \HDUV HJ ,QWHUQHW DQG LQWUDQHW GDWD PLQLQJ GDWD
ZDUHKRXVLQJ&$'&$00LFURVRIW2IILFH*,6 
$VVHW0DQDJHPHQW

x &RQWUROOHGPRUHWKDQPLOOLRQLQFDSLWDOHTXLSPHQWPDWHULDOVDQGVXSSOLHV5HGHVLJQHG
ORJLVWLFVVXSSRUWSURJUDPVDQGUHGXFHGLQYHQWRU\FRVWVE\PLOOLRQDQQXDOO\
&DUHHU3DWK
&RPPDQGLQJ2IILFHU WR3UHVHQW 
5HVRXUFH0DQDJHPHQW'LUHFWRU WR 
([HFXWLYH2IILFHU WR 
%XVLQHVV)LQDQFH0DQDJHU WR 
2SHUDWLRQV2IILFHU WR 
$GPLQLVWUDWRU3URJUDP&RRUGLQDWRU(GXFDWLRQDO2IILFHU WR 


5HFHLYHG VHYHUDO GLVWLQJXLVKHG DZDUGV DQG FRPPHQGDWLRQV IRU RXWVWDQGLQJ OHDGHUVKLS
TXDOLILFDWLRQVPDQDJHPHQWH[SHUWLVHTXDOLW\SURGXFWLYLW\LPSURYHPHQWVDQGFRVWUHGXFWLRQV

('8&$7,21

06²([HFXWLYH0DQDJHPHQW²1DYDO3RVWJUDGXDWH6FKRRO²
%6²0DQDJHPHQW²861DYDO$FDGHP\²
*UDGXDWH²KRXUVRIOHDGHUVKLSDQGH[HFXWLYHPDQDJHPHQWWUDLQLQJ

$)),/,$7,216

:KR¶V:KR:RUOGZLGH  
6\GQH\5RDGV7RWDO4XDOLW\0DQDJHPHQW&RXQFLO
$PHULFDQ6RFLHW\RI0LOLWDU\/HDGHUV
$PHULFDQ0DQDJHPHQW$VVRFLDWLRQ
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5 2%(57 6 $17,$*2 


+\GH3DUN3ODFH&KLFDJR,/




VDQWLDJR#DWWQHW

&22    &)2    * 5283 & 21752//(5   93  ) ,1$1&( 
,QGXVWULDO &RQVXPHU3URGXFWV0DQXIDFWXULQJ
866WHHO²$UDPDUN²7HFK6RIW²7XUQDURXQG +LJK*URZWK9HQWXUHV
6WUDWHJLFDQGKDQGVRQH[HFXWLYHDQDFFRPSOLVKHGFKDQJHDJHQWZLWKD\HDUWUDFNUHFRUGRIUHYLWDOL]LQJ
UHVWUXFWXULQJDFFHOHUDWLQJJURZWKDQGPD[LPL]LQJ52,IRUPDQXIDFWXULQJRSHUDWLRQVLQLQWHQVHO\FRPSHWLWLYH
LQWHUQDWLRQDOPDUNHWV5HSHDWHGO\GHOLYHUHGUDSLGDQGVXVWDLQDEOHSHUIRUPDQFHLPSURYHPHQWVLQWXUQDURXQG
DQGUHVFXHDVVLJQPHQWVUHVWRUHGSURILWDELOLW\WUDQVIRUPHGRSHUDWLRQDOV\VWHPVVSXUUHGUHYHQXHJURZWK
LPSURYHGPRUDOHDQGSRVLWLRQHGEXVLQHVVHVIRUJURZWKDQGVDOH
5HFRJQL]HGIRUDELOLW\WRGLVWLOOFRPSOH[LVVXHVWRIXQGDPHQWDOVFUHDWHEOXHSULQWVIRUJURZWKDQGLPSOHPHQW
V\VWHPVWRJXDUDQWHHSURILWDELOLW\DQGVXVWDLQDEOHFRPSHWLWLYHDGYDQWDJH






6WUDWHJLF3ODQQLQJ 7DFWLFDO([HFXWLRQ
)LQDQFLDO 2SHUDWLRQV$QDO\VLV
/HDGLQJ(GJH7HFKQRORJLHV 0HWKRGRORJLHV



5HYHQXH 3URILW*URZWK
0 $'XH'LOLJHQFH
 &RQWUDFW1HJRWLDWLRQV


( ;3(5,(1&($1' $ &+,(9(0(176 
*5($7/$.(6,1'8675,(63DODWLQH,/ FKHPLFDOVPDQXIDFWXUHUDQGGLVWULEXWRU 

±

&KLHI2SHUDWLQJ2IILFHU





5HFUXLWHGE\RZQHU&(2WRWDNHSODWHDXHGFRPSDQ\WRWKHQH[WOHYHO7UDQVIRUPHG
DQWLTXDWHGSURFHVVHVPHWVWULFWFRVWUHGXFWLRQPLOHVWRQHVJUHZUHYHQXHVLQ
PRQWKVDQGVWUXFWXUHGWKHRUJDQL]DWLRQIRUSURILWDEOHVDOH:LWKIXOODFFRXQWDELOLW\IRUDOO
IXQFWLRQDODUHDVRIWKHFRPSDQ\LQVWDOOHGYLWDOLQWHUQDOFRQWUROVEXGJHWFRPSOLDQFHVWUDWHJLFSODQQLQJ
DQGHPSOR\HHWUDLQLQJLQVWLOOHGFXVWRPHUIRFXVDQGDGGUHVVHGSHUIRUPDQFHLPSURYHPHQWDWHYHU\OHYHO
RIWKHRUJDQL]DWLRQ


,QWURGXFHGVWFHQWXU\WHFKQRORJ\DQGPHWKRGRORJLHVSXUFKDVLQJHVVHQWLDOFDSLWDOHTXLSPHQWDQG
LPSOHPHQWLQJ/HDQ0DQXIDFWXULQJ6L[6LJPD,62SHUIRUPDQFHEHQFKPDUNLQJDQG
26+$+D]PDWWUDLQLQJ DQGVXFFHVVIXOO\DYHUWLQJWKUHDWHQHG(3$DQG26+$DFWLRQV 



*UHZUHYHQXHVIURP0WR0SULPDULO\DVDUHVXOWRILQFUHDVHGPDQXIDFWXULQJFDSDFLW\GXHWR
GUDPDWLFSURGXFWLYLW\JDLQV²HJFXWSURGXFWLRQWLPHIRURQHSURGXFWE\



6ODVKHGLQYHQWRU\PRGHUQL]HGZDUHKRXVHDQGFXWODERUFRVWV



6HFXUHGIHGHUDODQGVWDWHJUDQWVWD[FXWVDQGHPSRZHUPHQW]RQHFRQFHVVLRQVWRIXQGFDSLWDO
LPSURYHPHQWVDQGWHFKQRORJ\LQYHVWPHQWV



&UHDWHGDFXOWXUHRIHPSOR\HH³RZQHUVKLS´DQGSULGHLQZRUNZHOOGRQH

.5$.2:$662&,$7(6&KLFDJR,/ 0FRPPRGLWLHVEURNHUDJHILUP 
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5HYHUVHGDODUPLQJWUHQGRIVSLUDOLQJFRVWVDQGGHFOLQLQJSURILWDELOLW\LPSOHPHQWHGFRVW
FRQWUROVDQGILVFDODFFRXQWDELOLW\WKDWVXSSRUWHGSURILWDEOHJURZWKIURP0WR0LQIRXU\HDUV
2YHUVDZ3 /DQGDOOILQDQFLDO,6DQGEXVLQHVVRSHUDWLRQV


&DSWXUHGLPPHGLDWH.SURILWFRQWULEXWLRQDQGUHGXFWLRQLQRSHUDWLQJFRVWVE\UHYLHZLQJ
DQGUHQHJRWLDWLQJQXPHURXVVXSSO\DQGVHUYLFHFRQWUDFWVDQGHVWDEOLVKLQJGLVFLSOLQHVIRUGD\WRGD\
EXVLQHVVSUDFWLFHV



,PSOHPHQWHGWLJKWILQDQFLDOFRQWUROV:LWKLQPRQWKVEURXJKWDOODFFRXQWVLQWRFRPSOLDQFH
LPSURYHGFDVKIORZHDVHGEDQNWHQVLRQVDQGVDYHG.LQLQWHUHVWSD\PHQWV



6WUXFWXUHGVDOHRIFRPSDQ\DVVHWVIRUSURILWDEOHSD\RXWWRRZQHUV

This resume is distinguished by its executive-level language, tone, style, and impact. All of these
combine to create a powerful, upscale, and executive presentation.
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7KURXJKWRSGRZQEXVLQHVVDQDO\VLVVHWWKHVWDJHIRUWUDQVIRUPDWLRQDOSURGXFWVKLIWWKDW

ERRVWHGSURILWPDUJLQVDQGSRVLWLRQHGFRPSDQ\IRUGUDPDWLFJURZWK3DUWLFLSDWHGLQ
H[HFXWLYHGHFLVLRQPDNLQJWKDWVWHHUHGEXVLQHVVWRZDUGSURILWRSSRUWXQLWLHV6HWILQDQFLDOFRQWUROVDQG
IRUPDOL]HGSODQQLQJSURFHVVHV


2UFKHVWUDWHGUHGXFWLRQLQSURGXFWRIIHULQJVIURPWRHQDEOLQJUHGXFWLRQLQSODQW
RSHUDWLQJFRVWVDQGSURILWJURZWKIURP0WR0ZLWKLQRQH\HDU



,QWURGXFHGSHUIRUPDQFHEHQFKPDUNLQJDQGSXVKHGDFFRXQWDELOLW\WRWKHORZHVWOHYHOVOHDGLQJWR
KHDGFRXQWUHGXFWLRQVFRPPLVVLRQVWUXFWXUHDGMXVWPHQWVDQGHOLPLQDWLRQRILQHIILFLHQWSUDFWLFHV



&KDPSLRQHGDGRSWLRQRI2UDFOHEDVHG(53V\VWHPWRVWUHDPOLQHVWDQGDUGL]HDQGLPSURYHWKH
HIILFLHQF\RIFRPSDQ\RSHUDWLRQVLQFRXQWULHVZRUOGZLGH



&+(0,&$/63(&,$/7,(6,1&*DU\,1 PDQXIDFWXUHURIFKHPLFDOVSHFLDOW\SURGXFWV 
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5HVFXHGEXVLQHVVRQWKHEULQNRIEDQNUXSWF\DFKLHYLQJSURILWDELOLW\H[SORVLYHUHYHQXH
JURZWKGUDPDWLFSURGXFWLYLW\JDLQVDQGUHFRJQLWLRQDVD³7RS)DVWHVW*URZLQJ
&RPSDQ\´LQ,QGLDQD%HJDQE\QHJRWLDWLQJZLWKFUHGLWRUVUHVROYLQJH[LVWLQJEDQNFRYHQDQW
YLRODWLRQVDQGVHFXULQJQHZFDSLWDOIRUDXWRPDWLRQDQGHTXLSPHQW&RQWLQXHGWRGHOLYHUILQDQFLDO
RSHUDWLRQDODQGSURGXFWLPSURYHPHQWVWKDWGURYHVDOHVIURP0WR0LQDVL[\HDUSHULRG


5HYHUVHG.ORVVWR0SURILWZLWKLQVHYHQPRQWKV



,PSURYHGPDQXIDFWXULQJSURGXFWLYLW\



'URYHDXWRPDWLRQLQLWLDWLYHVLQFOXGLQJVPRRWKLPSOHPHQWDWLRQRI&$(/86EDVHG(53V\VWHP



5HYLWDOL]HGSURGXFWGHYHORSPHQWUHPDUNHWHGH[LVWLQJSURGXFWVUHDOLJQHGVDOHVWHUULWRULHV



,QWURGXFHGFRQWUDFWPDQXIDFWXULQJWRXWLOL]HH[FHVVFDSDFLW\(VWDEOLVKHGOXFUDWLYHFRQWUDFWVZLWK
PDMRUPDQXIDFWXUHUV,GHQWLILHGDQGQHJRWLDWHGDFTXLVLWLRQRIPDQXIDFWXULQJSODQWZLWK
FRPSOHPHQWDU\SURGXFWVWKDWIXUWKHUVSXUUHGFRQWUDFWPDQXIDFWXULQJUHYHQXHV
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PDQXIDFWXULQJIDFLOLWLHV/HGWHDPWKDWDVVHVVHGRSHUDWLRQVLGHQWLILHGLPPHGLDWHDQGRQJRLQJFRVW
UHGXFWLRQVHVWDEOLVKHGRSHUDWLRQDOFRQWUROVDQGODLGWKHIRXQGDWLRQIRU\HDUVRISURILWDEOHRSHUDWLRQ


,GHQWLILHG.LQILUVW\HDUFRVWUHGXFWLRQVDQG\HDURYHU\HDUVDYLQJVLQWKHPLOOLRQVRIGROODUV
,PSURYHGHIILFLHQF\LQWURGXFHGPDQXIDFWXULQJOLQHFKDQJHVDQGUHGXFHGKHDGFRXQW
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0DQXIDFWXULQJ&RVW0DQDJHU *URXS&RQWUROOHU ±

,GHQWLILHGFRVWVDYLQJVDQGRSHUDWLRQDOLPSURYHPHQWVDVURYLQJDQDO\VWIRUVL[.UDIWSODQWV
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Consultant
Writer: Wendy Enelow, CPRW, JCTC, CCM; Lynchburg, VA
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6HDIHUW'(
3KRQH(PDLOUUSDODQVNL#DROFRP)D[




(;(&87,9(352),/(


&RUSRUDWH 'HYHORSPHQW ([HFXWLYH  %XVLQHVV 'HYHORSPHQW 6WUDWHJLVW ZLWK  \HDUV DFURVV EURDG LQGXVWULHV
SURGXFWV VHUYLFHV DQG WHFKQRORJLHV LQ 86 DQG IRUHLJQ PDUNHWV ,QWXLWLYH LQVLJKWIXO FUHDWLYH DQG LQWHOOLJHQW
&RQILGHQWLDO DGYLVRU WR &(2V &)2V FKDLUPHQ DQG RWKHU VHQLRU H[HFXWLYHV ,PSHFFDEOH HWKLFV DQG LQWHJULW\ 0%$
'HJUHH&3$
x *URZWK 'HYHORSPHQW6WUDWHJ\9DOXH$QDO\VLV9LVLRQ /HDGHUVKLS
x 0HUJHUV$FTXLVLWLRQV-RLQW9HQWXUHV6WUDWHJLF$OOLDQFHV 3DUWQHUVKLSV
x &DSLWDO)RUPDWLRQ,QYHVWPHQW%DQNLQJ 9HQWXUH&DSLWDO)XQGLQJ
x &RPSOH[)LQDQFLDO$QDO\VLV0RGHOLQJ 7UDQVDFWLRQV6WUXFWXULQJ
x ([HFXWLYH0HGLDWLRQ1HJRWLDWLRQ)DFLOLWDWLRQ 3DUWQHU/LDLVRQ$IIDLUV
x $FTXLVLWLRQ,QWHJUDWLRQ 3RVW,QWHJUDWLRQ/HDGHUVKLS



&$5((5352),/(


&25325$7('(9(/230(17&2168/7$17
7+(3$/$16.,&203$1<'RYHU'(

WR3UHVHQW



6WUDWHJLF )LQDQFLDO$GYLVRU,QYHVWPHQW%DQNHUWR86DQGIRUHLJQFRUSRUDWLRQVFRPPLWWHGWR
DFTXLVLWLRQIRFXVHGJURZWKVWUDWHJLHV3URYLGHWXUQNH\OHDGHUVKLSIRUPDMRUDFTXLVLWLRQVWUDWHJLFDOOLDQFHMRLQW
YHQWXUHDQGUHILQDQFLQJSURJUDPVIURPLQLWLDOEXVLQHVVSODQQLQJFDQGLGDWHSDUWQHUVHOHFWLRQGXHGLOLJHQFH
GHDOVWUXFWXULQJ,DQGQHJRWLDWLRQVWKURXJKILQDOH[HFXWLRQ3URMHFWKLJKOLJKWVLQFOXGH


x

x
x
x

)RUXP,QWHUQDWLRQDO²'HYHORSHGDQGH[HFXWHGVWUDWHJ\WRHPSOR\KLJKPDUNHWFDSLWDOL]DWLRQRI8.
PHGWHFKFRPSDQ\IRU86H[SDQVLRQ'HOLYHUHGVWUDWHJ\WKDWDFKLHYHGSURILWWDUJHWVWRFRXQWHU5 '
FRVWVSURGXFWVHUYLFHRXWVRXUFLQJDQGUROOXSFRQVROLGDWLRQ3RLQWSHUVRQIRUWZRDFTXLVLWLRQVGULYLQJ
FOLHQWUHYHQXHVIURPPLOOLRQWRPLOOLRQ/LVWHGFRPSDQ\RQWKH/RQGRQ6WRFN([FKDQJH
/HYHUVRQ*OREDO²$XWKRUHGEXVLQHVVSODQIRUVWUDWHJLFDOOLDQFHWRHVWDEOLVKD86FRQVXOWLQJILUPMRLQW
YHQWXUHIRUELOOLRQ'XWFKFRUSRUDWHGLYLVLRQ([HFXWLYHFRPPLWWHHYRWHGIXOOIXQGLQJIRU
%URVV &RPSDQ\²$UFKLWHFWHGFRPSHWLWLYHVWUDWHJ\IRU)RUWXQH%URVVFOLHQWWRLQFUHDVH
PDUNHWVKDUHDQGSURILWDELOLW\ZLWKLQWKHFKDQJLQJKHDOWKFDUHUHLPEXUVHPHQWPDUNHW
%LRWHFK3DUWQHUV²&XUUHQWO\OHDGLQJHIIRUWWRDFTXLUHODUJHUSXEOLFO\KHOGFRPSHWLWRUWREXLOGFULWLFDOPDVV
H[SDQGSURGXFWOLQHDQGDFKLHYHSXEOLFOLVWLQJZLWKOHVVFRVWO\DQGPRUHFUHDWLYH³EDFNGRRU´VWUDWHJ\
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5HFUXLWHGE\&KDLUPDQRIWKH%RDUGDV9HQWXUH3URMHFWV'LUHFWRUWRRUFKHVWUDWHDQDJJUHVVLYHH[SDQVLRQ
WKURXJKRXWKLJKO\FRPSHWLWLYHKHDOWKFDUHLQGXVWULHVWHFKQRORJLHVDQGVHUYLFHV&RQFHLYHGGHYHORSHG
DQGOHGVXFFHVVIXOFRUSRUDWHGHYHORSPHQWSURMHFWV VWUDWHJLFDOOLDQFHVMRLQWYHQWXUHVVWDUWXSYHQWXUHV 
6HUYHGDV&)27UHDVXUHURU'LUHFWRURI)LQDQFHIRUQHZSURMHFWV0HPEHU²&RUSRUDWH6WUDWHJLHV
&RPPLWWHH%RDUG0HPEHU²0*+SRUWIROLRFRPSDQLHV



x

x

&5(667$5,QF²&)2WDVNHGWRHLWKHUUHVWRUHWKLVPHGLFDOLPDJLQJWHFKQRORJ\WUDQVIHUYHQWXUH 
to SURILWDELOLW\RUFORVH6RXJKWIXQGLQJWRHQHUJL]HFRPSDQ\H[SDQGRSHUDWLRQVDQGVWUHQJWKHQ
ILQDQFLDOSHUIRUPDQFH$FKLHYHGDOOILQDQFLDOREMHFWLYHV
² 1HJRWLDWHGPLOOLRQVWUDWHJLFDOOLDQFHZLWK0DQGPLOOLRQFRQWUDFWZLWK3URFWHU *DPEOH
² 'HYHORSHGFDSLWDOVWUDWHJ\DQGEXVLQHVVSODQOHDGLQJWRDFTXLVLWLRQE\)UHQFKPHUFKDQWEDQNHUV
)R[5XQQ3DUWQHUVKLS²3DUWQHUHGZLWKWZRIRUSURILWFRPSDQLHVWRGHYHORSDPLOOLRQ
UHWLUHPHQWFRPPXQLW\1HJRWLDWHGFRPSOH[PLOOLRQFRQVWUXFWLRQORDQDQGVXEVHTXHQWSHUPDQHQW
PRUWJDJHILQDQFLQJSDFNDJH5HVWUXFWXUHGORDQVWDWXVZKHQ)',&WRRNRYHUEDQN6WUXFWXUHGDQG
QHJRWLDWHGVXFFHVVIXOEX\RXWRIFRUSRUDWHSDUWQHUIDFLQJEDQNUXSWF\WRHOLPLQDWHSDUWQHUVKLSOLDELOLW\
² 5HWXUQHGPLOOLRQSURILWRQPLOOLRQLQYHVWPHQW GHVSLWHSRRUUHJLRQDOUHDOHVWDWHPDUNHW 

This format is recommended because it places the emphasis on depth and scope of consulting
projects, notable results and achievements, and reputation and diversity of clients.
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/RXLVLDQD%LRPHGLFDO5HVHDUFK&RUSRUDWLRQ²6LQJOHKDQGHGO\VWUXFWXUHGDFRPSOH[ILQDQFLDO
PRGHOIRUPLOOLRQERQGILQDQFLQJIRUGHYHORSPHQWRIVTIWRIELRPHGLFDOUHVHDUFKODEV
0HWGHEWFRYHQDQWVJUDQWUHVWULFWLRQVPDUNHWOHDVHUDWHV)$6%DQGGHEWEXUGHQOLPLWV
² &UHDWHGILQDQFLDOSODQLQSODFHIRUVL[\HDUV&ROHGFRPSDQ\¶VPLOOLRQRSHUDWLRQVGXULQJWHQXUH
$FXWH'LVHDVH&DUH&HQWHU²$XWKRUHGVWUDWHJLFILQDQFLDODQGEXVLQHVVSODQVDSSURYHGIRU
PLOOLRQLQQHZYHQWXUHIXQGLQJE\WKH%RDUGRI7UXVWHHV
&RQFHLYHGGHYHORSHGDQGRUODXQFKHGVHYHUDORWKHUVXFFHVVIXOQHZYHQWXUHVSRUWIROLRFRPSDQLHV
² ;57²3DUWQHUHGZLWK3DULVEDVHG9&ILUPWRGHYHORSLQWHUQDWLRQDOWHOHPHGLFLQHSDUWQHUVKLS
² /*+,&²/DXQFKHGGLDJQRVWLFLPDJLQJYHQWXUH,QFUHDVHGUHLPEXUVHPHQWE\PLOOLRQ
² $PHULFDQ([SUHVV²3DUWQHUHGKRVSLWDOZLWK$PHULFDQ([SUHVVWRHVWDEOLVKSURILWDEOHLQKRXVH
WUDYHODJHQF\
WR
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&UHVFHQW9HQWXUHV²'HYHORSHGDQGDXWRPDWHGDFFRXQWLQJDQGILQDQFLDOPDQDJHPHQWV\VWHPVIRU
VHYHQSDUWQHUVKLSVRIWKLVPLOOLRQQHZYHQWXUHILUP QRZRQHRIWKHZRUOG¶VODUJHVW9&ILUPV 
'LUHFWHGLQYHVWRUUHODWLRQVZLWKFRUSRUDWLRQVDQGSHQVLRQIXQGV0DQDJHGPLOOLRQFDVKIXQG
3DULV6WRUHV,QF²&UHDWHGDQGLPSOHPHQWHGILQDQFLDODQGDGPLQLVWUDWLYHLQIUDVWUXFWXUHWROHDG
&DQDGLDQEDVHGUHWDLOFKDLQLQWR86PDUNHW VWRUHVLQ(DVWHUQDQG0LGZHVWHUQUHJLRQV 
6HYHQWK$YHQXH'HOL²'HYHORSHGVWUDWHJLFEXVLQHVVSODQIRUUHWDLOIRRGFRPSDQ\WKDWDWWUDFWHG
PDMRULW\RZQHUVKLSLQYHVWPHQWRIIHUIURP%HDWULFH)RRGV
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%8&.0$1 /(:,6721%RVWRQ0DVVDFKXVHWWV RIILFHUHJLRQDOLQYHVWPHQWEURNHUDJH 


3URPRWHGIURP9LFH3UHVLGHQWRI)LQDQFHWR&)2ZLWKIXOOOHDGHUVKLSUHVSRQVLELOLW\IRUWKHILUP¶VILQDQFH
LQYHVWPHQWFUHGLWDFFRXQWLQJ0,6DQGKXPDQUHVRXUFHRSHUDWLRQV7HDPHGZLWK&KDLUPDQDQG&(2LQ
QHJRWLDWLQJWKHSURILWDEOHVDOHRIWKHILUPLQ GHFOLQHGRIIHUWRUHPDLQZLWKQHZFRUSRUDWLRQ 
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WR



&RPPXQLFDWHGILQDQFLDOUHVXOWVDQGVWUDWHJLFGLUHFWLRQWR:DOO6WUHHWVWUHQJWKHQLQJ'5*¶VPDUNHWFUHGLELOLW\
GHVSLWHQHJDWLYHLQGXVWU\SUHVV $XWKRUHGFRUSRUDWHSUHVVUHOHDVHVDQGVSHHFKHV

$66,67$17727+(35(6,'(17
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&RQFHLYHGSODQQHGVROLFLWHGDQGLQWHJUDWHGFRUSRUDWHSDUWQHUVDQGVSHDUKHDGHG%RVQLDQIDPLQHUHOLHIHIIRUW
LQ  /HG SURMHFW LQ FRRSHUDWLRQ ZLWK ORFDO QHWZRUN WHOHYLVLRQ DIILOLDWH WR FUHDWH ORFDO IXQGUDLVLQJ DQG
FRUSRUDWHJLYLQJFDPSDLJQV5DLVHGLQGRQDWLRQVDQGUHOLHIVXSSOLHV
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Magical Tips on Resume Writing
With more than 25 years of resume-writing experience between the two of
us, we’ve come to know certain things that will help you create resumes
that get noticed. Follow these magical tips to ensure that your resume is
appropriate, on target, and a powerful sales document.

No Rules—Just Write
If anyone ever tells you that there are “rules” to resume writing, walk away.
The fact that there are no rules is what makes the resume-writing process
so challenging. What works for one individual does not work for another.
Each document must be custom-designed to that individual’s specific experiences, qualifications, credentials, and track record of performance.

Sell It to Me; Don’t Tell It to Me
The “sell it to me; don’t tell it to me” strategy is one of the most effective in
resume writing. Read the following sentence carefully:
Responsible for recruitment, training, benefits, compensation, and employee
relations.

That sentence very succinctly “tells” the reader what you did.
A much better strategy is to “sell” your accomplishments by using a sentence such as this:
Directed recruitment, training, benefits compensation, and employee relations for
a 400-employee corporation with 25% annual growth and worldwide market
presence.

Can you see the difference? The first is passive; it simply states overall
responsibilities. The second is assertive; not only does it highlight responsibilities, but it clearly communicates the large and dynamic environment in
which the job seeker worked. Sell your success. No one else will!

Be Honest, but Not Modest
If you are ever going to “toot your own horn,” now is the time, and the
vehicle is your resume. You never want to lie or misrepresent yourself.
However, you do want to sell what you have accomplished and capture your
reader’s interest. It is time to remember all the great things you’ve done
throughout your career and let the world know about them.

Chapter 16 Winning Resume Strategies

The Essentials: Employment and Education
Your resume must include your employment history and academic credentials. Although we have said that there are no rules for resume writing, it is
expected that you will include your employment history and education
qualifications. A prospective employer or recruiter must be able to quickly
review your employment (companies and positions) and your academic
credentials (college degrees, certificates, and continuing education). If you
do not include this information, you leave the reader with virtually nothing
to evaluate your skills, competencies, and potential value to that company.

It’s OK to Leave Out Some Things
Your resume does not have to include each and every position you’ve ever
held. Understand that we are not recommending that you misrepresent
anything about yourself or your career. However, at some point in time,
your older work experience becomes less important to your current career
objectives, particularly if you’ve been working for 20 or more years.
If this is your situation, you might elect not to include your earlier experience, or you might summarize it if it is relevant to your current goals or
offers you some competitive distinction from other candidates. This might
include names of prominent companies you worked for, prominent client
accounts you managed, significant and quantifiable achievements, or interesting and unusual experiences.
The other situation in which you might not include each and every position you’ve ever held is when you had a job that was particularly short in
tenure. Suppose you worked in real estate sales for six months in 1998
between your two industrial sales management positions. Unless that experience is directly related to the type of position for which you are currently
applying, you might elect to delete it from your resume. It was short in
duration, it was six years ago, and it is unrelated to your professional
career. It was simply a “filler.”
Be advised that we recommend that at the time of an interview you share
any information you left out of your resume. You don’t want to create a veil
of misconception. When you’re face to face in an interview, tell the interviewer about those other positions so that you are disclosing all information. Just explain that the experience was irrelevant to your current career
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goals and, therefore, not worth including on your resume. You never want
the interviewer to have any question as to your personal integrity, ethics,
and values.

Never Include Salary Information on Your Resume
If a prospective employer or recruiter has asked for that information and
you choose to comply, include it in your cover letter. That is the appropriate place, not your resume. See chapters 1, 3, 6, and 15 for more on this
subject.

Wording to Avoid
Do not start job descriptions with the words “Responsible for” or “Duties
included.” These phrases are dated and make for boring resume reading.
You will significantly improve the tone and impact of your resume if you
write using action verbs such as managed, directed, trained, supervised,
designed, developed, improved, increased, saved, reduced, facilitated, spearheaded…
the list goes on and on. For a comprehensive list of action verbs, refer to
appendix B.
Compare these two sample resume sentences to see the difference that
action verbs can make:
Responsible for planning and managing new product introductions.
Spearheaded the introduction of six new products that generated more than
$2 million in first-year revenues.

See the difference in impact and tone? The first is passive. The second is
energizing and immediately communicates success and achievement.

Presentation Counts
Your resume’s visual presentation must be powerful, attractive, and easy to
read. When your resume first passes in front of someone, you have only a
few seconds to catch his or her attention. You can best accomplish this by
preparing a document that is visually pleasing, has lots of white space, and
can be quickly perused. If you don’t catch the reader’s attention visually, he
or she might never read your resume, and you might never have the opportunity for an interview.
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Include Your E-Mail Address
If you have an e-mail address, include it on your resume (and in your cover
letter). Virtually the entire business world now communicates via e-mail.
Let people know that you’re “in the loop” by providing your e-mail contact
information. Not only does this demonstrate that you’re keeping up with
the times, it also provides a prospective employer or recruiter an easy and
fast channel to communicate with you.
Don’t use your current employer’s e-mail address on your resume! Not
only is this “bad form,” implying that you use business tools for personal
use, but there is the very real chance that you could jeopardize your current position if someone at your company intercepts or sees your job
search–related e-mail messages. With numerous sources of free e-mail
access widely available, it’s a simple task to sign up for a personal e-mail
address when you start your job search.

Take Everyone’s Advice with a “Grain of Salt”
No matter who you speak with or who reviews your resume, you will get different opinions. Remember, that’s part of what makes the entire job search
process such a challenge. It is not an exact science, but rather is open to
extensive personal interpretation. Listen carefully to what everyone says to
you about your resume, and then integrate only the information you
believe is appropriate to your career, your current objectives, and your personal situation.

Is Your Resume Working for You?
Take this short quiz. If you can’t check off every box, go back and work on
your resume some more.
■ Are you proud when you look at your resume?
■ Does your resume leave a memorable visual impression?
■ Is your resume easy to peruse and easy to read?
■ Have you left adequate white space?
■ Are your career objectives and strongest qualifications crystal-clear
upon quickly scanning the resume?
■ Have you included all relevant work experience?
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■ Have you included relevant degrees, training, and educational
credentials?
■ Does your resume highlight your most significant career accomplishments?
■ Have you included measurable results that demonstrate your contributions?
■ Does your resume include your e-mail address?
■ Have you triple-checked for grammar, punctuation, and spelling
errors?
■ Does your resume highlight your technical qualifications (if appropriate)?
■ Does your resume clearly communicate your value to a prospective
employer?
■ Does your resume sell you?
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Appendix

A
Using Keywords to
Win in Your Job
Search
Ten years ago no one had ever heard of keywords. Today, they are everywhere!
You talk to a resume writer, recruiter, career counselor, corporate
human resources professional, or career coach, and each of them
mentions the importance of keywords.
You read about the Internet and online job search, and the emphasis
is on keywords and keyword scanning.
You listen to a CNN news brief about the latest employment trends,
and the reporter highlights the importance of keywords in today’s
competitive job market.
You attend a job search training and networking seminar, and the
focus is on keywords.
You purchase a book on resume writing and job search, and the
emphasis is on keywords and their importance in the development of
resumes, cover letters, broadcast letters, and other job search marketing communications.
Then, you ask yourself:
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What are keywords, and where did they come from?
What is all this talk about keywords and scanning?
How do I use keywords in my cover letters?
Which keywords are right for me, my profession, and my industry?
The following sections answer all of your keyword questions.

What Are Keywords, and Where Did They Come From?
Keywords are nothing new. They are buzzwords—the “hot” words associated with a specific industry, profession, or job function—that clearly and
succinctly communicate a specific message about a job function, qualification, accomplishment, or responsibility. Keywords are usually nouns or
groups of nouns—words such as benefits plan design (for human resources),
market share ratings (for marketing and sales), logistics management (for transportation), and platform architecture (for information technology).
Trends today, greatly influenced by the tremendous competition in the job
market, require that resumes, cover letters, and other job search communications clearly present your skills and qualifications in an action-driven
style. Your challenge when preparing these documents is to demonstrate
that you can deliver strong performance results. And there is no better
manner in which to accomplish this than with the use of powerful keywords and phrases that demonstrate your qualifications, capabilities, skills,
and value to a hiring organization. Keywords get you noticed rather than
passed over.
Here are some “general management” and “professional” keywords for use
in your resume and cover letter. Use these keywords to supplement the keywords for your designated profession or industry (we give some examples
of these later in this chapter).
Strategic planning
Performance and productivity improvement
P&L responsibility
Continuous process improvement
Organizational design
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Business process design and reengineering
Infrastructure development
Business process optimization
Team-building and leadership
Business turnaround and revitalization
Change management
Start-up ventures and new enterprises
Information technology
New media, Internet, and e-commerce
Consensus-building
Executive presentations and negotiations
Project design and management
Competitive market and product positioning
Investor and board relations
New-product and new-service introductions
Oral and written communications
Problem-solving and decision-making
The list could go on and on. You can probably think of many more to integrate into your job search materials.

What Is All This Talk About Keywords and Scanning?
Keywords are the standard by which thousands of companies and recruiters
screen applicants’ resumes to identify core qualifications and skills.
Upon arriving at a company that uses scanning technology, all resumes,
and sometimes their accompanying cover letters, are scanned into the
company’s database. This process makes all the words in the resume accessible via a computerized search. What criteria are used for the search?
Quite simply, they are the keywords that match the specific hiring criteria.
As you can imagine, these keywords are vastly different from position to
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position even within a company, and perhaps for similar positions with different companies. The companies themselves select the keywords they will
use for the search. Therefore, it is critical that you include an appropriate
assortment of keywords in your resume, cover letter, and all other job
search communications so that your documents will be “found” by the
scanning technology used at your target company.
Whether or not this strategy and mechanism for evaluating a candidate’s
qualifications is appropriate, the fact remains that keyword scanning has
become an increasingly dominant tool in today’s hiring market. Make certain you give yourself every chance for consideration. Do not allow yourself
to be passed over because you do not have the right words in your resume
and cover letter. Integrate the keywords in this chapter into your resume as
they accurately reflect your experience. Not only will you meet the technological requirements for keyword scanning; you will also create powerful
career marketing tools. And, we all know that the winners in job search are
those who can “sell” their qualifications, highlight their achievements, and
distinguish themselves from the competition.

How Do I Use Keywords in My Cover Letters?
Keywords are remarkably effective tools to use in developing your cover letters, broadcast letters, thank-you letters, and other job search correspondence. They strengthen the presentation of your skills, qualifications, and
experience, as well as demonstrate your competencies, achievements, and
successes. Use keywords to highlight information as it directly relates to the
position for which you are applying.
As on your resume, you can use keywords in various cover letter sections,
styles, and formats. The following brief cover letter excerpts demonstrate
how best to integrate keywords into your letters.

Integrating Keywords into the Text
My career is best summarized as follows: Years of senior management experience
with two global corporations—Excelsior Bank and Voice of America—and now my
current position as President/CEO of a start-up technology venture. The breadth of
my experience is remarkably broad, from managing VOA’s entire Latin American
operation to the more finite functions of building an operating architecture and business infrastructure for a new and highly specialized enterprise.
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Using Keywords in a Separate Skills Section
Highlights of my professional skills that might be of particular interest to you include
the following:
• Strategic sales and market planning
• New-product introduction
• Competitive sales negotiations
• Sales team training and leadership
• Account development and management
• Client retention and loyalty
• New-product design and development
• U.S. and international sales management

Using Keywords in a Career Highlights Paragraph
Highlights of my career that might be of particular interest to you include the following:
• Ten years of experience as Managing Director, Senior VP, Executive VP, COO,
and now President/CEO.
• Success in start-ups, acquisitions, turnarounds, high-growth companies, and
multinational organizations.
• Innovative performance in business development through internal growth, mergers, acquisitions, joint ventures, and strategic alliances.
• Outstanding P&L performance measured via revenue and profit growth, cost
reduction, market penetration, and other key indices.
• Expertise in sales, marketing, and the entire customer development/management/retention process.
• Strong information technology expertise.

Using Keywords in a Comparison-List Format
Your Qualifications

My Experience

M.B.A. degree

M.B.A. degree from Harvard Business
School

Human Resource
Management

10 years of experience in HRM
and OD

HRIS technology

Implementation of $2.8 million HRIS
technology system

Benefits and
compensation

Design of IBM’s benefits and
compensation systems

Management
recruitment

Recruitment and development of IBM’s
newest executive team
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Tip Keywords are also powerful tools to incorporate into your other job
search materials (such as resumes, leadership profiles, career biographies,
Internet postings, and networking letters). In fact, you can also use them in
general business correspondence, proposals, reports, capital financing requests, venture capital and Wall Street solicitations, advertisements, marketing communications,
publicity, publications, and public-speaking presentations. Their usefulness in professional documents is unlimited! Retain your keyword list for use in future writing and
documentation.

Which Keywords Are Right for Me, My Profession,
and My Industry?
The easiest way to find the right keywords for you is to peruse newspaper
advertisements and online job postings for positions that are a great fit.
These descriptions are chock-full of keyword qualifications, and you should
use them appropriately in your cover letter and resume.
Where else can you find appropriate keywords? We’ve made it easy for you!
The following is a comprehensive list of keywords for your use as a tool and
resource. Review each keyword and ask yourself whether it represents one
of your important qualifications or job functions. Then make certain that
you include the most relevant of these keywords in your resume and cover
letters.
Not only will you be delighted with the impact of your new job search communications, you can rest assured that your documents will be located by
the scanning software whenever a company is searching to fill a position
that matches your skills.

Administration
Administration
Administrative infrastructure
Administrative processes
Administrative support
Back-office operations
Budget administration
Client communications
Confidential correspondence
Contract administration
Corporate recordkeeping

Corporate secretary
Customer liaison
Document management
Efficiency improvement
Executive liaison affairs
Executive officer support
Facilities management
Front-office operations
Government affairs
Liaison affairs
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Mail and messenger services
Meeting planning
Office management
Office services
Policy and procedure
Product support
Productivity improvement

Project management
Records management
Regulatory reporting
Resource management
Technical support
Time management
Workflow planning/prioritization

Association and Not-for-Profit Management
Advocacy
Affiliate members
Board relations
Budget allocation
Budget oversight
Chapter
Community outreach
Corporate development
Corporate giving
Corporate sponsorship
Education foundation
Educational programming
Endowment funds
Foundation management
Fund-raising
Grass-roots campaign
Industry association
Industry relations
Leadership training
Marketing communications
Media relations
Member communications

Member development
Member-driven organization
Member retention
Member services
Mission planning
Not-for-profit
Organization(al) leadership
Organization(al) mission
Organization(al) vision
Policy development
Political affairs (political action
committee—PAC)
Press relations
Public policy development
Public/private partnerships
Public relations
Regulatory affairs
Research foundation
Speakers bureau
Special-events management
Volunteer recruitment
Volunteer training

Banking
Asset-based lending
Asset management
Audit examination
Branch operations
Cash management
Commercial banking
Commercial credit
Consumer banking

Consumer credit
Correspondent banking
Credit administration
Credit analysis
de novo banking
Debt financing
Deposit base
Depository services
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Equity financing
Fee income
Foreign exchange (FX)
Global banking
Investment management
Investor relations
Lease administration
Letters of credit
Liability exposure
Loan administration
Loan processing
Loan quality
Loan recovery
Loan underwriting
Lockbox processing
Merchant banking
Non-performing assets
Portfolio management

Receivership
Regulatory affairs
Relationship management
Retail banking
Retail lending
Return on assets (ROA)
Return on equity (ROE)
Return on investment (ROI)
Risk management
Secondary markets
Secured lending
Securities management
Transaction banking
Trust services
Unsecured lending
Wholesale banking
Workout

Customer Service
Account relationship management
Customer communications
Customer development
Customer focus groups
Customer loyalty
Customer management
Customer needs assessment
Customer retention
Customer satisfaction
Customer service
Customer surveys
Field service operations
Inbound service operations
Key account management

Order fulfillment
Order processing
Outbound service operations
Process simplification
Records management
Relationship management
Sales administration
Service benchmarks
Service delivery
Service measures
Service quality
Telemarketing operations
Telesales operations

Engineering
Benchmark
Capital project
Chemical engineering
Commissioning
Computer-aided design (CAD)
Computer-aided engineering (CAE)

Computer-aided manufacturing (CAM)
Cross-functional team
Customer management
Development engineering
Efficiency
Electrical engineering
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Electronics engineering
Engineering change order (ECO)
Engineering documentation
Environmental engineering
Ergonomic techniques
Experimental design
Experimental methods
Facilities engineering
Fault analysis
Field performance
Final customer acceptance
Hardware engineering
Industrial engineering
Industrial hygiene
Maintenance engineering
Manufacturing engineering
Manufacturing integration
Mechanical engineering
Methods design
Nuclear engineering
Occupational Safety and Health
Administration (OSHA)
Operating and maintenance (O&M)
Optics engineering
Plant engineering
Process development
Process engineering
Process standardization
Product design

Product development cycle
Product functionality
Product innovation
Product lifecycle management
Product manufacturability
Product reliability
Productivity improvement
Project costing
Project management
Project planning
Prototype
Quality assurance
Quality engineering
Regulatory compliance
Research and development (R&D)
Resource management
Root cause
Scale-up
Software engineering
Specifications
Statistical analysis
Systems engineering
Systems integration
Technical briefings
Technical liaison affairs
Technology development
Test engineering
Turnkey
Work methods analysis

Finance, Accounting, and Auditing
Accounts payable
Accounts receivable
Asset disposition
Asset management
Asset purchase
Audit controls
Audit management
Capital budgets
Cash management
Commercial paper
Corporate development

Corporate tax
Cost accounting
Cost avoidance
Cost/benefit analysis
Cost reduction
Credit and collections
Debt financing
Divestiture
Due diligence
Employee stock ownership plan
(ESOP)
Equity financing
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Feasibility analysis
Financial analysis
Financial audits
Financial controls
Financial models
Financial planning
Financial reporting
Foreign exchange (FX)
Initial public offering (IPO)
Internal controls
International finance
Investment management
Investor accounting
Investor relations
Job costing
Letters of credit
Leveraged buyout (LBO)
Liability management
Make/buy analysis
Margin improvement

Merger
Operating budgets
Operational audits
Partnership accounting
Profit gains
Profit/loss (P&L) analysis
Project accounting
Project financing
Regulatory compliance auditing
Return on assets (ROA)
Return on equity (ROE)
Return on investment (ROI)
Revenue gain
Risk management
Shareholder relations
Stock purchase
Strategic planning
Treasury
Trust accounting
Workpapers

General Management, Senior Management, and Consulting
Accelerated growth
Acting executive
Advanced technology
Benchmarking
Business development
Business reengineering
Capital projects
Competitive market position
Consensus building
Continuous process improvement
Corporate administration
Corporate communications
Corporate culture change
Corporate development
Corporate image
Corporate legal affairs
Corporate mission
Corporate vision
Cost avoidance
Cost reduction

Crisis communications
Cross-cultural communications
Cross-functional team leadership
Customer-driven management
Customer loyalty
Customer retention
Decision-making authority
Efficiency improvement
Emerging business venture
Entrepreneurial leadership
European Economic Community
(EEC)
Executive management
Executive presentations
Financial management
Financial restructuring
Global market expansion
High-growth organization
Infrastructure
Interim executive
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Leadership development
Long-range planning
Management development
Margin improvement
Market development
Market-driven management
Marketing management
Matrix management
Multifunction experience
Multi-industry experience
Multisite operations management
New business development
Operating infrastructure
Operating leadership
Organization(al) culture
Organization(al) development
Participative management
Performance improvement
Policy development
Proactive leadership
Process ownership
Process reengineering
Productivity improvement
Profit and loss (P&L) management

Profit growth
Project management
Quality improvement
Reengineering
Relationship management
Reorganization
Return on assets (ROA)
Return on equity (ROE)
Return on investment (ROI)
Revenue growth
Sales management
Service design/delivery
Signatory authority
Start-up venture
Strategic development
Strategic partnership
Tactical planning/leadership
Team-building
Team leadership
Total quality management (TQM)
Transition management
Turnaround management
World-class organization

Health Care
Acute care facility
Ambulatory care
Assisted living
Capital giving campaign
Case management
Certificate of need (CON)
Chronic care facility
Clinical services
Community hospital
Community outreach
Continuity of care
Cost center
Electronic claims processing
Emergency medical systems (EMS)
Employee assistance program (EAP)
Fee billing

Full-time equivalent (FTE)
Grant administration
Health-care administrator
Health-care delivery systems
Health maintenance organization
(HMO)
Home health care
Hospital foundation
Industrial medicine
Inpatient care
Long-term care
Managed care
Management service organization
(MSO)
Multihospital network
Occupational health
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Outpatient care
Patient accounting
Patient relations
Peer review
Physician credentialing
Physician relations
Practice management
Preferred provider organization (PPO)
Preventive medicine
Primary care
Provider relations

Public health administration
Quality of care
Regulatory standards (JCAHO)
Rehabilitation services
Reimbursement program
Risk management
Service delivery
Skilled nursing facility
Third-party administrator
Utilization review
Wellness programs

Hospitality
Amenities
Back-of-the-house operations
Banquet operations
Budget administration
Catering operations
Club management
Conference management
Contract F&B operations
Corporate dining room
Customer retention
Customer service
Food and beverage operations (F&B)
Food cost controls
Front-of-the-house operations
Guest retention
Guest satisfaction
Hospitality management

Inventory planning/control
Labor cost controls
Meeting planning
Member development/retention
Menu planning
Menu pricing
Multi-unit operations
Occupancy
Portion control
Property development
Purchasing
Resort management
Service management
Signature property
Vendor sourcing
VIP relations

Human Resources
Americans with Disabilities Act (ADA)
Benefits administration
Career pathing
Change management
Claims administration
College recruitment
Compensation
Competency-based performance
Corporate culture change

Cross-cultural communications
Diversity management
Employee communications
Employee empowerment
Employee involvement teams
Employee relations
Employee retention
Employee surveys
Equal Employment Opportunity (EEO)
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Expatriate employment
Grievance proceedings
Human resources (HR)
Human resources generalist affairs
Human resources partnerships
Incentive planning
International employment
Job task analysis
Labor arbitration
Labor contract negotiations
Labor relations
Leadership assessment
Leadership development
Management training and development
Manpower planning
Merit promotion
Multimedia training
Multinational workforce
Organization(al) design
Organization(al) development (OD)

Organization(al) needs assessment
Participative management
Performance appraisal
Performance incentives
Performance reengineering
Position classification
Professional recruitment
Regulatory affairs
Retention
Safety training
Self-directed work teams
Staffing
Succession planning
Train-the-trainer
Training and development
Union negotiations
Union relations
Wage and salary administration
Workforce reengineering

Human Services
Adult services
Advocacy
Behavior management
Behavior modification
Casework
Client advocacy
Client placement
Community-based intervention
Community outreach
Counseling
Crisis intervention
Diagnostic evaluation
Discharge planning
Dually diagnosed
Group counseling
Human services
Independent life skills training
Inpatient

Integrated service delivery
Mainstreaming
Outpatient
Program development
Protective services
Psychoanalysis
Psychological counseling
Psychotropic medication
School counseling
Social services
Social welfare
Substance abuse
Testing
Treatment planning
Vocational placement
Vocational rehabilitation
Vocational testing
Youth training program
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Information Systems and Telecommunications Technology
Advanced technology
Applications development
Architecture
Artificial intelligence (AI)
Automated voice response (AVR)
Backbone
Benchmarking
Capacity planning
CASE tools
CD-ROM technology
Cellular communications
Client/server architecture
Computer science
Cross-functional technology team
Data center operations
Data communications
Data dictionary
Data recovery
Database administration
Database design
Database server
Desktop technology
Disaster recovery
Document imaging
E-commerce
E-learning
Electronic data interchange (EDI)
Electronic mail (e-mail)
Emerging technologies
End-user support
Enterprise systems
Ethernet
Expert systems
Fault analysis
Fiber optics
Field support
Firewall
Fourth-generation language (4GL)
Frame Relay
Geographic information system (GIS)
Global systems support

Graphical user interface (GUI)
Hardware configuration
Hardware development/engineering
Help desk
Host-based system
Imaging technology
Information technology (IT)
Internet
Joint application development (JAD)
Local-area network (LAN)
Mainframe
Management information systems
(MIS)
Multimedia technology
Multiuser interface
Multivendor systems integration
Network administration
Object-Oriented Programming (OOP)
Office automation (OA)
Online
Operating system
Parallel systems operations
PC technology
Pilot implementation
Process modeling
Project life cycle
Project management methodology
Rapid application development (RAD)
Real-time data
Relational database
Remote systems access
Research and development (R&D)
Resource management
Satellite communications
Software configuration
Software development/engineering
Systems acquisition
Systems configuration
Systems development methodology
Systems documentation
Systems engineering
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Systems functionality
Systems implementation
Systems integration
Systems security
Technical documentation
Technical training
Technology commercialization
Technology integration
Technology licensing
Technology needs assessment
Technology rightsizing

Technology solutions
Technology transfer
Telecommunications technology
Teleconferencing technology
User training and support
Vendor partnerships
Voice communications
Web hosting
Webcasting
Webinar
Wide-area network (WAN)

International Business Development
Acquisition
Barter transactions
Channel development
Competitive intelligence
Corporate development
Cross-border transactions
Cross-cultural communications
Diplomatic protocol
Emerging markets
Expatriate
Export
Feasibility analysis
Foreign government affairs
Foreign investment
Global expansion
Global market position
Global marketing
Global sales
Import
Intellectual property
International business development
International business protocol

International financing
International liaison
International licensee
International marketing
International sales
International subsidiary
International trade
Joint venture
Licensing agreements
Local national
Market entry
Marketing
Merger
Multichannel distribution network
Offshore operations
Public/private partnership
Start-up venture
Strategic alliance
Strategic planning
Technology licensing
Technology transfer

Law and Corporate Legal Affairs
Acquisition
Adjudication
Administrative law
Antitrust

Briefs
Case law
Client management
Competitive intelligence
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Contracts law
Copyright law
Corporate bylaws
Corporate law
Corporate recordkeeping
Criminal law
Cross-border transactions
Depositions
Discovery
Due diligence
Employment law
Environmental law
Ethics
Family law
Fraud
General partnership
Intellectual property
Interrogatory
Joint venture
Judicial affairs
Juris Doctor (JD)
Labor law
Landmark decision
Legal advocacy
Legal research
Legislative review/analysis
Licensing

Limited liability corporation (LLC)
Limited partnership
Litigation
Mediation
Memoranda
Mergers
Motions
Negotiations
Patent law
Personal injury
Probate law
Real estate law
Risk management
SEC affairs
Settlement negotiations
Shareholder relations
Signatory authority
Strategic alliance
Tax law
Technology transfer
Trade secrets
Trademark
Transactions law
Trial law
Unfair competition
Workers’ compensation litigation

Manufacturing and Production
Asset management
Automated manufacturing
Best-in-class
Capacity planning
Capital budget
Capital project
Cell manufacturing
Computer integrated manufacturing
(CIM)
Concurrent engineering
Continuous improvement
Cost avoidance

Cost reductions
Cross-functional teams
Cycle time reduction
Distribution management
Efficiency improvement
Environmental health and safety (EHS)
Equipment management
Ergonomically efficient
Facilities consolidation
Inventory control
Inventory planning
Just-in-time (JIT)
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Labor efficiency
Labor relations
Logistics management
Manufacturing engineering
Manufacturing integration
Manufacturing technology
Master schedule
Materials planning
Materials replenishment system (MRP)
Multisite operations
Occupational Safety and Health
Administration (OSHA)
On-time delivery
Operating budget
Operations management
Operations reengineering
Operations start-up
Optimization
Order fulfillment
Order processing
Outsourcing
Participative management
Performance improvement
Physical inventory
Pilot manufacturing
Plant operations
Process automation
Process redesign/reengineering
Procurement
Product development and engineering
Product rationalization

Production forecasting
Production lead time
Production management
Production output
Production plans/schedules
Productivity improvement
Profit and loss (P&L) management
Project budget
Purchasing management
Quality assurance/quality control
Quality circles
Regulatory compliance
Safety management
Safety training
Shipping and receiving operations
Spares and repairs management
Statistical process control (SPC)
Technology integration
Time and motion studies
Total quality management (TQM)
Traffic management
Turnaround management
Union negotiations
Value-added processes
Vendor management
Warehousing operations
Work in progress (WIP)
Workflow optimization
Workforce management
World-class manufacturing (WCM)
Yield improvement

Public Relations and Corporate Communications
Advertising communications
Agency relations
Brand management
Brand strategy
Broadcast media
Campaign management
Community affairs
Community outreach

Competitive market lead
Conference planning
Cooperative advertising
Corporate communications
Corporate identity
Corporate sponsorship
Corporate vision
Creative services
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Crisis communications
Customer communications
Direct-mail campaign
Electronic advertising
Electronic media
Employee communications
Event management
Fund-raising
Government relations
Grass-roots campaign
Investor communications
Issues management
Legislative affairs
Logistics
Management communications
Market research
Marketing communications
Media buys
Media placement
Media relations
Media scheduling
Meeting planning

Merchandising
Multimedia advertising
Political action committee (PAC)
Premiums
Press releases
Print media
Promotions
Public affairs
Public relations
Public speaking
Publications
Publicity
Sales incentives
Shareholder communications
Special events
Strategic communications plan
Strategic planning
Strategic positioning
Tactical campaign
Trade shows
VIP relations

Purchasing and Logistics
Acquisition management
Barter trade
Bid review
Buy-vs.-lease analysis
Capital equipment acquisition
Commodities purchasing
Competitive bidding
Contract administration
Contract change order
Contract negotiations
Contract terms and conditions
Cradle-to-grave procurement
Distribution management
Economic ordering quantity
methodology
Fixed-price contracts
Indefinite price/indefinite quantity
International sourcing

International trade
Inventory planning/control
Just-in-time (JIT) purchasing
Logistics management
Materials management
Materials replenishment ordering
(MRO) purchasing
Multisite operations
Negotiation
Offshore purchasing
Outsourced/outsourcing
Price negotiations
Procurement
Proposal review
Purchasing
Regulatory compliance
Request for proposal (RFP)
Request for quotation (RFQ)
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Sourcing
Specifications compliance
Subcontractor negotiations
Supplier management

Supplier quality
Vendor partnerships
Vendor quality certification
Warehousing

Real Estate, Construction, and Property Management
Acquisition
Americans with Disabilities Act (ADA)
Asset management
Asset valuation
Asset workout/recovery
Building code compliance
Building trades
Capital improvement
Claims administration
Commercial development
Community development
Competitive bidding
Construction management
Construction trades
Contract administration
Contract award
Critical path method (CPM) scheduling
Design and engineering
Divestiture
Engineering change orders (ECOs)
Environmental compliance
Estimating
Facilities management
Fair market value pricing
Field construction management
Grounds maintenance
Historic property renovation
Industrial development
Infrastructure development
Leasing management

Master community association
Master scheduling
Mixed-use property
Occupancy
Planned-use development (PUD)
Portfolio
Preventive maintenance
Project development
Project management
Project scheduling
Property management
Property valuation
Real estate appraisal
Real estate brokerage
Real estate development
Real estate investment trust (REIT)
Real estate law
Real estate partnership
Regulatory compliance
Renovation
Return on assets (ROA)
Return on equity (ROE)
Return on investment (ROI)
Site development
Site remediation
Specifications
Syndications
Tenant relations
Tenant retention
Turnkey construction

Retail
Buyer awareness
Credit operations
Customer loyalty

Customer service
Distribution management
District sales
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Hardgoods
In-store promotions
Inventory control
Inventory shrinkage
Loss prevention
Mass merchants
Merchandising
Multisite operations
POS promotions

Preferred customer management
Pricing
Product management
Retail sales
Security operations
Softgoods
Specialty retailer
Stock management
Warehousing operations

Sales and Marketing

Note

Although the two functions are uniquely distinct, sales and marketing are integrated into one section due to the significant overlap in
position titles, functions, responsibilities, and achievements.
Account development
Account management
Account retention
Brand management
Business development
Campaign management
Competitive analysis
Competitive contract award
Competitive market intelligence
Competitive product positioning
Consultative sales
Customer loyalty
Customer needs assessment
Customer retention
Customer satisfaction
Customer service
Direct-mail marketing
Direct-response marketing
Direct sales
Distributor management
E-business
E-commerce
Emerging markets
Field sales management
Fulfillment
Global markets

Global sales
Headquarters account management
High-impact presentations
Incentive planning
Indirect sales
International sales
International trade
Key account management
Line extension
Margin improvement
Market launch
Market positioning
Market research
Market-share ratings
Market surveys
Marketing strategy
Mass merchants
Multichannel distribution
Multichannel sales
Multimedia advertising
Multimedia marketing communications
National account management
Negotiations
New market development
New product introduction
Product development
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Product launch
Product life cycle management
Product line rationalization
Product positioning
Profit and loss (P&L) management
Profit growth
Promotions
Public relations
Public speaking
Revenue growth
Revenue stream

Sales closing
Sales cycle management
Sales forecasting
Sales presentations
Sales training
Solutions selling
Strategic market planning
Tactical market plans
Team building/leadership
Trend analysis

Security and Law Enforcement
Asset protection
Community outreach
Corporate fraud
Corporate security
Crisis communications
Crisis response
Electronic surveillance
Emergency planning and response
Emergency preparedness
Industrial espionage
Industrial security
Interrogation

Investigations management
Law enforcement
Media relations
Personal protection
Public relations
Safety training
Security operations
Surveillance
Tactical field operations
VIP protection
White-collar crime

Teaching and Education Administration
Academic advisement
Accreditation
Admissions management
Alumni relations
Campus life
Capital giving campaign
Career counseling
Career development
Classroom management
Conference management
Course design
Curriculum development
Education administration
Enrollment

Extension program
Field instruction
Grant administration
Higher education
Holistic learning
Instructional media
Instructional programming
Intercollegiate athletics
Leadership training
Lifelong learning
Management development
Peer counseling
Program development
Public/private partnerships
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Public speaking
Recruitment
Residential life
Scholastic standards
Seminar management
Student-faculty relations

Student retention
Student services
Tenure
Textbook review
Training and development

Transportation and Warehousing
Agency operations
Asset management
Cargo handling
Carrier management
Common carrier
Container transportation
Contract transportation services
Customer delivery operations
Dedicated logistics operations
Dispatch operations
Distribution management
Driver leasing
Equipment control
Export operations
Facilities management
Fleet management
Freight consolidation
Freight forwarding
Import operations
Inbound transportation

Intermodal transportation network
Load analysis
Logistics management
Maritime operations
Outbound transportation
Over-the-road transportation
Port operations
Regulatory compliance
Route management
Route planning/analysis
Safety management
Safety training
Terminal operations
Traffic management
Traffic planning
Transportation management
Transportation planning
Warehouse management
Workflow optimization
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Appendix

B
Action Verbs for
Cover Letters
When it comes to writing your cover letters, resumes, thank-you letters, and
other job search communications, you have two choices:
1. You can write passively, using phrases such as “I was responsible for”
and “My duties included.”
OR
2. You can write assertively and professionally, using action verbs to communicate what you have done and what you have accomplished.
To help you with this task, we’ve assembled a list of 250 action verbs.
Use the words in this list to transform passive sentences into powerful
achievements.

Note

The verbs here are given in the present tense, which you would
use for writing descriptions of your current job and activities. For past
accomplishments, you would translate these verbs to the past tense.

Accelerate
Accomplish
Achieve
Acquire
Adapt
Address

Advance
Advise
Advocate
Analyze
Apply
Appoint

Arbitrate
Architect
Ascertain
Assemble
Assess
Author
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Authorize
Brief
Budget
Build
Calculate
Capture

Catalog
Champion
Clarify
Classify
Close
Coach
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Collect
Command
Communicate
Compare
Compel
Compile
Complete
Compute
Conclude
Conduct
Conserve
Consolidate
Construct
Contract
Coordinate
Counsel
Counteract
Craft
Create
Decrease
Delegate
Deliver
Demonstrate
Deploy
Design
Detect
Determine
Develop
Devise
Direct
Discover
Dispense
Display
Distribute
Diversify
Divert
Drive
Earn
Edit
Educate
Effect
Elect
Eliminate
Emphasize

Encourage
Energize
Enforce
Enhance
Enlist
Ensure
Establish
Estimate
Evaluate
Examine
Exceed
Execute
Exhibit
Expand
Expedite
Experiment
Export
Facilitate
Finalize
Finance
Forge
Formalize
Formulate
Generate
Govern
Graduate
Guide
Hasten
Hire
Hypothesize
Identify
Illustrate
Imagine
Implement
Import
Improve
Improvise
Increase
Influence
Inform
Initiate
Innovate
Inspire
Install

Institute
Instruct
Integrate
Intensify
Interpret
Interview
Introduce
Invent
Investigate
Judge
Justify
Launch
Lead
Lecture
License
Maintain
Manage
Manipulate
Manufacture
Map
Market
Mastermind
Measure
Mediate
Mentor
Model
Modify
Monitor
Motivate
Navigate
Negotiate
Nominate
Observe
Offer
Officiate
Operate
Orchestrate
Organize
Orient
Originate
Outsource
Oversee
Participate
Perceive

Perform
Persuade
Pilot
Pinpoint
Pioneer
Plan
Position
Predict
Prepare
Prescribe
Present
Preside
Process
Procure
Promote
Propose
Publicize
Purchase
Qualify
Rate
Realign
Rebuild
Recapture
Receive
Recognize
Recommend
Reconcile
Record
Redesign
Reduce
Reengineer
Rejuvenate
Reorganize
Reposition
Represent
Research
Resolve
Respond
Restore
Restructure
Retrieve
Revamp
Review
Revise

Revitalize
Satisfy
Schedule
Select
Sell
Simplify
Solidify
Solve
Spearhead
Specify
Standardize
Stimulate
Streamline
Structure
Succeed
Suggest
Summarize
Supervise
Supply
Support
Surpass
Synthesize
Systematize
Tabulate
Target
Teach
Terminate
Test
Train
Transcribe
Transfer
Transform
Transition
Translate
Troubleshoot
Unite
Update
Upgrade
Use
Utilize
Verbalize
Verify
Win
Write
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Appendix

C
Recommended Job
Search and Career
Web Sites
The Internet has changed job search forever. Information that used to take
days or even weeks to find can now be accessed in just minutes. It truly is a
revolution.
However, the pace of development and the number of new Internet sites
that emerge every day make it impossible to provide a comprehensive list of
all Web sites related to employment, careers, job search, and more. The following list includes some of our favorite sites, some of the largest sites, and
some of the best sites.
This list is by no means comprehensive. We strongly suggest that you devote
the time necessary to conduct your own independent Web-based research
as applicable to your specific job search campaign and career path.
Enjoy the surf!
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Job Search Sites
You’ll find thousands of current professional employment opportunities on
these sites.

General Sites for All Careers
6FigureJobs

www.6figurejobs.com

All Star Jobs

www.allstarjobs.com

America’s CareerInfoNet

www.acinet.org/acinet

America’s Job Bank

www.ajb.dni.us

BestJobsUSA

www.bestjobsusa.com/indexjsk-ns.asp

BlackWorld Careers

www.blackworld.com/careers.htm

Canada WorkInfo Net

www.workinfonet.ca

CareerBuilder

www.careerbuilder.com

Career.com

www.career.com

CareerExchange.com

www.careerexchange.com

Career Exposure

www.careerexposure.com

Careermag.com

www.careermag.com

CareerShop

www.careershop.com

CareerSite.com

www.careersite.com

Contract Employment
Weekly

www.ceweekly.com

Digital City
(jobs by location)

home.digitalcity.com

EmploymentGuide.com

www.employmentguide.com

Excite

http://careers.excite.com

FlipDog

www.flipdog.com

Futurestep

www.futurestep.com

GETAJOB!

www.getajob.com

Help Wanted

www.helpwanted.com

HotJobs.com

www.hotjobs.com
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It’s Your Job Now

www.ItsYourJobNow.com

JobBankUSA

www.jobbankusa.com

JobHuntersBible.com

www.jobhuntersbible.com

Job-Hunt.org

www.job-hunt.org

JOBNET.com

www.jobnet.com/philly

JobWeb

www.jobweb.com

Kiwi Careers (New Zealand)

www.careers.co.nz

LatPro

www.latpro.com

Monster

www.monster.com

NationJob Network

www.nationjob.com

NCOA MaturityWorks

www.maturityworks.org

Net Temps

www.net-temps.com

Online-Jobs.Com

www.online-jobs.com

The Riley Guide

www.rileyguide.com

Saludos Hispanos

www.saludos.com

SIRC Internet Resume Center

www.inpursuit.com/sirc

TrueCareers

www.truecareers.com

Wages.com(Australia)

www.wages.com.au

WorkTree

www.worktree.com

Accounting Careers
American Association of
Finance and Accounting

www.aafa.com

CPAnet

www.CPAnet.com

SmartPros Accounting

www.accountingnet.com

Arts and Media Careers
Airwaves MediaWeb

www.airwaves.com

Auditions.com

www.auditions.com

Fashion Career Center

www.fashioncareercenter.com
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Playbill (Theatre Jobs)

www.playbill.com/jobs/find

TVJobs.com

www.tvjobs.com

Education Careers
Academic360.com

www.academic360.com

Chronicle of Higher Education
Career Network

www.chronicle.com/jobs

Council for Advancement
and Support of Education

www.case.org

Education Jobs.com

www.educationjobs.com

Education Week’s
Marketplace Jobs Online

www.edweek.org/jobs

Education World

www.education-world.com/jobs

Jobs.EduFind.com

www.jobs.edunet.com

Teaching Jobs

www.teaching-jobs.org/index.htm

University Job Bank

www.ujobbank.com

Entry-Level Careers
CampusCareerCenter.com

www.campuscareercenter.com

College Grad Job Hunter

www.collegegrad.com

College Job Board

www.collegejobboard.com/

MonsterTRAK

www.jobtrak.com

Government and Military Careers
Federal Jobs Net

www.federaljobs.net

FedWorld

www.fedworld.gov

FRS Federal Jobs Central

www.fedjobs.com

GetaGovJob.com

www.getagovjob.com

GovExec.com

www.govexec.com

HRS Federal Job Search

www.hrsjobs.com

Military Career Guide
Online

www.militarycareers.com
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PLANETGOV

www.planetgov.com

USAJOBS (United States
Office of Personnel
Management)

www.usajobs.opm.gov

Health Care/Medical/Pharmaceutical Careers
Absolutely Health Care

www.healthjobsUSA.com

Academic Physician
& Scientist

www.acphysci.com

All Nurses

www.allnurses.com

American Medical
Association (JAMA)

www.ama-assn.org/cgi-bin/webad

Aureus Medical

www.aureusmed.com

CareerBuilder Health Jobs

www.healthopps.com

CompHealth

www.comphealth.com

Cross Country
TravCorps

www.crosscountrytravcorps.com

Employ MED

www.employmed.com

GreatNurse

www.greatnurse.com

Great Valley Publishing

www.gvpub.com

Healthcare Consultants
(pharmacy staffing)

www.pharmacy-staffing.com

HealthCare Hub

www.healthcarehub.com

Health Care Job Store

www.healthcarejobstore.com

Health Care Jobs Online

www.hcjobsonline.com

Health Care Recruitment
Online

www.healthcareers-online.com

HealthECareers

www.healthecareers.com

HealthJobSite.com

www.healthjobsite.com

Health Leaders

www.HealthLeaders.com

Health Network USA

www.hnusa.com

HireHealth

www.hirehealth.com
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Hospital Jobs OnLine

www.hospitaljobsonline.com/
jobsearch.aspx

HospitalLink

www.hospitallink.com

Hot Nurse Jobs

www.hotnursejobs.com

J. Allen & Associates
(physician jobs)

www.NHRphysician.com

Legal Nurse.com
(National Certification
for Legal Nurse Consultants)

www.legalnurse.com

LocumTenens.com
(physician jobs)

www.locumtenens.com

MedCAREERS

www.medcareers.com

MedHunters.com

www.medhunters.com

Medical-AdMart

www.medical-admart.com

MedicalJobSpot

www.medicaljobspot.com

MedJump

www.medjump.com

Medzilla

www.medzilla.com

Monster Health Care

www.monsterhealthcare.com

NP Jobs (jobs for Nurse
Practitioners)

www.npjobs.com

Nurse Recruiter.com

www.nurse-recruiter.com

NurseVillage.com

www.nursevillage.com

Nursing Spectrum

www.nursingspectrum.com

PeerCentral

www.peercentral.com

Pharmaceutical Company
Database

www.coreynahman.com/
pharmaceutical_company_
database.html

Physicians Employment

www.physemp.com

PhysicianWork

www.physicianwork.com

PracticeChoice

www.practicechoice.com

RehabJobsOnline

www.rehabjobs.com

rnjobs.com

www.rnjobs.com
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RTjobs.com

www.rtjobs.com

Rx Career Center

www.rxcareercenter.com

Human Resources Careers
HR Connections

www.hrjobs.com

HR Hub

www.hrhub.com

Human Resources
Development Canada

www.hrdc-drhc.gc.ca/common/
home.shtml

Jobs4HR

www.jobs4hr.com

International Careers
EscapeArtist.com

www.escapeartist.com

International Career
Employment Center

www.internationaljobs.org

LatPro

www.latpro.com

OverseasJobs.com

www.overseasjobs.com

Legal Careers
FindLaw

www.findlaw.com

Greedy Associates

www.greedyassociates.com

Legal Career Center

www.attorneyjobs.com

Sales and Marketing Careers
American Marketing
Association

www.marketingpower.com

Job.com

www.job.com/jobsearch/
index.cfm?tid=search.cfm&us=
226&catbox=53

MarketingJobs.com

www.marketingjobs.com

Rollins Search Group

www.rollinssearch.com
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Service Careers
Chefs at Work

www.chefsatwork.com

Culinary Jobs

www.pastrywiz.com/talk/job.htm

Escoffier On Line

www.escoffier.com

Foodservice.com

www.foodservice.com

Technology/Engineering Careers
American Institute of
Architects

www.aia.org

American Society for Quality

www.asq.org

Brainbuzz.com IT Career
Network

www.brainbuzz.com

CareerShop

www.careershop.com

Chancellor & Chancellor
Resources for Careers

www.chancellor.com/fr_careers.html

ComputerWork.com

www.computerwork.com

Computerworld Careers
Knowledge Center

www.computerworld.com/
careertopics/careers?from=left

Dice

www.dice.com

IDEAS Job Network

www.ideasjn.com

IEEE-USA Job Service

jobs.ieeeusa.org/jobs/services/

Jobserve

www.jobserve.com

National Society of
Professional Engineers

www.nspe.org

Quality Resources Online

www.quality.org

Resulte Universal

www.psisearch.com

Techies.com

www.techies.com

Techsource

www.techsource.org/index.htm

Sites for Miscellaneous Specific Fields
AG Careers/Farms.com

www.agricareers.com

American Public Works
Association

www.pubworks.org
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AutoCareers.com

www.autocareers.com

BrilliantPeople.com

www.brilliantpeople.com

CareerBank.com

www.careerbank.com

CEOExpress

www.ceoexpress.com

CFO.com

www.cfonet.com

Environmentalcareer.com

www.environmental-jobs.com

Environmental Career
Opportunities

www.ecojobs.com

Find A Pilot

www.findapilot.com

International Seafarers
Exchange

www.jobxchange.com

Logistics Jobs

www.jobsinlogistics.com

MBACareers.com

www.mbacareers.com

RAI: The Executive Search
Firm

www.raijobs.com

Social Work Jobs

www.socialservice.com

Vault

www.vault.com

Company Information
Outstanding resources for researching specific companies.
555-1212.com

www.555-1212.com

Brint.com

www.brint.com

EDGAR Online

www.edgar-online.com

Experience

www.experiencenetwork.com

Fortune magazine

www.fortune.com

Hoover’s Business Profiles

www.hoovers.com

infoUSA
(small-business information)

www.infousa.com

Intellifact.com

www.igiweb.com/intellifact/

OneSource CorpTech

www.corptech.com

SuperPages.com

www.bigbook.com
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U.S. Chamber of Commerce

www.uschamber.com/

Vault
Company Research

www.vault.com/companies/
searchcompanies.jsp

Wetfeet.com
Company Research

www.wetfeet.com/asp/company
resource_home.asp

Dictionaries and Glossaries
Outstanding information on keywords and acronyms.
Acronym Finder

www.acronymfinder.com

AltaVista’s Babelfish
Foreign-Language Translation
Service

http://babelfish.altavista.com/

CIGNA Glossary of Health
Terms

www.cigna.com/consumer/
education/glossary/

ComputerUser
High-Tech Dictionary

www.computeruser.com/resources/
dictionary/dictionary.html

Dave’s Truly
Canadian Dictionary
of Canadian Spelling

www.luther.ca/~dave7cnv/
cdnspelling/cdnspelling.html

Department of Defense
Glossary of Healthcare
Terminology

www.tricare.osd.mil/imtr/
gloss3.html

Duhaime’s Legal Dictionary

www.duhaime.org

eHealthCoach Glossary

www.ehealthcoach.com/
Glossary_healthcare.asp

High-Tech Dictionary
Chat Symbols

www.computeruser.com/resources/
dictionary/chat.html

InvestorWords.com

www.investorwords.com

Law.com Legal Industry
Glossary

www.law.com

Legal Dictionary

www.nolo.com/lawcenter/
dictionary/wordindex.cfm

Medical Lexicon

www.pharma-lexicon.com/
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Merriam-Webster Collegiate
Dictionary & Thesaurus

www.m-w.com/home.htm

Oxford Dictionary of
Investment Terms

www.county.com.au/web/
webdict.nsf/pages/index?open

Refdesk

www.refdesk.com

Technology Terms Dictionary

www.computeruser.com/

TechWeb TechEncyclopedia

www.techweb.com/encyclopedia/

Verizon Glossary
of Telecom Terms

www22.verizon.com/wholesale/
glossary/0,2624,0_9,00.html

The Virtual Reference
Desk Dictionaries

http://thorplus.lib.purdue.edu/
rguides/guides.html

Washington Post
Business Glossary

www.washingtonpost.com/
wp-srv/business/longterm/
glossary/index.htm

Webopedia: Online Dictionary www.webopedia.com
for Computer and Internet
Terms
Whatis?com Technology
Terms

whatis.techtarget.com

Wordsmyth: The Educational
Dictionary/Thesaurus

www.wordsmyth.net

Interviewing Tips and Techniques
Expert guidance to sharpen and strengthen your interviewing skills.
About.com Interviewing

www.jobsearch.about.com/business/
jobsearch/msubinterv.htm

Bradley CVs Introduction
to Job Interviews

www.bradleycvs.demon.co.uk/
interview/index.htm

Dress for Success

www.dressforsuccess.org

Job-Interview.net

www.job-interview.net

Northeastern University
Career Services

www.dac.neu.edu/
coop.careerservices/interview.html
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Salary and Compensation Information
Learn from the experts to strengthen your negotiating skills and increase
your salary.
Abbott, Langer & Associates

www.abbott-langer.com

America’s Career InfoNet

www.acinet.org/acinet/select_
occupation.asp?stfips=&next=
occ_rep

Bureau of
Labor Statistics

www.bls.gov/bls/wages.htm

Clayton Wallis Co.

www.claytonwallis.com

Consultant Salaries

www.cob.ohio-state.edu/~fin/
jobs/mco/salary.htm

Economic Research Institute

www.erieri.com

Health Care Salary
Surveys

www.pohly.com/salary.shtml

Janco Associates MIS Salary
Survey

www.psrinc.com/salary.htm

JobStar

www.jobstar.org/tools/salary/
index.htm

Monster Salary Info

salary.monster.com/

Salary and Crime Calculator

www.homefair.com/homefair/
cmr/salcalc.html

Wageweb

www.wageweb.com

WorldatWork
(The Professional Association
for Compensation, Benefits,
and Total Rewards)

www.worldatwork.org
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Appendix

D
Index of
Contributors
The sample cover letters, resumes, and thank-you notes in this book were
written by professional resume and cover letter writers. If you need help
with your job search correspondence, you can use the following list to
locate the career professionals whose samples you admire.
A note about credentials: Nearly all of the contributing writers have earned
one or more professional credentials. These credentials are highly regarded
in the careers and employment industry and are indicative of the writer’s
expertise and commitment to professional development.
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Georgia Adamson, CCMC, CCM, CEIP,
JCTC, CPRW
Adept Business Services/A Successful
Career
Campbell, CA
Phone: (408) 866-6859
Fax: (408) 866-8915
E-mail: success@ablue
ribbonresume.com
Web site: www.ablueribbonresume.com
Bernice Antifonario
Antion Associates, Inc.
Tewksbury, MA
Phone: (978) 858-0637
Fax: (978) 851-4528
E-mail: Antion1@aol.com
Jennifer N. Ayres
President, Nell Personal Advancement
Resources
P.O. Box 2
Clarkston, MI 48347
Phone: (248) 969-9933
Fax: (248) 969-9935
E-mail: info@nellresources.com
URL: www.nellresources.com

Janet L. Beckstrom, CPRW
Owner, Word Crafter
Flint, MI
Phone: (810) 232-9257
Toll-free: (800) 351-9818
Fax: (810) 232-9257
E-mail: wordcrafter@voyager.net
Mark Berkowitz, MS, NCC, NCCC,
CPRW, IJCTC, CEIP
Executive Master Team—Career
Masters Institute™
President, Career Development
Resources
Yorktown Heights, NY
Phone: (914) 962-1548
Fax: (914) 962-0325
E-mail: cardevres@aol.com
URL: www.careerdevresources.com
Kathryn Bourne, CPRW, JCTC
President, CareerConnections
Tucson, AZ
Phone: (520) 323-2964
Fax: (520) 795-3575
E-mail: Ccmentor@aol.com
URL: www.BestFitResumes.com

Elizabeth Axnix, CPRW, JCTC, CEIP
The Axnix Advantage
Riverside, IA
Phone: (800) 359-7822
Fax: (319) 648-4819
E-mail: axnix@earthlink.net

Carolyn Braden, CPRW
President, Braden Resume Solutions
Hendersonville, TN
Phone: (615) 822-3317
Fax: (615) 826-9611
E-mail: bradenresume@comcast.net

Jacqui D. Barrett, CPRW, CEIP
President, Career Trend
Overland Park, KS
Phone: (913) 451-1313
Fax: (801) 382-5842
E-mail: jacqui@careertrend.net
URL: www.careertrend.net

Martin Buckland, CPRW, CJST, CEIP,
JCTC
Elite Resumes
Oakville, Ontario, Canada
Phone: (905) 825-0490
Fax: (905) 825-2966
E-mail: martin@aneliteresume.com
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Diane Burns, CCMC, CPRW, CCM, JCTC
Career Marketing Techniques
Columbia, MD
Phone: (410) 884-0213
Fax: (410) 884-0213
E-mail: diane@polishedresumes.com
Web site: www.polishedresumes.com
Kristin M. Coleman
Principal, Custom Career Services
Poughkeepsie, NY
Phone: (845) 452-8274
Fax: (845) 452-7789
E-mail: kristincoleman44@yahoo.com
Kristie Cook, CPRW, JCTC
Absolutely Write
Olathe, KS
Phone: (913) 269-3519
Fax: (913) 397-9273
E-mail: kriscook@absolutely-write.com
Web site: www.absolutely-write.com
Annemarie Cross, CEIP, CPRW, CRW,
CCM, CECC
Advanced Employment Concepts/A.E.C.
Office Services
Hallam, Victoria, Australia
Phone: +613 9796 4464
Fax: +613 9796 4479
E-mail: success@aresumewriter.net
URL: www.aresumewriter.net
Jean Cummings, M.A.T., CPRW, CEIP
President, A Resume For Today
Concord, MA
Phone: (978) 371-9266
Fax: (978) 964-0529
E-mail: jc@aresumefortoday.com
URL: www.AResumeForToday.com

Laura A. DeCarlo, CCM, CERW, JCTC,
CCMC, CECC
President, A Competitive Edge Career
Service, LLC
Melbourne, FL
Toll-free: (800) 715-3442
Fax: (321) 752-7513
E-mail: getanedge@aol.com
URL: www.acompetitiveedge.com
Deborah Wile Dib, CCM, NCRW, CPRW,
CEIP, JCTC, CCMC
President, Advantage Resumes of New
York
Medford, NY
Toll-free: (888) 272-8899
Phone: (631) 475-8513
Fax: (501) 421-7790
E-mail:
100kPLUS@advantageresumes.com
URL: www.advantageresumes.com
Anne-Marie Ditta, CEIP, CPRW, CCMC
Owner, First Impression Career Service,
LLC
Tuckahoe, NY
Phone: (914) 961-0579
Toll-free: 877-HIRED-11
Fax: (360) 287-3434
E-mail: amditta@firstimpression
careerservices.com
URL: www.firstimpressioncareer
services.com
Kirsten Dixson, JCTC, CPRW, CEIP
President, New Leaf Career Solutions
Exeter, NH
Phone: (866) 639-5323
Toll-free fax: (888) 887-7166
E-mail: info@newleafcareer.com
URL: www.newleafcareer.com

403

404

Cover Letter Magic

Nina Ebert, CPRW
A Word’s Worth Résumé and Writing
Service
Toms River, NJ
Phone: (732) 349-2225
Fax: (732) 286-9323
E-mail: wrdswrth@gbsias.com
Web site: www.a-wordsmith.com

Louise Garver, MA, CPRW, CEIP,
JCTC, CMP, MCDP
President, Career Directions, LLC
Enfield, CT
Phone: (860) 623-9476
Fax: (860) 623-9473
E-mail: TheCareerPro@aol.com
URL: www.resumeimpact.com

Debbie Ellis, MRW, CPRW
President, Phoenix Career Group
Toll-free: (800) 876-5506 (U.S. and
Canada)
International: (859) 236-4001
E-mail:
debbie@phoenixcareergroup.com
URL: www.PhoenixCareerGroup.com

Susan Guarneri, MS, CCM, NCC,
NCCC, LPC, CPRW, CEIP, IJCTC,
MCC
President, Guarneri
Associates/Resumagic
Wausau, WI
Phone: (866) 881-4055
Fax: (715) 355-1935
E-mail: Resumagic@aol.com
URL: www.resume-magic.com

Salome A. Farraro, CPRW
Careers Too
Mount Morris, NY
Phone: (585) 658-2480
Toll-free: (877) 436-9378
E-mail: srttoo@frontiernet.net
Donna Farrise, JCTC
President, Dynamic Resumes of Long
Island, Inc.
Hauppauge, NY
Phone: (631) 951-4120
Toll-free: (800) 528-6796
Fax: (631) 952-1817
E-mail: donna@dynamicresumes.com
URL: www.dynamicresumes.com
Dayna Feist, CPRW, JCTC
Gatehouse Business Services
Asheville, NC
Phone: (828) 254-7893
Fax: (828) 254-7894
E-mail: Gatehous@aol.com
Art Frank, MBA
President, Resumes “R” Us
Oldsmar, FL
Phone: (727) 787-6885
Fax: (727) 786-9228
E-mail: AF1134@aol.com
URL:
www.powerresumesandcoaching.com

Michele Haffner, CPRW, JCTC
Advanced Resume Services
Glendale, WI
Phone: (414) 247-1677
Fax: (414) 247-1808
E-mail: michele@resumeservices.com
URL: www.resumeservices.com
Cheryl Ann Harland, CPRW
Resumes by Design
The Woodlands, TX
Phone: (888) 213-1650
Fax: (888) 580-6852
E-mail: cah@resumesbydesign.com
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