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				Introduction

				Welcome to the newly retooled Cover Letters For Dummies, 3rd Edition. Compared to its last incarnation a decade ago, this revision is a different creature. Times change. Communications change. Job-clinching techniques change.

				Even if you’re an experienced job hunter, you’ll find in this book a wealth of fresh ideas about how to robustly present yourself online or on paper. And you’ll be surprised by the uncommonly wide scope of content that extends far beyond classic cover letters. In a nutshell, you haven’t read this book before.

				As career management expert and writer Don Orlando commented upon seeing the updated manuscript — “It definitely is not the umpteenth edition of Miss Penelope Swain’s Letter Writing Guide for Young Ladies and Gentlemen.”

				No, it isn’t. In the digital era, cover letters that deliver are vigorous and vivacious, assertive in asking for that all-important interview. What’s more, the new-style cover letters partner with a strike-up-the-band parade of creative, hard-hitting career management documents that are anything but sleepy letters of transmittal.

				Letters that have no higher ambition than merely to serve as wraps for resumes won’t move your hopes and dreams where you want to go in today’s fast-changing job market, one that seems to evolve with every sunrise.

				In the spirit of providing something for everyone, both new-style and traditional letters are represented in the book’s 126 documents. This forward-leaning edition is a milestone for cover letter books. I hope you enjoy reading it as much as I enjoyed writing it.

				About This Book

				The book you are about to read also marks a milestone in the 13 editions of For Dummies books that I’ve written: It’s the first one crafted with a wide collaboration by professional writers in the career management industry. The 57 professionals whose work appears here are among the very best in the business. Their names appear beneath their work and in the appendix.

				I’m a big believer in the Community of Intelligence, the school of “everyone’s better than anyone,” and so I’m immensely proud that this work features top cover letter writers whose samples show you how to know a great letter when you see one or write one.

				Conventions Used in This Book

				To help you navigate this book, I’ve established the following conventions:

				Italic is used for emphasis and to highlight new words or terms that are defined.

				Monofont is used for Web addresses.

				Sidebars, which are shaded boxes of text, consist of information that’s interesting and, while not necessarily critical to your understanding of the topic, add to your learning rewards in the book.

				Further, in the sample documents throughout the book, I substitute a reminder to add the relevant dates in your document with the word date or dates enclosed in editorial brackets — [dates] — instead of actual years to keep your attention focused on key career marketing concepts. Similarly, Isometimes substitute such terms as inside address and salutation to conserve page space for the heart of the message.

				Also in the interest of space, I left out handwritten signatures in the letters, but including a handwritten signature on paper or a cursive signature online is an important and highly recommended practice.

				Foolish Assumptions

				I assume you picked up this book for at least one of the following reasons:

				You’ve never written a cover letter — or any type of career management document — and you’d like to see how the pros do it. You’re thinking: “If they can do it, why not me? How hard can it be to string sentences together and sound smart?”

				You have written a cover letter, but it must not have lit up the sky (or else your resume was a goose) because you’re still waiting to hear back — four months later.

				You’re happily employed but worried about the economy. If you’re forced to pack up and leave on short notice, you want to be ready. You discovered that your resume is a teardown, and so you’re rebuilding it from the ground up but have the nagging feeling that your cover letter is a few tactics short of a strategy. You ask yourself: What is an action close? Why is a postscript a killer sales tactic? When should I be as subtle as an infomercial?

				You’re ready to move up in rank, and you’ve heard buzz about some new-style letters you can write to network for leads, or to follow up after an interview to make sure an employer comes back to you with an offer. And you heard that gasp! some audacious soul actually wrote a letter asking for a promotion.

				You’ve aware of blazing-fast, technology-based changes in the way people and jobs hook up, and how they post their profiles on social networking Web sites. You want to be sure your career marketing messages are working with you — not against you — in the newest technology sense. You don’t want the world to pass you by.

				How This Book Is Organized

				Being tapped for an interview or series of interviews — and being hired after that — depends on more than merely being qualified for the position you seek. Many talented people have figured that out and are improving their odds with robust cover letters and other career marketing documents. The following five parts give you an arsenal of written ammunition you can use toyour advantage.

				Part I: Cover Letters and So Much More!

				This part reviews the role cover letters play in a successful job search and introduces a dramatic and rich variety of other career marketing documents that may be unfamiliar to you. You also discover or refresh your memory about the impact of online social networking in communicating career-charging messages. More adventures: Almost a dozen uncommon documents, including six samples, help you make the margin of difference in a highly competitive contest for a great job.

				Part II: Creating Compelling Communications

				These four chapters help you jump through the writing hoops to come up with Stand Out work. This part shows how your cover letters should look and read, with suggestions on image, content, and language. You get ideas on writing great opening lines and closes that keep your hands on the wheel. You also find tips on identifying and selling your marketable skills.

				Part III: Job Letters: Sample the Best

				Here’s the proof in the power-pudding: A collection of 86 samples — written by the best of America’s and Canada’s professional career management document writers — show you how to apply the strategies I describe in this book. You see job ad replies and letters for prospecting, networking, and following up after interviews. I bet you’ll never look at job letters the same way again.

				Part IV: Online Messages: Sample the Best

				This part contains 34 more outstanding samples. These messages show you how to impress with branding statements, online profiles, and online cover notes. 

				Part V: The Part of Tens

				In these short chapters, I give you quick bits about job letters. I offer guidance on avoiding unnecessary mistakes and tips on how to score at the top of the class when you’re writing online profiles.

				Appendix

				Here you find a directory of the professional writers whose work appears in this book. Following the directory, I explain what the initials after their names mean, as well as recognize the five professional cover letter and resume writers’ organizations whose members contributed to this work.

				Icons Used in This Book

				For Dummies signature icons are the little round pictures you see in the margins of the book. I use them to laser-guide your attention to key bits of information. Here’s a list of the icons you find in this book and what they mean.

				[image: StandOut(CoverLetter).eps] This icon directs your full attention to compelling messages that make you stand out from the crowd. 

				[image: Tip.eps] Advice and information that can spark a difference in the outcome of your career message are flagged with this icon.

				[image: Remember.eps] Some points in these pages are so useful that I hope you keep them in mind as you read. I make a big deal out of these ideas with this icon.

				[image: judgmentcall.eps] No move or technique achieves the job letter-interview connection every single time. This icon reminds you to think through an issue and try to make the best choice for your situation.

				[image: beware.eps] Watch out for deep waters filled with things that bite. This icon signals there could be trouble ahead if you don’t make a good decision.

				Where to Go from Here

				Every author wishes you would start at the beginning and savor every word in lock step until you reach the end of the book. In real life, where you start depends upon your current needs:

				When you’ve just spotted an advertised job opening you want, immediately read Chapters 1, 4, 5, 6, and 8.

				When you want to do most of your searching online, hit your bull’s eye with Chapters 1, 2, 13, 14, and 16.

				When you’re at the starting gate and have a couple of weeks to learn your way around career management documents, grant the author’s wishes and read this book cover to cover. As I said in Job Interviews For Dummies, 3rd Edition, practice recommended strategies, tactics, and techniques. “After you master the information in these pages, you own a special kind of insurance policy that pays off for as long as you want to work.”

			

		

	
		
			
				Part I

				Cover Letters and So Much More!
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				In this part . . .

				Are your cover letters puny pages that do nothing but sit atop your resume or are they bringing full-force strength to a well-crafted marketing message? In this part, you find out how a cover letter can bring the right kind of attention your way. And there isn’t just one way to go about it, so this part runs down the many kinds of messages that fit the cover letter bill, including the all-important online communiqué.

			

		

	
		
			
				Chapter 1

				News Flash: Cover Letters Are Grown Up and Have Kids

				In This Chapter

				[image: arrow]Busting unemployment with revolutionary letter power

				[image: arrow]Surveying the robust family of career management documents

				[image: arrow]Using cover letters to accomplish specific purposes

				[image: arrow]Customizing compelling messages for each job you want

				[image: arrow]Staying clear of spam filters

				Once upon a job-hunting time long ago, the term cover letters brought to mind drab documents like this one:

				Dear Sir/Madam,

				Please accept this letter and resume for the Payroll Manager position as referenced in the Louisiana Times, Nov. 5. My work history and educational background make me an outstanding candidate. I am available for an interview at your earliest convenience. Thank you.

				That style of transmittal letter has become a museum piece.

				[image: StandOut(CoverLetter).eps] In this century’s brave new world of hypercompetitive job searches, cover letters have not only been reinvented, they’ve spawned a family of career management documents like these:

				Intrigue-inducing e-mail cover notes

				Deal-closing thank-you letters

				Interest-reviving follow-up messages 

				Star-power bios and branding statements

				Image-brightening reference blurbs 

				Qualifications-matching candidate checklists

				Humanizing audio and video bites in profiles

				Eye-popping accomplishment sheets

				And there’s much more in the new cover letter family. All together, today’s family of career management documents — which I also call job letters — delivers a spectacular array of self-marketing tools for people who want to be seen, noticed, and hired for the best jobs. That’s you, isn’t it? 

				A New Age of Self-Promotion Is Here!

				Looking for and landing the job you want is always a challenge, especially in uncertain times. But — lucky you — in one important way, your timing hits the jackpot!

				[image: Remember.eps] You’re in the right century at the right time with the right tools to better manage your career than any generation before.

				By seizing the opportunity to capitalize on 21st-century opportunities, you can

				Change to creative and high-impact letters that bring interviews

				Switch to gutsy but polite letters that generate hires

				Shift to persuasive and content-rich letters that position you to win career rewards that matter to you

				You live in nothing less than a revolutionary age for career self-promotion. How did you get so lucky? This empowering new age is upon us for two main reasons: 

				Society’s changing expectations in message style. In this era of mass-marketing and media overload, people are so accustomed to vivid, sparkling advertising and creative, clever marketing in every corner of their lives that they no longer pay much attention to feeble, uninteresting messages from job seekers who merely go through the motions. The family of new-style letters is hard to ignore in an atmosphere where HDTV gets attention, but black-and-white TV is ho-hum.

				 The new-style letters vary in approach from elegant to elementary, but their missions are the same — picking up the cue from contemporary advertising and marketing, all the best ones are sales letters.

				Emergence of a technology-rich environment. In previous centuries, cover letters were joined at the hip with the post office. In this century, the Internet’s vast and powerful e-mail and social networking services supply unprecedentedly wide vistas to carry new-style messages.

				For clarity, I pause to emphasize that despite the loosening of collars in the new wave of job letters, conservatively styled cover letters aren’t dead. They continue to be preferred in certain buttoned-down industries, such as banking, medicine, and government service. Why? Because they’re persuasively and expertly written to satisfy the tastes of executives in those industries. (See for yourself the conservatively styled cover letters that appear in Parts 3 and 4.)

				As creativity and technology turn new pages in recruiting circles, the cover letter has morphed into an extended family of hard-hitting messages that influence how the working world sees you and treats you.

				Cover Letters Are Alive and Sell

				Considering our digital world in which millions of people send their resumes off to online boarding schools without cover letter guardians, you may ask whether the cover letter model (new- or old-style) continues to lead the parade of written job docs. More bluntly, are cover letters still valuable?

				The answer is a resounding yes! These resume sidekicks pack far too much firepower to be left on the sideline, according to two 2008 surveys:

				You leave interviews on the table when you skip cover letters: so concluded a survey I developed with talent selection expert Alise Cortez, PhD. Three-fifths (60 percent) of a cross-section of 83 American employers, human resource specialists, and recruiters sampled say they read cover letters always, often, or sometimes. Two-fifths (40 percent) read resumes rarely or never. Dr. Cortez is a founding partner of ImprovedExperience.com, a third-party research firm headquartered in Ft. Lauderdale, Florida, that specializes in surveys for the human resource industry.

				Big company managers overwhelmingly prefer their resumes with cover letters. A poll of 150 executives in major U.S. companies reveals that a whopping 86 percent rate cover letters as valuable, with only 14 percent calling cover letters not valuable. Moreover, 80 percent of polled executives say cover letters accompany resumes they receive electronically. The poll was developed by OfficeTeam, a leading staffing company headquartered in Menlo Park, California.

				In summing up widely held opinion among people in the employment business, OfficeTeam executive director Dave Willmer explains why your resume should never leave home without a cover letter at its side:

				Submitting a resume without a cover letter is like not shaking hands when meeting someone for the first time. Those who aren’t including cover letters with their resumes are missing an opportunity to make a good first impression and set themselves apart from other job applicants.


				Will your cover letter save the day?

				When a rookie recruiter, who hasn’t yet been taught the finer points of analyzing data-packed resumes, doesn’t know what to make of yours but doesn’t want the boss to know that he or she doesn’t know, your resume’s new address can be the reject pile.

				A cover letter treatment is the recommended therapy to save your resume from certain candidate death merely because a rookie can’t measure its value. Why? Letters are easier to analyze than resumes. The rookie reads the letter and immediately knows what you bring to the table. Wanting to look like a savvy judge of talent, the rookie recruiter is now likely to pass your package of letter and resume up the line to a senior recruiter who does know how to evaluate resumes and who can extend interview invitations.

				The takeaway: Attaching a cover letter that zings with your qualifications for the job can keep your resume (and job hopes) alive. 



				[image: StandOut(CoverLetter).eps] A Stand Out cover letter does much more than keep your resume warm during its long trip to a hiring manager. Cover letters done right can step up and accomplish a number of important getting-you-noticed purposes, which the following sections outline.

				Looking good at first light

				Use a cover letter to immediately position yourself as a most valuable person. First impressions are very hard to change. And your cover letter often is an employer’s first inkling that you’re on the planet and for hire. You can use your cover letter to show yourself to be alert and attentive by editing out all the typo goofs for which your high school English teacher would have given you a big fat F.

				Targeting the employer’s needs

				[image: Remember.eps] The resume focuses on you and the past. The cover letter focuses on the employer and the future. Tell the hiring professional what you can do to benefit the organization in the future.

				Failure to understand this simple principle is a critical mistake, advises career grand master John Lucht, CEO of RiteSite.com, a respected Web site for professionals seeking jobs at six figures and up. Lucht explains:

				Lots of people figure that the cover letter is about them and what they want. Wrong! It should be about what the employer wants that they provide. Dump the ‘I’m looking for’ — both the attitude and the words. Instead say, ‘Do you need?’ And make the ‘need’ one that you — as your attached resume clearly spells out — are the ideal person to fill.

				Showcasing your attractive personality

				Your cover letter is a chance to bring more personality to your application than a resume can carry. It suggests, even subliminally, whether you’re open to new ideas, results driven, energetic, a people person, cheerful, agreeable, and cooperative, to name but a few premium employer-pleasing qualities.

				Most chief executives say that employee turnover is one of their biggest headaches. Personality is a key ingredient (along with knowledge and skill) in being a good fit for a job, which is why some employers give personality tests to candidates. Your cover letter offers early clues to your personality fit for the job.

				Closing gaps in your work record

				Your cover letter is the ideal vehicle to explain — on your terms — any disruption in your work history. The basic strategy explains the gap as a positive achievement: You studied further, gained business-related transferrable skills while raising children, served in the military, undertook volunteer activities, moved to a new location for a good reason, or resolved a non-recurring health problem.

				[image: beware.eps] When your resume has time holes in it and you don’t explain how you productively filled the time and kept your skills current, yoking your past and your future is very difficult. In that case, entry-level offers are the most likely outcome. (Followed closely by no offers.)

				Highlighting your skills and accomplishments

				Your cover letter is the perfect place to emphasize the high-interest factors that whet a hiring authority’s interest in knowing more.

				This is your chance to connect the dots for hiring authorities and recruiters, counsels Lynne Sarikas, director of the MBA career center at Northeastern University’s College of Business Administration:

				Most likely you have not done this exact job in this exact industry before and don’t assume they will figure out how your experience is transferable. Show them how you meet their specific needs and the unique value you bring to the table.

				By the way, don’t sabotage this purpose by merely repeating your resume using different words and mixing them up a bit. That’s a time waster, and you don’t want to be thought of as one of those.

				Demonstrating your communication skills

				Every survey of employers’ most-wanted skills seems to include the ability to communicate well. By a strange coincidence, almost every professional-level job seeker claims the ability to communicate well — without offering proof.

				An impeccable and robust cover letter provides that proof. It’s your chance to show that you have the chops to communicate clearly, that you’re downright articulate.

				Taking the wheel

				[image: StandOut(CoverLetter).eps] An action close on a Stand Out cover letter tells the recipient that you’ll proactively call to set up an interview. It establishes that you have initiative and aren’t one to sit around and wait for interview manna to fall in your lap.

				Of course, an action close isn’t always possible in a digital exchange when you don’t know to whom you’re applying. Or when you don’t know who’s in charge of a task force selection committee. In situations where you can’t take the interview initiative, maintain your image of a “person of action” by encouraging the hiring authority to quickly contact you.

				Meet the Letters Family

				Like all the best families, the job letter clan has its share of first and second cousins and an occasional odd uncle. The following sections show you how the relatives line up.

				Job ad reply letter

				The head of the letters family is the category of cover letters written in reaction to a published job opening in print or online. Responding to published job openings is the most common job search letter activity. Pay the job ad reply letter the courtesy of customizing it to point out how you match the requirements of the position it addresses.

				You find everything you want to know about writing job ad reply letters in Chapter 8.

				Prospecting letter

				Sent selectively to a relatively small number of potential employers with whom you have some sort of connection (same industry, personal meeting, affinity group), these self-marketing, direct-mail messages are similar to broadcast letters and may overlap with networking letters. Call them prospecting, broadcast, or networking letters: Whatever you call them, you need them. I dissect and illustrate prospecting letters in Chapter 9.

				Broadcast letter

				A type of self-marketing direct mail, the biggest differences between broadcast and prospecting letters are scale and relationships. You send broadcast letters to big numbers of potential employers with whom the sender has virtually no connection. In fact, job seekers often use commercial mailing lists to develop their broadcast letter address book. True believers in the pay-off for broadcast letters insist that their secret to success is the distribution by postal mail or online of large numbers of enticing letters (“a numbers game”), with persistent follow-up by phone or e-mail. Find out more in Chapter 9.

				Networking letter 

				Most networking letters ask for job leads, not for job interviews. They’re addressed to human networks, requesting that members respond by phone, e-mail or Twitter. (Twitter is a Web site and service that lets users send short text messages from their cell phones to a group of individuals.) Networking letters typically reach out to those with whom you have some kind of affinity — fellow alumni, members of your church, civic organization, or buddy group, and so on. Additionally, you may send a networking letter for other reasons — to a hiring authority with whom you’ve recently met, for example; in such situations, you do ask for a job interview. Find networking letters in Chapter 10.

				Resume letter

				An odd uncle in the letters family, this direct postal or online mail document doesn’t contain a separate resume per se. (However, you may attach a separate accomplishment sheet.) A storytelling approach weaves the facts of your work history into a narrative describing your objective. A resume letter is a good choice when your fundamental qualifications are sound but you need to gloss over gaps or other problems. When interestingly written, the letter pulls in readers because everyone likes a good story well told. A resume letter can be categorized as a subset of a broadcast or prospecting letter. Find samples in Chapter 11.

				Job fair cover letter

				Deciding in advance which companies you want to target at a job fair enables you to write attention-getting cover letters to leave with your resume at the land booth or send online to a virtual job fair. View a job fair sample letter in Chapter 9.

				Try a twist by pairing a cover letter with an accomplishment sheet instead of a resume; see Chapter 11. 

				[image: StandOut(CoverLetter).eps] The vast majority of fair visitors don’t make the extra research effort and instead just hand over generic documents, which gives you a huge opportunity to Stand Out from the crowd.

				Thank-you letter

				Think of a letter written ostensively to thank a hiring authority for an interview as what it really should be: another turn at bat to drive home your winning run, not merely an extension of your mother’s etiquette lessons to show your good manners. Focus on facts and comments that advance your candidacy for selection. Chapter 12 contains chapter and verse on thank-you letters and includes great samples, as well.

				Follow-up letter

				Also an after-interview communication, a follow-up letter is designed to spur decision action or even serve as a comeback effort to revive your candidacy after a period of thundering silence from the employer. Chapter 12 hosts super follow-up letters.

				Professional branding statement

				How will prospective employers, clients, and customers perceive you professionally — as Sam Slacker or Sam Superstar? As Betty Boob or Betty Best? That’s what personal branding is all about — your image and your reputation. What you deliver for the money, you expect to be paid. Chapter 13 is home base for crafting professional branding statements based on accomplishments and specializations that make you memorable in the job chase or on the consulting scene.

				You can use a professional branding statement in letters, online profiles, accomplishment sheets, resumes, interviews, blog biographies, and elevator speeches. Even if you never get around to weaving a branding statement into a document, the mere act of writing one is a great way to concentrate your mind on what you’re selling.

				Online profile

				Growing more popular by the minute, this second cousin in the job letters family ranges from short and sweet (executive bio, described in Chapter 13) to a Yao-Ming-tall Web portfolio stuffed with links — photos, blogs, vlogs (video blogs), lists of publications, certifications, licenses, audio or video sound bites, and more. You name it, online profiles have it! Chapter 13 is your destination for online profiles.

				How important are the quality of your online profile and other mentions of concern about you on social networking sites? Very! To cite a single but typical late 2008 survey of 3,169 hiring managers by online job site CareerBuilder.com, 22 percent screened potential staff members by using social networking profiles. This figure was up from 11 percent just two years earlier. An additional 9 percent said they plan to start using online profiles. In sum, almost a third of recruiting and staffing professionals are using or plan to use social networking sites to check up on potential hires.

				[image: beware.eps] About a third of hiring managers said that they had dismissed a candidate after what they discovered on social networking sites. Biggest offenses: information posted about drinking or using drugs, provocative subjects, or inappropriate photographs. More turnoffs: poor communication skills, lying about qualifications, candidates using discriminatory remarks related to race, gender or religion, and an unprofessional screen name.

				The good news is that the survey found that 24 percent of hiring managers said that they found content on social network pages helped seal their decisions to hire candidates.

				E-mail cover note

				Cover notes, which you find aplenty in Chapter 14, are kid brothers and sisters to cover letters. They’re short and to the point. Typically, you send them in text in the body of an e-mail to introduce your attached resume, which usually is presented as an MS Word or PDF document.

				Pulling Out the Stops with Special Marketing Messages

				One of America’s iconic comedians, the late George Burns, told audiences how he defined happiness. “Happiness,” Burns said, “is having a large, loving, caring, close-knit family in another city.”

				That quip works as a metaphor for an elite branch of career management documents. The documents in this group, described in Chapter 3, may as well be in another city because they come out only for special occasions, which are:

				When the job you want is master of the universe and you’re thinking “fat chance that will happen”

				When the job is exactly what you hope to find, and you can’t bear the thought of it slipping through your hands

				When the job is madly desired by so many competitors that you need to do something really special that makes you Stand Out

				Special marketing messages generally are extra, load-bearing documents you take along to interviews, leaving them behind to remind decision-makers of your worthiness. Turn to Chapter 3 to find out what I’m talking about.

				Sing, Cover Letter, Sing

				Call upon your inner muse before desperately resorting to sending out a skimpy, generic cover letter that brings you neither glory nor notice. Pledge to write cover letters that employers actually read; inspire intrigue by creatively using the right words and sending the right facts. Although Part II contains this book’s mother lode of writing advice, here’s a digest of tips to paste on your copyholder.

				Customize and use names

				Is your job search stalling after you submit a cover letter and resume package but before you’re offered an interview? If that’s your experience, why keep repeating failure?

				Realize that, like the dearly departed all-purpose resume, the era of the generic cover letter is gone. Switch to a best practice of customizing each cover letter you send — not only in content, but addressed to the specific hiring manager instead of the threadbare approach of “Dear Employer ” or “Dear Sir/Madam.”

				When you can’t discover the hiring manager’s name (by calling the company or through research), you’re stuck with using a generalized introduction that’s better than nothing but not as effective as “Dear Ms. Carmel,” or “Dear Mr. Alvarez.”

				Speak the right language

				Consider the recipient of your information. If the organization is conservative and traditional, keep the presentation of your information conservative and traditional. By contrast, when the targeted organization is creative and entrepreneurial, the addition of a splash of gifted words or a flourish in design tempts the doorkeeper to let you in.

				[image: beware.eps] I explain in Chapter 6 that the opening of your letter has to hook the reader, selling him or her on your abilities. One of many devices employed to hook readers is the use of a quotation. But here’s the danger: Don’t risk being perceived as a poet without a point by leading off with a nice but unrelated quotation that goes nowhere. Connect inspirational quotations with your strengths, or skip the quotation.

				You can take more chances in approach and language when you really know your audience. To illustrate that principal, career coach Don Orlando in Montgomery, Alabama, passed along a high-risk real letter he wrote some years ago for a client who wanted to become chief of staff to a U.S. senator. She used her network to gain understanding of the senator’s personality and preferred standard operating procedures. Discovering that he was known for giving curt answers, had a short fuse, and preferred take-charge staffers, here’s the letter Orlando wrote for her:

				Your job search for a chief of staff is over. Please tell your secretary to expect my call at 10:30 EDT, Monday, 28 July, to arrange an interview. I will need twelve minutes of your time on the day that is best for you.

				During that short meeting, if I cannot convince you that I can arm you with bulletproof information that moves your agendas forward among all your constituencies, I will leave your office at once.

				But if I can, I will start work the following Monday.

				She was hired.

				State the reason you’re writing

				Always tell the reader why you’re writing, but be tactical about it. To reply to an advertised job, name the position title and where you saw the ad, but don’t squander valuable real estate doing so in the opening paragraph. Instead, accomplish the same thing by positioning that information in the upper right-hand corner in the subject line “regarding” space. Other ways to handle the reason you’re writing are presented in samples throughout this work.

				Explain why you’re a top candidate

				Your basic message should be: “Here are examples of work I’ve done and accomplishments I’ve achieved that match what you’re looking for.” Because you research the company online, you’re able to show why your skills and competencies are right for the job and can benefit the company. You explain any gaps in a positive way.

				[image: Remember.eps] Accomplishments are job-offer magnets. Employers hire for results, not responsibilities. And they like numbers — percentages, dollar amounts, or other key measures wherever possible to quantify achievements and accomplishments.

				Tell them why you admire them

				You needn’t gush with insincere praise when explaining why you’d like to work for a company, but intelligent compliments are a staple of effective cover letters. You won’t be believable unless you get a line on the company before writing your letter. Why bother? Because your appreciation of the workplace where he or she toils makes the hiring manager feel important.

				Declare what’s next

				In closing your letter, reprise your enthusiasm, confirm your desire for an interview, and state what the next step will be. Preferably, you use an action close, telling the recipient that you will follow up and when that will happen. In some instances, you will have to wait for them to contact you. Find out all about the action close in Chapter 6.

				Read and reread 

				Go beyond using your computer’s spell checker tool to review your job letters for typos and grammatical errors. Ask a friend or mentor to look over your letters as a backstop. Your words are going out into the hiring world as your only representative. If they don’t go out in first-rate order, you never get to show off your stuff in person. Chapters 4 and 5 give you writing tips that enable you to write with the skills of a grammar snoot without actually having to be one.

				Be a savvy submitter

				When you plan to send your application package of cover letter and resume online, bear in mind the advice I received from Susan P. Joyce, editor and Webmaster of Job-Hunt.Org.

				Spam filters have been called into service seemingly everywhere because spam messages now comprise an estimated 78 percent of all e-mail received. That means that up to 10 percent of your messages won’t make it through to the intended recipient. Susan Joyce explains how to up your odds:

				Be very careful with the message subject. Be precise and concise, while avoiding the “unsafe” words below. When you’re responding to a specific posting, the job title is the safest, clearest, and most helpful subject for the recipient.

				 Stay away from words like free, testing, money, urgent, payment, and investing. Look at the spam messages you get and avoid their terminology and methods. Find synonyms or use a completely different approach to the subject.

				 Avoid using all caps and punctuation, particularly exclamation points and dollar signs. 

				Watch the words you use in the body of your message. Spam filters check the bodies of messages as well the subjects, so similar problems apply.

				Know that you are usually safest using unformatted text, rather than rich text or HTML. If you do use formatted text, be wary of using colored text and backgrounds, and avoid including fancy technology (Flash or other animation) unless the technology is related to a job requirement.

				For a really important message, you can add a line that requests confirmation of receipt. When confirmation doesn’t come through, you can follow up.This can be a good excuse to call. 

				A Different Kind of Cover Letter Book

				As this first chapter explains, career management docs are becoming important success drivers in a digital era. Cover letters now head up an entire family of new-style job letters, online profiles, and amazing self-marketing creations you can’t afford to ignore. Visit the family reunion in the following pages, illustrated by 126 great new samples from professional cover letter writers.

				
				Keeping everything straight

				When you send resumes and cover letters in an MS Word document, send them to yourself first to be sure that they survive their electronic journey formatted the way they left home. You may find that some portions of the text slip and slide around, winding up in the strangest places. Here’s an easy solution: Send each Word doc as a PDF (portable document format) attachment. PDFs arrive looking identical to the way you send them. You can quickly convert any document into a PDF for free at www.pdf95.com.

				

			

		

	
		
			
				Chapter 2

				Creating Images Online for Now and Tomorrow

				In This Chapter

				[image: arrow]Hopping on the online bandwagon

				[image: arrow]Understanding the mystery of Web 2.0

				[image: arrow]Leveraging the social networking world

				[image: arrow]Guarding your good name in public exposure

				r u open 2 nu ideas? If so, pay attention to this whack-upside-the-head jolt: Your online image is becoming as important as the customized cover letters and resumes you send in more familiar kinds of employment explorations.

				Just as computers changed the rules of job search 15 years ago, Web 2.0 services are becoming job-pantry staples for finding employment and managing careers. And — good news! — many of the letters and other career management documents you see in this book lend themselves perfectly to dealing with your online image and job moves.

				Hop onto news of the specifics at a glance.

				Web 2.0: A New Online Jobscape 

				In the new Web 2.0 world of interactive Internet, you may not be certain who’s who and what’s what in the new social tools. (Social in this usage means collaboration with others to achieve a goal.) Here’s a brief rundown to help you make sense of a fast-forward competitive job market:

				Blog: Originally created as Web-based journals written by one or more writers. Today’s sophisticated versions read like mainstream media stories and columns. You can just read blogs and move on or you can post your comments for others to see. Frequencies of a blog’s publication vary from daily to weekly to occasional.

				 Recruiters sometimes write blogs that job seekers can follow to pick up employment-opportunity intelligence. Additionally, recruiters may canvass blog writers for names of potential candidates who are tops in a field. Blog writers themselves may be experts in a field and become the object of a recruiter’s professional affections.

				 A vlog is a blog that contains video content. A small but growing section of the blogosphere devoted to vlogs is called the vlogosphere.

				Instant messaging (IM): Real-time communication between two or more people. Job seekers IM for leads and company research with people on their buddy lists, and sometimes with recruiters. You can also receive new job postings by IM.

				Podcast: An audio message (file) sent over the Internet. Podcasts can be downloaded and played on portable media devices (iPhone or BlackBerry) anytime in any place. Typically, a podcast is sent from employer to candidate, not the other way around.

				RSS (Real Simple Syndication): Subscribers to these services, which are usually free in employment uses, receive content updates when available from selected Web sites. The RSS job agent feature is especially useful to job seekers wanting to discover new job openings that match the job seekers’ criteria.

				Search engine: Retrieves information — including company research and personnel — sought by specific search terms. A few general search engine examples are Google, Yahoo! And Ask.com.

				Job search engine (also called vertical job search engine or aggregator): Collects millions of job listings from thousands of job boards, newspapers, company Web sites, and other resources, making the search for jobs much easier for job hunters. A few job search engine examples are Indeed.com, SimplyHired.com, and GetTheJob.com.

				SEO (Search Engine Optimization): Technical and strategic maneuvers that increase the traffic driven by search engines to a Web site. Recruiters and employers use SEO to deliver job seekers to their Web sites. And technology-wise job seekers call upon SEO to drive traffic to their own Web sites, hoping to bring favorable mentions of themselves to page 1 or high on page 2.

				 Additionally, job seekers use SEO techniques as a tool to clean up stains on their digital dignity. In stain removal, the core SEO idea is the crowding out bad news with good news, a process described in books and online articles. Find details on how to repair a stained online image by searching the Web for “Internet defamation.”

				Social media: An umbrella term for Web-based technology where the media can be easily shared by affinity groups; covers such technology as blogs, podcasts, video, RSS, and photo-sharing. Illustrations of those with varying degrees of career management significance include LinkedIn, YouTube, MySpace, Facebook, Ning, and Technorati.

				Social network services: Web-based services that give users a way to find people with similar interests. The services connect users by enabling them to join online communities and interact directly with each other. Some of the interactivity focuses on job search and recruiting. The services provide different methods for interaction, including discussion groups, messaging, e-mail, and commentary on blogs. The social media noted in the previous bullet point also are examples of social network services.

				[image: Remember.eps] The difference between social media and social networking is observation and interaction. Social media enables social networking. That is, social media can exist without social networking, but social networking can’t exist without social media. Example: When a recruiter views an online profile posted on a professional social media Web site such as LinkedIn, the recruiter is observing. But when the recruiter is motivated to contact a person who is observed, the recruiter is interacting.

				While all the tools described above may play a role in your travels to employment, social networks are the focal point of this chapter.

				The Great Connecting: Online Networking Services

				Connect. Communicate. Collaborate. Find jobs. Hire employees. All these good things are ascribed to the rising phenomenon of online professional social networking services, which some very smart people say is well on its way to changing the face of recruiting in the United States and other developed nations.

				As an example of what experts are saying, globally recognized human capital guru Kevin Wheeler recently advised recruiters on the recruiting Web site www.ere.net that both a personal and a corporate presence on a social network (such as Facebook or MySpace) is a top tool for success. Wheeler also ranks the participation in professional online networks (such as LinkedIn) as being right up at the top of essential tools that link business people and careerists who know each other together in a Web of interconnections.

				First, a little background: Social networking services originally became popular in 2002 as fun things to do among teenagers and those in their 20s and 30s. MySpace and Facebook were the big winners. With LinkedIn’s 2005 entry into the marketplace, the social networking services became business things to do. Facebook and MySpace now encourage professionals in business, as well as fun seekers in their original base, to post online profiles. But LinkedIn has captured the prestige and numbers in the professional and business market.

				Valued at more than $1 billion, LinkedIn continues to expand its purpose-driven franchise. In 2008, CNBC and LinkedIn sealed an alliance, in effect combining their business audiences. The deal followed an alliance months earlier between LinkedIn and The New York Times. Other newspapers such as the Chicago Sun-Times are using social networking to offer reader forums, blogs, and communities.

				Why the race to pair up old and new media? Traditional content owners intend to hang on to their audiences and advertisers as they move to new media environments. Online social firms need to keep their sites compelling with relevant content. It looks as though the alliance between old and new media will continue to grow like Jack’s Beanstalk.

				Downsides to social networking

				Online networking clearly is too gigantic a sea change to be ignored in an increasingly hypercompetitive market for the economy’s best jobs, but I’m not saying that everything is peachy in online networking land. Here are some of the concerns that I see and hear expressed by networkers and critics:

				Networking fatigue. Some networkers have grown tired of what once was novel. The essential problem may be that they sign up for every new networking site in sight, and then find they’re spending too much time keeping up with their sign-ups.

				User frustration. Aggregating means combining and forming a whole; Web sites as Indeed.com and SimplyHired.com aggregate content to make it easy for job hunters to search for specific advertised jobs. Although a host of start-ups are aggregating social networking profiles, online videos, and more, no dominant aggregator has yet appeared for social networking.

				 As countless social networks continue to pop up — especially those with a niche focus — the environment has become splintered and its bounty hard to harvest.

				 To illustrate, an anonymous but obviously veteran networker on a reader forum laments the usage dilemma: “I have 225 first-degree connections, 17,200 second-degree connections, and 1.7 million third-degree connections. By the numbers, this is a healthy network. But what do I do with it?”


				Reconnoitering resources

				Shameless disclosure: Why do I mention only the biggies in this chapter? I do so to keep my sanity, as the virtual vendor world seems to grow by the minute. In the past 15 years I’ve observed virtual recruiting firms launch, hype, merge, acquire, fail, rebrand, and switch focus faster than most of us can track. That’s why I stick with the main online players, who are less likely than start-ups to bite the dust, or to quickly revamp their mission the day after this book is published. I do list a number of leading social networking services in Chapter 13, and I daily wish each of them good health and long life.

				But I feel your pain and understand that you need more specifics to tackle social networking in all its glory — but that’s a different book. So try the following suggestions:

				If the history and the current composition of the social networking industry are important to you, jump on Wikipedia to search for Social Networking Services and List of Social Networking Websites.

				To review a list of current recruiting vendors with succinct descriptions of the services each offers, visit directory.ere.net.

				For an easy guide to whistling while you’re working your way through social networking know-how, refer to a how-to book, Seven Days to Online Networking by Ellen Sautter and Diane Crompton (2008, JIST Works).

				Grab a copy of Alison Doyle’s Internet Your Way to a New Job: How to Really Find a Job Online (2008, HappyAbout.com).

				Find many niche social networks with a search engine, such as FindASocialNetwork, www.findasocialnetwork.com. For search terms, use your industry, career field, geographic location, or just the word jobs.



				Eternal digital billboards. Like resumes, online profiles (See Chapters 13 and 16) can be like the guest who came to dinner and stayed and stayed and stayed. Documents love it out there in cyberspace.

				 Enshrined in time, resumes and profiles can pigeonhole a job seeker, putting the seeker into a particular category that may be too rigid. Examples: If a profile pigeonholes Josh as a photographer, he risks being overlooked for his work as a sculptor and painter. If a resume pigeonholes Jeanine as a public accountant, she risks being overlooked as a candidate for a senior internal accountant position. Candidates can’t be sure that sophisticated online research does not reveal chameleon-like presentations.

				 So why not just try to say you’re a one-person-band in your online profile or resume? Except for micro-sized companies, employers usually prefer to hire a specialist, not a jack of all trades.


				Three ways to win in social networking

				As job seekers migrate to online profiles, how can you be sure that your wild party or frat days don’t put your online professional person in the dumpster? By bearing these tips in mind.

				Check yourself out. Google yourself periodically to see what’s being said about you on the Internet. If there’s a problem, see SEO tips earlier in this chapter.

				Make circumspect comments. Don’t let it all hang out about what you did last night or make statements such as “My boss is a boob” or “We should call in sick tomorrow and hit the beach.”

				Skip snippy talk. You take your reputation in your hands when you blog barbed or negative observations about employers and specific people, unless you are in the blogging business as a political commentator or entertainment critic. Otherwise, put an online smile on your face.



				Employers’ legal risks. Employers fear legal exposure if, prior to meeting a candidate in person, they uncover information about the candidate’s characteristics that can lead to discrimination in hiring — such as gender, age, sexual orientation, or religious beliefs. Even when a hiring decision is made without bias, the employer may have to defend the non-hiring choice to the Equal Employment Opportunity Commission, or in a court of law.

				Recruiters’ time management woes. Recruiters may source (find) candidates themselves or subcontract the work to professional sourcers. Scouring social networking sites, blogs, and other Web 2.0 resources eats up enormous amounts of time.

				A secret garden of informal references

				Although your online presence — including an online profile — increases your visibility to headhunters out shopping, it can also squash your chances of getting the job.

				Formal reference checks are made just before or just after a job offer. But a kind of pre-reference check that can be called “informal reference checking” appears to be a growing practice.

				Here’s what happens: Recruiters and hiring managers turn to Google or another search engine to get a heads-up on potential candidates and then move to such social networking sites as LinkedIn, Facebook, and VisualCV. When they like what they see, the headhunters decide whether an individual is worth talking to.

				Even if the writings and photos you posted when you were young and foolish are beyond professional criticism, remember the popularly held beliefs that “birds of a feather flock together” or “a man is known by the company he keeps.” Because your network is a reflection of you, be selective in keeping your network filled with individuals you’d be proud to stand next to. Use good judgment in “friending” others and the groups you join. In a time of informal references, you want your online presence to be empowering, not handicapping.

				Start Spinning Your Web

				No one method of search has a lock on finding attractive employment. Yes, you can still find a good job without turning on a computer, or wearing out your thumb texting or twittering on wireless phones with nano-sized keys that you can barely read. At least for now you can, and if you’re 60 or older, you probably can outrun the relentless shift to technology-driven recruiting and job search.

				But otherwise, if you’re over 40 but younger than 60, think twice before putting on your Andy Rooney mask and welding yourself to a metaphorical manual typewriter. In challenging economic times, merely being good at your job may not be enough.

				Management seems always to be on the lookout for ways to cut costs, including labor costs. If the budget-whacking agenda doesn’t take hiring for your job beyond your borders, it may take it domestically to younger workers who’ll toil for less pay than older-and-wiser individuals.

				[image: StandOut(CoverLetter).eps] Get an edge by making sure you know how to use social networking technology — even if you have to take a class in it — and practice writing Stand Out career management messages that show you can make or save money for an employer. 

				P.S. As we stand between technologies and generations in these changing times, this book’s technical reviewer, Jim Lemke, wants me to remind you not to forget to integrate multiple approaches to produce a truly effective job-search strategy. Use everything from newspapers and job boards to traditional networking and job fairs, to headhunters and social networking sites. Consider yourself reminded.


				Audio sound bites in your profile

				A Stand Out online profile never sleeps. 

				A routine online profile sleeps with the fishes.

				Help your profile stay wide awake and totally dry by including an audio bite. Keep it short — perhaps 15 to 20 seconds. For a topic, you can give your branding statement — who you are and what you bring to an employer’s table. (See sample branding statements in Chapter 13.)

				You can also insert a video bite into your profile, but an audio bite is easier to do well and is likely to be more acceptable to employers for several reasons, including these two:

				Employers are reluctant to accept video resumes for fear of bias claims from job seekers based on such visuals as age, ethnicity, or disability. Their reluctance presumably extends to short online profile video bites. With the exception of performing arts and other jobs where looks matter for business reasons, cautious employers don’t want to see what you look like in a video or even in a photo until you’ve walked in the door for your interview. The law isn’t settled yet about how visuals on social networking sites will be evaluated for potential bias.

				Most people aren’t great at public speaking, and being in front of a camera is even harder. You may do yourself more harm than good if you’re not an accomplished presenter.

				But if you’d like to enliven your online video with a dash of audio or video but are a little shaky on the technical side, here’s the step-by-step drill, according to reviewer Jim Lemke:

				 1. Determine the type of audio or video file you must upload to the host site.

				The host site, not you, decides what it will accept. LinkedIn, for example, allows you to import to your profile only a JPG, BMP, or PNC file. But other profile hosting sites allow you to upload a WMV or Mac format video, or a WMA or MP3 or MP4 audio file. Huh?

				 If you insist on knowing more — or anything at all — about the above files, look them up in Webopedia (www.webopedia.com).

				 2. To find the type of file the host site will accept, look on the site’s profile edit page, or a subsequent page.

				When you’re not sure what’s acceptable, you can enter audio or video in the host’s content search box or help screen.

				 3. Still puzzled? Befriend a geek.

				

			

		

	


End of sample




    To search for additional titles please go to 

    
    http://search.overdrive.com.   
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other questions, plse fel e 1 contact me t yoe et comenince.

Stnding by,

Steven M. Daics
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Designer Stands Out

with Skills, Education

Subject: Very Talented Graduse for Instructional Designer
Dear M. Kyzer:

Noting your posting on Monsic foran Insrctionl Designer, | ave  solid
background inthe areas of:

* Necds Analysis
* nructiona Design that fouses on sysimtic coninuous mprovement
* Facilation of web-bssedtsining programs

* One-onone trining and coscing

* Coment Development

* Customer Sevice

*Saes

Iwill complee a maser's programin Instuctionsl Desgn atth Uiversity of
Massachuscts in May: focusing on AdultLearning Theory. Conten Desclopment, and
Organizations) Development.

Il thst the posiion you have adserisd s an excelent it with my quslifiatons.

1 call oo next week afryou'se had i o check ot my rsum:
Sincerely.
Shelby Baroum

MyEmail@Usa Net
Phone: 5555501
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Networker Follows.

Up Job Lead

Subject Offce Mansger: Pa Gl reer By Larson,
Dese s, Carkon:

ourcollague Poul Gokd, whor |t 3 e ctworking e, nformed e of the
opening within yourorganizatonfor 3 compeent Ofie Manager. e spok bty
hout the qalification and eqirments bt coukn' provide ot of el He asked
hatlconact you o more nfomaion,

Lam aachingmy resume o his .l an ff o s fwe ave  mach conceming
e requirement oftheposiion nd my qualificton. Please contct e o e
uenionsand o schedle e o Ik peron.

Asyou prbsbly now, Pa G tink you rgnizaton i secil and that you ar &
‘wonder. ' fdup ahot xplcing this opprtnity with you.

Albes,
Bty Liron

B lraniyaoo som
s
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Professional Confirms

Group Insider Starus.

Subjct Responding o You: Sucessful PR & Advertsing Pro
Dear [Namcl:

Abeadiine of“Pop Songsiress Athena Quits Singing Carer” would,of coure, draw.
my ttntion. But n0 mere than your posting fora publc relaions nd advertising.
profssional for my favorte social networking s, NtSocialTme.com’ My
undergraduste degres i incommunications. A you will sce on my resume | currntly
‘work a a consultant for a major brand consultacy.  posiion that affors e the
opportunity to hone the considerable wrtng kil thatac ky 1o this posiion. Plessc
o not hesiae 0 contact me for any adional information. A an avid user of your
socalnetworking services. | espcially look forward 0 earing rom you

Teresa St Vincent Padsy
TSVPI@marquce info
123555011






OEBPS/images/402214-fg0825_fmt.png
Jason Macdonald
565 o Crocens
Tornin NN 31
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Avtenton: Me. Roberts

With over 13 years of successfulclectriclexpericncc n 8 manofactuing cnsitonmen, |
wonkd e  great it fo the positon you nced o il Spend 10 minutes nteviewing me,
and you'l quicky agree that U wellqualificd 0 do the o you want done,

Inmy currnt positon with VP Plastics 1 a Maintcaance Fltrician, | m responsible
for peforming the mintennce and rpai of machincry incldin clectrica, mechanic,
and bydraulic systems, | am also involsed in implementing presentaive and prodicive
maintcnance. Addiional dticsinclude managing al power dstrbution i the plant and
troubleshooting PLCs control syt

L curenty hod an lnveprovincil lecrcal Liccnse, and | have  solid understanding of
ccctical systns in 2 manufacuring environment. |am organized,work wel alonc or
wth others, nd welcome the opportuniy o leam ncw kil

1 you ae ntrested i sl st and ighly mosivated andidac, we shoud speak.

My resme i atached for your review and | m avilibl fo an interiew 3¢ your
convenience | ppreciate youe ime and look forwird to spesking to you.

Sincerely yours,

Jason Macdorald
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JONATHAN B. ABBOTT

S8 aand Pt
Tulosea, FL 02927
SS5sss0111
e
M. Bernad s
Ditctor o Human Resourees
SutnSand Sports

3837 Main St
Tulosa, FL0927

Dear i o,

As long tims outdoorscnhusist and supporc o you products, | was vy excited to
e that S Sand Spors i planing 0 buid i my arcs. | would ke tobe
consideed forcploymentat our company in e constrction phase of the e
buiding with e golofraniioning o Faciltis Diecor

1 my 25 years of experence i thebuiding industy,  have successfuly managed many.
mul-milon-dola projects nluding ourlocalspors arca and seeral biings o
Tulosca Community Collgs. My song understanding of mechanicl sysems and my
st sy o fead diversecrews ake e anexselot candidat for s poiion.

My rfernces say | ama conscintious,prosci eadee who rouinely ollows jobs from
a1 successul compltion, ot underdeadin and under budget,

1 woukd brin this sme xpartis and cusiasm 0 your company. 1 will be atending
‘your Jb Pt next ek and ook forward o discussng my auslfiatons withyou t st

Sincrsy,

Jonathan B Abbort
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George Lansing

[Date nside address, saluation)

As Dircctorof Operations for  nationwidertslarganization, | successlly nnovaed
and introduced operational, merchandsing cusomer service, and employce raining
programs.
Bottom-Line: Salesclimbed $25 millon annual
ncreased by 13 ull points withinthe ist year.

and the gross profit margin

As Regional Manager, 1 reversed a stors-<losing tend and umed  non-producing.
region ntoa ighly proftable operation.
Bottom-Line: Under my managemen, the region achieved the highestsales
Volume throwghout the entire company comprised f 52 regions.

As Store Manager, | provided superior ustomer service incrasing average sle by $0%.

Bottom-Line: Recognized for signiicanty increasing store saes, margins, and
profis (o record heghs.

Throughout my caeer, | have demonsirated my abilt o dentiy challenges,implement
effctive management pracices and espond to market demands. Beginning with a
concep, L have creatd and mplemented sles and marketing statics designed (o
achieve botom-ine resuls.

Equaly important ha been my succes in recruiing, developng, and dircting teams of
wel-qualified management andsals personnel. By ereting prosctive busiess cultures
encoursging employee paricpaton in the decision-making process nd rewarding
individualcontributions, | have bult profitabe busincss opeations.

Lam now exploring new opportunities hatwill allow e to contnue 0 prodce while
offering new challnges. I you necd a profesional with my tlents, | would welcome a

Very tuly your,

George Lansing
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hares Ty Present
O Technoges

120 Robe Tt Avenwe
Columbi, SC 27104

oear Crares:

Frst of o, thaik you. 1 el enfoyed ur comersatonth ther oy and s
compeely namored with th Uemendous succs you have bous 0 PYD. There re it 3
Pandilof compares tha hove Gxperenced Such a9esshe FoWh and an et Song
a0 sustined prfaviy ove the yers t come

1 oukd ke to b ort o the YD tem — i whstever copcty you e st
apprprat and of most e | renz,of course, ht you aready hove an KR et who
Hag sicessfuly managed th functon (voughout the curse of th componys devlopmrt
s ok my itenion 1 compete i e STah, B athr t complemnt e et 3nd
o e HR ears t the crgonzatn.

Lot e ighight what 1 considert b my most kb asets:
‘Lbave met the challenges of accelerated cecutmeat:

1 @), launched a rcrment it o repoce 50% ofthe total werkfrce
2 900 prsoncrganzton. T was &Eampished i st i monkn a0
Was e ey Giver ot Gz’ Scesl eposion0s.

I doe), when i s th s ever W excutv o  gonth organztion, |

e 6t (), | spested e crment s

"0 mrement personnl Ths was 2 massve afort.
G e i s 30 e S o
U e,

‘Liave met the chatlenges of emplayee retention:
- During my employment it Helms Firancal, e were st t s

unpreedented ae. Th faser an crganization rows, the more iical e fous:
it bcome.Cotsasacted wih cument con e SgmIKont3nd s b0
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A Markoing Managrfor th ol busiess unit:

+ Loga gl teamof maretng and rocuc manages o oo

s roram scoo, i essed o ven by e an
$50mton ncremerialy 6 mons.

s Matketing Mansgerfor h hrdars progran:
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JAY SMITHSON
187 Macison Avenuo 5, Brookin. New Yok 10073
2125550111 (bome) - (212) 5550112 (c6)+arson@yanoo com

[C]

Ms.Shelby Anderson
Vice Prsident of Global Marketing
Alled Technology

One Alied Drive

New Yok, New York 10021

Desr Ms. Anderson:
T oday’s cconomy of domestic and global competton and incressngly nnovative

echnology in manufacturing operation. you nced a Dircctor of Markeling withthe vision
and scope tobring muli-ie inemationa projcts o rition.

Wit over 10 years hisoryin marketing and businss devclopment i positons of inressing.
responsibily —begining with a smal, amily-owned company andleaing (0 my present
‘position 35 Direcor f Mrktin and Business Developmen for Toyota Heavy Indusres —
Toffe that ision and scope.

pride myselfon my abilty o become ot in new echnology and ndusty, 1 am
‘mulilingual (Japanese and Tallan), and presen  strong recond o providing decisve team
Ieadersip and dirction. As reciplent of the “President’s Award (wo years runing for
outstanding contibutions company-vwide, 200512006, 1 can brin to Allant Technolozy
the K of ovaton and Ieadership that il nrease Alliants market share and lotal
prsence as an indusey lader.

Lam enclosing my esume and wil send copy (0 Ms. Arden Hoschis, Director of Human
Resources,as well. Lt meet i person o discuss n gesir detilyour needs and

my qualifications. 1 il call Your ofice the week of September o detcrmine i a ntrview
may besrraned. 1 you would ik 1 contact me inthe meantime,please <all my cel
(212)555.0112,or ¢ mail me at smithson@yahoo.com.

Sincerely

Jay Smithson
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JEROME NELSON

Dae e s, stion)

Like many st graduncs. | am cager o begin my caree i ianc, Uik b, | e st
e Bl deges s o cnough o qualily n sy ighly competine ke, As sl |
Hoveworked gty o spplemcntmycollge cducaton it hndeon xpericce i il
enisomens,quipping me with 3 wide rangeof il s Finanial Anlyt. Throughmy
Crployment s duesions i hve evclped he usifcton tht will ik e 3 st
o your company:

Financal Silsand Experince:
Morethan 2 ycars o xperince n 3 coportc cvroamen s faacial avisor along i s
ckground inrancial anlysis poring. budcting.neotating and bisines il plaming.
Appy fnancil ol oy, e, ad iz st fnds

Keen Resarch, Analytea and Qua

Adepin evicwing.alyzing and syniesing il dt s well as iewig chalenges fom
e perpetine o aive st cresive saluions.

i S

Computer Software Toos:

Demonsed profcieny neaming e sppiations quicky, | am il nusing Micosot.
Wt Excland Accs dibas softar. | sl Momningeta cxisasivly o rsereh dta oo
ot unds

Proven Communic

s Orgaization

erpersona sk
My colltive expericnces hav cubled e o b my nerperonal, writien,and vl
communications il which include decloing fnancisl eprsnccin wih sl and
vl cutomes and deliveing precnistions Culivatin and aimning postive retiondips
ilha wide rage ofperionales have el i g el ntwork o stfedcliens.
Anche i s my ity o ety organize nd manage my sy 10-day responsilies for
i prduciviy.

Baselon my et and dedcated s, 1 v b reogaized o my contibusions o busioess
rowth and eIy nscd  ighly motated peosions] o gras e concpts Qi
Joves o leamand offs he personaldrve, il and conidenc 0 sccee, | would weleome an
i and will ouch bt ilh yu net weck. Thank y0u

Sicerety,

Jeome Neion
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Julia Stephanie Deeker
Home 682555011 Co 8065550112+ s 28 Bttt

st

e, ot St
VP information Systams

Kisglo Groam,Inc Tolent et

1300 Roline Piaza Senior Stafl Ansiyst
Oatos TX 75000 Onthe movel

ear . St
1 beting dotars o Kispe Cream donts (ouch) you haven' mt an T schoduing analstwih
Dot chops han 1 3cqurod curingmy srvices 35 3 soior alfanalys i spocialzad

raining i Tl Worlosd Schacser Schodusng and Operaions. Oucky oy Cradental nclud:

25 years of working on various job chaduling softwar, soluton-ocused, process.
Improvement o ncrease profiiency work with I applications, use 0roups

+ UNIX, ESP/Encore, CATICAT1, MeAfeo PGP E-Business Server, MVSIICL for
‘Computer Oparaions, NVS Oporation Traiing, STK Tape Liraries

+ Gore strengihs encompass: managing servers, ystems, applications, and backups
by uilzng ob schoduls,fle Uansfes,dsaste recovery, snerypion, and media
managoment in 3 securs Data Conter emironment

« Intrporsona kil fo nterfacing wllwith sl evels of management

11you curtenty ar seaching o  stand-out wh my cradentas, o meet an talk about how
i conioute my lochica nowedo and eaderé sk 1 achioing yourcrganzaion's
Suategcabjoctvos | can sufl my el 1 50 n you ffcs Wik 4 hors of heain fom
Jouon my oo 8885550112

Scare,

Juta Staphario Dasker

Endosuro
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WARREN CALLAHAN

170Vl Roo, Grds P ARTIEZP)___ welmdishoncon __amsssorns

(D nside addess,sluarion]

Following ou ntiguing comersation a the Aiport Autority Open Forum on Apil 19,
have atached  copy ofmy resume for your reiew, n anicipation ofa need for
Emergency Services Operaions leadership witin the Grande Prari Airport Authriy.

“The Grande Prire Aiport expansion prject presents ignificant and exciing growih
opportnitis fo the entir norhem region of Alberta. | heartly agre withyou: The
impertance of substantalemergency preparediess nd rsponse infFsIUETe 10 Support
ransportation, warchousing enan, and public safey and secury requircments camnot
beoversated

Asa potential memberofyour tcam, | offr he following expertis and experince
improv the electivencss of safty and security operations with the GPAN:

> Over 30 years ofcaece experence in emergency operations hersin
Grande Praiie, with S years of experence in 3 senior management ol
> Proacive change eadership i eshnological nd opertional
improvements.
= Esablished eputtion and posiiv working rlationships with local and
egional cmergency srvie partnrs.
= Visionary innovation with a verfsbl recordof sccomplishments
ncreasing cos savings and decreasing administive burdens.
e sirongly that | could make asgnifcan conibution 0 the ftue suecess of the
Grande Prairic Aiport Authority. | would be happy to ke myself available to discuss
‘yourvision fo Emergency Servies Operatons wihin your organization i greatr
il Lec's k!
Sincecly,
Warrn Callahan

Enclosure: Resume.
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Dear Nameof Tck Fore Chair}

“Thank you and sach of your ask force mermbers ortaking th it st it me this.
‘weck o discus the positon of Vice President, Marketing. 1 enjoyed our disussion hout
‘your rganization, s philosophy, and s oals and bjectives for he yearsahead.

highlight again some ofthe ey niaivs | would xplore a viee president. The goul
would stve 10 meet e threcfok: (1) srtegic growth and deselopment (2) band conss-
tency and growth and (3 appropratc uss of ntrnet echnolog.

Withrspeet 0 sitcay. | ill ratea rosdmap orthe aganizaio's rowth which wil
include benchmarksfor assesing goals. A you may recall. | created it plans ofthis
natue incomnction with my carlir adership ol for Fire Soutions America whih
ncluded cestion of 3 blucpint document that 1 subcauenly used in consuling activites
with other companics.

Withrespeet 0 brand conssency. | will eview al uses of thebrandin print and online media
o cvure thtt s bing accuratly representcd. Inaddion, 1 il conduct an el audi of
e brand among mermbersand oluntcers o gt thei perceprions ofthe brand. This i
ogeiher withan understanding of what compeing orga e dong, will s in
devcloping a ltfom o detcrmine how fr o grow, expand,and sirtch the brand

Finall.cachofthe abone goals involes the wse of et tschnogs. particulrly an
assssment ofthe social medialandscape. To mee thegoal o effctvely using Iniemet
{echnology. il conduct escarch o detemine where members o for nformaton on
usiness e, inludingthei favorite logs and online publicatons. Information of this
nature il hlp deniy dstinaion ks fo he sydicaion of contet 10 position the
onganizaton a3 hovght lader:

A you can e, [ wekome th opportnity o discuss my qualifcations urtheror answer any.
uestions you may have | hope "' go!

Sincerely.

Kein Motnsau
EmailX_motncau®@ gl com
Phone: (926)$S5.0111
ol 028) 555 - 0112
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BENJAMIN R. JACOBS
T Tt Road # Watkins Glen, NY 14591 # Tekphone: 607555 0111
© E-mil il mailcom

D)

M. Jyne Harison Manufacturing Production Superssor
A Manofsctring, LLC

26 Adas Road
Dayiona Besch,FL 32117

D M. Harison:

“The other Saturdsy moming | hd an unusual crgencyrequet: Could v ke
eplacement part for  profesionalrce car? s we coud! And e did! Fom
Cifctively overceing day-to-day manufscuring operations o coaling hat e s o
compete tatSaurday afcmoon, 1 3inays derine consderable personal sasfcion
nsuting my emploer’s suecess.

Fimrloating o lorid and bav hesd goodhins about A-1 Manufcturing, LLC.
Youradvertisd opening or o CNC Prduction Supsvisr sounds especially niguing.
Encloscdar my resume and s of efrencs.

Managing a varcy of prjects simulancouly s parcla gl of min. 13150
Randie highsiressstustion calmly nd fficietly. the stcnghsiclu

26 years experiencein Job Shop
Signifcanproduction opeatons andproduction shedulng knowledge
Prciced i the conceptof Total Qualy Maragement (FOM)
Firsrte communicaion and probem soving skl

Cost cogniant, thorough,and elcent

dapprcite the pportuiy 1 e discuss ow A-1 Manufactrig, LLC, cold
Benei fom my shlies. | will be i your arca et wock and will plan an iving you
ol Thrsday sboutschduling a neriew:

Thankyou foryour ime in eviewing my resume. ook forvard 10 meting with you
Sincrdly yours.

Benjamin R.Jacobs
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“Amanda Duvall is a natural leader
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GERALD S. SCARDINO
3344 Clff Ave + Darwin, FL 79432
8065550111 » gsscardino@doorcom

(ote)

M. Ted Shackshaw, Production Manager
ABC Heaith Services School

5401 3ith Stret

Lubbeck, TX 79423

Dear e Snackshan:

What 2 peasure it was to sk with you carerthis week regarding your curent opeing. |
appreiate thetme and nformaton you shared about your departments curent needs and
s

At reviewing our conversatio, i vident that a key aspect o s pasition s the abity
o work with ohers and hlp medical prfessionals develop curricuum tht improves the
qualty of video producton. s we discussed i our intervew, | have worked successfuly
with many dverse groups, incding staff and administaton. My strong background both
i education and video production has allowed me to develop the skils necessary.
for helping others plan and implement an improved video lesson.

ook orvard to earig fom you agai 5o that we may continue ou discussons regading
Your organzaton’s neacs and the bencfts 1 coud contrbute towards meeting them.

‘Agan, thank you for your interest, M. Shackshaw.
Sncere,
Genld's. scargino
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Duar M Mot

“Thank yosnd e Enmory AdmisionsCommitc fo providing me e pportany o v for
1< Emory Physician Aistan Program, Emory's PA Progra iy st ok, My eson o
Win you s el cmphaiz my cotinid ISt n your progran, prodeyou with
e e, and 0 0TS Y0 O 3 e cpportiy Ut s s poviing e wih
“rsword” expercnce lpin s mcically nderered

During ot o Blivi. oot o ur ot wo ey poe oung chidrea who
nscdd urer. The patcn s D, Robert Mitchelth oopedi rgeon whom | sopor i he
Coud el A rviing the Xoray,Dr. Mithelgreed s ke, e o i s e
e of sugey bot L would have 1 e done i he Unied S, Tha's where | erd the
ovme . Machell ko e 0 sro s U iy e and sison o s aanitarion
Pt

Overth st o weeks, L will ech ot 0sch il s the Ronald MeDonsid Houss o o
e il ad i il whie ey s rcciving e, (v b fond e for Rond
NcDonal o seeral years while 1 was t Georia Tech) Adonlly, D, Ml and 1 will b
‘workin et uronsandfnd il ke on s s ' grct eling to o st
e ca ke et imct o he e of e two e e

The boad scope of the Emory PA rogramprovides e it f e e et 1 ek n
onderto eeune el e iyscan Aistant. 4 1wt e apporuiy 1 e ot of -
Commoniy. Thank oo o our e snd coidration nd oo forward 0 Ko o o0 o0

Simerely.

s, . Philigs
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Bill Amberly
4140 Wison Drive - Montgomery, Alakyma 36110
 weAmbery@blsouthne - % 35 3550111 (el - 345550112 Grome)

Date]

M. Charles W. Moran
District Sles Manager
Arist, Inc.

500 Northridge Parkway.
Suite 00

Montgomery, Alabama 36100

Dear Mr. Moran:

g ur store 1 be e bestof 12
Topped &4 tough compettors i sinie product i rovonue.

“The ooy onotowinan Eio Gustomer Senvico Award
overy quarersinc tho award was niroduced.

1 put e bottom lines at the op oftiseter bcause | think Arista deserves that kind of
performance from your next Retail Manager. I you agree, d like o explore being that
Peswest member of your team,

“To make the hiring decision as casy a5 possbleforyou, 've ilored my resume o your
ecds. Right at the top of the next page you'l ind five profit-buiding copatilites 'd
Tike to putat Arista’s disposal at once. acking them up are 11 contbutions Fve made
to my employers. As you read aboot then, | hope a centra thought stande out: | go
beyand just slving problems in my store. 1 share what | lesr with every store i ur
disict,

Butany resume, nomattr how wellcustomized o your needs, i no substitoe for
people speaking with people. Thar's why Id ke to call i a few days o hear sbout
Your speialretal store management requirements in your own wards.

Sincerely,

Bill Amberly.
Encl: Resume
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“Transitioning Marine

Sells His Skills

‘Subjet: Dulivery ity operations supervising skl Novy mined

Aferadin your nfin o posing o an EXPRESS DELIVERY FACILITY OPERATIONS
COORDINATOR, my aulifcaions woud ik oo themslv 0 you reuirmens. |
will ave the .S Main Corps i bwo months e s asgnmen enly persive
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Orlando Mart
19 ssso111

[oate]

M. John Reingold
Managor

Magnet Sports Center
7899 Qualcomm Way
San Diego, CA 92102

Dear M. Reingokd:

Most peoplo agree that health and fness are bocoming mora imporiant in 0day's
‘worid, espocially bocauso o estyle prossuros and incroased longoviy. Bu or
those of us who are in the business, iness is o oly a way ofife but lfe-gving.

Fitnoss has boon my passion and my careor. | have thoroughly njoyed overy
minute of teaching people how 1o understand thlr bodis and achiavo porsonal
finess goals. and | am honored o have made a diferenco n the ives of my cints
over the years.

I Septombor, 1 il bo elocating fo San Diogo and woud iko 1o continue doing
‘what 160 best — oaching peoplo about ftness and ntroducing them 0 the
‘wondertul mental and physcal bonefs it can provdo. From the enciosed rosumo
You will 60 that my carcor has boan both dverse and rowarding, afforing mo an
‘Spportunity o reach peopl of al ages and levels of finess.

1would sincerely apprecate an opporuniy 1o meet wih you and discuss how my.
background and experience can bonoft your outstanding program. | wil cal your
officoto schedul a personl nlerviow at your converionce

Thank you for your tme and consideraton.

Sinceraly,

Orando Martinez

Endosure
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Exccutive Features.

Big Name Background

‘Subjct: Maketin Director with Forune 100 Experience
Dear M. MeGill

For mor than 12 yars. | Have helped premicrs brands, such as Brown Software and
Ace Enterprses, achiev revnue gains of p o 18%. Bridging numerous pates o
e ol illion-dola projects t on-me. on-budse deliveryis what 1 do best.

My expets in direct markeing. strategic communiction, nd online advertising s
enable me o lead wide range of iniitives i  highly competitve market. This
along with my creative development experis makes e an ideal matchfor your
Marketing Diecor posiion.

I have dedicated my career o creating synergy amongst dierse paroersand would
ove 0o the same for Worldwide Data. My resume s atached. 1 will be calling you
e week of July 40h o chedule e forusto cxplore what | have 0 offr Thank you
foryourconsideration.

Sincenly.

Jon Banner
0y ssson
JonBamner@cilcom
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Wilam P. MeKinney Page2

Withexperince andan aute and contnuinginteest n the consumer lectronics secor,
Fmintin a broad knowledge of the indusinys relevant and contemporary inemational
business acivitie, commercal trends regulatory mties, and legal afsr. 1 am
Confident hat my skills and abilies Wil trnfer immedise volue to you in the
ollowing coocities:

+ Weighing in on businesssiategies and legal intives that will see the evoluion
of glokal posioning.

« Faclating avoidance, rle,andremedy aganst inelectualproperty ifingement,
Ticensing alidiy/complince, couterailing. mportation safeguards_(global-
counry- or egion-specifc), market disrupion, o oiher unfar rade threats or
injurics.

+ Advancing GE’ influcnce and protetin s interests by appying andor developing
indepth knowledge of industry standards curntly impacting. the  global
markeiplace.

+ Navigating — with fnancial senibility — legacy IPR maters, conceiving and
exceuting offnsive siategies, and creating and implementing precmpiiv actions
and polccs.

+ Avoiding/mitigating risks and costs associated With corporte iniatives and
intemationsl tramsactions.

+ Contibuting my srong network of global, polical, and corporte contacts 1o
excute winning lobbying ssegies.

« Furthering GE's goss of continued growth hrough siong, and sustanable legal
alfis govemance.

Though scure in my curent positon | am confidentaly onducinga search for a new
profesiona challenge within another global eneprise with considerable intemational
business activitics, The prciseara of e | m nvolved with s notmy primary concern

Vam very wel qualifed for semor-eve corporate counsl roles in a varicty of
capaciis; what s crucial 10 me in joining anothe organization s that | serve in &
position in which | can contibute to 3 tcam-bascd cndeavor and make 3 posiive impact
o the lager organiztion.

you can fee up it o e n th nexttwo wecks, | welcome the opportuniy o mect
wil you n peson. Inthe meantinne, thank you or you ime and consideaton: 1ok
forward o speaking with you.

Sincendy,

Bill McKinmey
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‘Scientist/ General Engineer / Mechanical Engineer /Project Manager / Program
Manager / Naval Architect - BOTECHNOLOGY.

17,y in Navy R&D on naval, arospace and sensor platforms

7 s in private sector R&D on Biosensor plaforms

Mastr'sin Mechanical Engincering, University of California Los Angele, 1995
Master's in Engincering Management (EMGT), George Washington Universit, 1991
Bachelor's in mechanical Engincering. 1985, Virginia Tech, Blacksburg, 1985
NAVSEA Certified Submarine Hydrodynanics Trials Dircctor, 1991

Granted Confidential and Top Secret Clearances.

Expertse

© Biosensor R&D.

Sensor networks and sensor concepts

Hydrodymamics
DOD and US Federal Government Contractor
Small Business Innovative Rescarch (SBIR)
Program Manager, Program Devcloper
Project Manager, R&D, Testing, Evaluation, Intellectual Property Licensing
‘Concept demonsiraion teamlead for engincers,resarchers
Innovative Methods Designer
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Nicole Lawrence

12 South S, A, Gorga 30320
o
e encahomat o

Due)

M Timothy Andeson RE: Reai At
Dirctoof Marketing Mangement

Losch Lugasge

500 Fshion Bowleard

Manager of Visual Merchandisng

Asanexprience and commited manage in the compeiine wold of el secking 10
postion myself il succcsl,innovative, ad bes.n <l company. And s what you s,
Which s why my tong bckground i il managemcnt makes e eadsan vore o e job
of Retil Assitan Managrof Visal Merhandiing positon ithLoseh LUgEsge,

Thcsyersago | waspromoted o AsistantCustomer Experence Managert Alpha . My
responsilie ocus oncreating posie customer shopping xperiencs, laning and
mplemening promotonlprogris.oveseingpropet s apertions. g and desclopng
Sl and incesing e profsbily ough cntory maienance and effecine sl
coonfinarion.Durng my arera Alpha I, s revenue icrased by 5% cach year i
Sk decrease by 25% cach yar My st was named op et stre i te it i (4l

Coninuing my ducationa the At st of A am croled inVisal Merchadising
song wih Brand Stcgy and Brand Maketing. | am cabancing my knowledge on consmer
uying hbis.creving visa dislays, nd esming te relationstipbetween makcting plannig.
snd medin. By xpanding my understanding of h el ashion ndusty, hse courscs e hlping
e o casily tegrate e arsiv and cororae st f il

M. Anderson, 1 m confdent that ny expericnce andpasion will ontbte o Losch Lugaoge's
‘srowthand prfiabily. | woul spprccite th oppounity o dicus withyou e Rt Asistnt
Manager of Visal erchaniingposion nd b  could it o Loach Luggage My resome
encosed foryou eiew and comidration. 1 il ol you ffieon Tharday 1 e Whes e
mighamange a mectin. ook forwand o lking withyou!

Sincerly,
Nicol Lawrence

.
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Nurse Uses.

Top 10 Lurc

Subject: Top 10% of Class Nurse Candidste
Dear M. Johmson:

Having rscenly gradusted from Th Ohio State Univeriy, my enthusiasm and desire
1o asistothers s decp and suthenic. | graduted i the op 105 of my class and
received numerous awands of achicsement formy olunteer ok n he community
and a localhosptal

Pleas consierthe following resume forthe Pediaric Ut Registred Norse posiion |
found posted on your st on June 12.  hope you will e s happy sbout my
credenils a | am about e prospectof workin i such  renowned fcility.

Stnding by.

Kathy Lioyd
a2 ssson
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dalyopersions through  notfation vehile, myrequst o seve s spokesperion o diversty in
confuncion with tho Dt o Univrsty Relationswas appoved by th unweriy preident,
L. Cachra, who commended my work by sain.

T plased that youhave mond forard 0 anser questions regording
dicrsty plon o report campis cens, dewiop o campus dierts W
S and dirbte dcrse kil s he communiy”

Asis xidntfomth various prsentation,workshap,andtraning 1 havs conductad e the
Sear and th oncententions fmy potgradust odcaion, | 4 passionst aboutthe s of
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Cxperise with theclleg community a1 The Ohio St Universy-

Hosk formard o metin wit you o answer any quetonsyou may have and o provideyou with
addiiona noration s upplment what appears o o s, Bappily it sour al.
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Cara . Pl

Enclosures: ésunt, cop of eansript,profssona reernces, appiation
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SALLY SMITH

122 ABCO Cicl  Aryuber, 5C 2606
801 353.011 - e b res

[Date nside address sautaton)

twas good t0see you at the st conference. Snce then, ve earned that changs
theairin my agency and fve decided o escarch my optionssooner rather than ater.
Can you help me by ltting me know of any atractive ob apenings you hear bout that
youthink Fm qualfied to il Here's a capsule of my background:

As qaltydiven,visonrytm cber il mor ha  yers of exrience
providing rhsbiltation sevces and managing cascloads in uliple ocstions i the
bt of Albams, | ot conien oy ailiies o geneae g sl
Thave yearofcombinedexprence nprovidin carercounclin 1 job
Plsencnt ssistanc o prsons i e runsiion: diplaced from dsaders, igh
Kol sadet, ol sudens, s persans who wer bing id
iz o osing jobs ha e being oFbored.

My pst s angd rom S Vocaona Rehabilton Counscor,Disict
Stperior and D Rehef Counslor. A smpe of my acomplichmcnt:

© Honored with the Employe of Year disincion by the Deparmentof
Relubiison.

© Wrote succes ol gran proposl has s fdin 0 et
Technology hoese fo persons Wik mild 0 svee esin impaments

el et prducts o cortin e efciencs o e pesomlceds.

© Co-authoed egisttion withSctorDoc for S Jin Rsolton No 123
{hat scknowlodges American Sign Languag 3 e anguage o e reogaired

byt s of Anywhere,poblc schools, coles, andUnersics.

Quaniabl suceesses i ob placements by plcing ver 40 clcis

compeii cploymen s sl yor.

Charte,my resume s atached. [d ke o stay in the South.Plase give me  cll
ifyou hear about something,and 1l get right back o your lead’s hiing authriy.
Youknow ! appreciate your fforts. Thanks so very much.

Albest,

SallySmith
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KEVIN S. FOSTER

470" Road  Forest Hils, Y 11375 0 718-555-0111 o kevinfotergmotcom

(oate)

M. Leonard Clemmons, CEO
Infosource Inc.

34 West 47" Street

New York, NY 10036

Dear Hr.Clemmons:

My former professor, John Severnis, recommends that I contact you regarding
your curent opportunities for Business Solutions Consultants. With over
five years of experience in IT business solutions roles, 1 strongly believe
that my background meshes wel with the needs of your organization.

In my current role at Compusource Limited, | conduct extensive IT audits and
needs assessments to optimize the operations inrastructure and improve
customer servicing.

10 just one year I created a ticket tracking system to
minimize problemresalution time, buit operational scripts
and flowcharts to streamiine product delvery, and wrote.
Inaugural company policies and procedures.

Priorto my position at Compusource, 1 was 2 technalogy consultant for IBM,
where I project managed an Exchange migration program for 25,000 users.

¢ AUIBM I rolled out 2 7,000-seat NT/Exchange and Outiook
initatve, authored a “how to* repository for users, and
significantly trimmed server down time and crashes by
auditing server logs.

Excted by your opportunity and impressed by your company's services, |
‘would welcome the chance to meet with you In person. My resume is aftached
for your review. Thank you.

Sincerely,

Kevin's. Foster

Attachment
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(Date]

M Hary Deiner, Managing Diractor
The Mellon Group

101 Park Avenve

New York, NY 10174

Dear M. Deiner:

Asurvey by Global Investors of 200 plan sponsors deniiied he 10 facors for
hoosing a ransition manager. Trading capacity and the manager's abiiy [0 fnd
liquidty from diverse sources was number one, followed by cost containment;
stltar projoct management kil @ keen ablty t identiy and deter porfoio,
‘operational, and business risk; analysis and reporting capabiles; and
unwavering ntegy.

Withfouryoars' experience providing markel structuro expertis n nstutonal
sales environments incuding Gemini Partners and Lisker Limited, and a 12-year
rack rocord o buling and leading saos lrading desks fo such roputable fims.
s Bank of Now York, Lohman Brothers, The Bock Fund, and Wachovia
‘Securies, 1 have buit a knowledge base that supports the key competencies ofa
‘Successiul tansiion manager and makes me a valuable asset 10 a irm soeking
Someone to il hs cical o

Trvoughout my career, the companies | have bean affiated with experienced
‘unprecedented change. Whether the chango was preciptated by an inaugural
desk,  new account,an expanding operaton, or an organization in need of
tomaround scluons, | was always abl to embrace tho change and daier
Superior resuls in very short e frames. During my tenure at Gemini Partners, |
denified the need for and rchesirated a comprehensive auditof the ' rado.
Systoms, rosuling in 2 450% roduction n monihy ransaction foes and cose 103
25 basis pointincroasa i fund performanca. At Lisker, | stroaminod a now
Systom intogration and oliminated prjoctspilovers by leading prospectv ot
‘consultations o qualfy organizationalrisk managemen noeds, arlculate soluton
alternatives, and Sruclre financilrisk monitoring practces. Through the
evelopment o a proprictary ranking systom at The Bock Fund, | changed the
way ordor execiton efciency was measured o successtuly mitgalo risk and
roduce cost.
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TO: Workforce Partncrship of Austn: Task Force Selecton Committee
‘Adention: Joanna Ramirez and Perry Johansen, Co-Chairs

FROM: Amanda Duvall, 936-555.0111

“This report outinesthe focus 1 will i o your msor s of oncern andexpectations fo he
st tree monihs ifyou slect me 0 serv 3 your new Exccuive Diccto Presidnt and CEO.
forthe Workforee Partncrship o Austin. This plan, subject o revision e i, is based o the
information now avalble to .

Action Plan for the First 90 Davs
Exccutive Overview

Resolse offic-esscchokchold now drsining sgency funds

Estblshscomg opport with siaff t all il

Analyzs effectivenes of grant-wiing funtion.

Revicw catir fding system and audiing protctons

Visit OncStops: eview job- snd abor-market rportin sysems; eview operting

contract; e with comrctors.

‘Appaint sk frce t0 asess qualiy of eining and job-sarch serices o clicns,

ncluding se of Web 2.0 ineactive seviee o specd i s, Review mechaisi

for surance of ongoing implemcatation of up-o-date best practices.

+ Consider sppoiniment ofvluniee ambasadors o 3id saff n promoting cmployers”
particiption in Workforce Partnership setiviis.

o Rovisi mechanisnfo incoming eports from headguarer taff4nd OncSiop managers.
Tssusconcise weckly progres eport 1 Policy Board.

Mk contac with managements ofoher workfoee agencis.

Not: 10-pagereport fllows the exccativ summry)
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‘Mt The Big Three Guy: Software, Projects, Solutions

an Wilson Software Engineer,

+H.(555) S35-0111 9 C. (555) 555-0112 » softwareguy Shotmall.com >

Highly motivatd softwar developer withsrong programing sl nd e for entifing
and implementin imnoative technology soutions ht alig with cintobjecives and corporate
oals Ousanding ladership, probl-solving. and analyical Sl using cotingodge
eclopment tools and ndusty Knowedge. Dilient project sxcsuton widh procision 3nd
patence.
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CHARLES W. MORAN
1450 Wingen Parkwsy Camborvte, Georia 1200 -ZcwmiG0D @l com— 707 560111

[Dato, nside address, satation]

Lk you, 1o boen workingto holp resolve deais of o upcoming partners.
betwoon Arista and my company, Caror Manufaciuring. Bu ato work.on tho drve
ome, o the weekends, one measure of meit capluros my atenton: How soon and
ow poweruly. can we use tho siength of ur now company o extend our ROI? How
6o wo do tha faster and more durably than our compation? | Know d benafi from
your eactions to my ideas.

Many aro roady to ismiss cttonsoed deining as a polentally lucratve market
Sogmont. Tho markot may bo small bul horo ro opportunics tha  tink can
genrato $12M of now revenuo n the first three years alone. In addiion.
‘demanding delinting procoss creates a olow on durable market or pars, Supportng
sorvicos, and replacerment.

10 additon, these factors we help bea the competition early on

2 W hav unique knowledgo of processes and equipment. I not just tinking
about mechanical specs. Our customers know, o soon fad o, dolning s as
much an art as a manufacuring process. f continuing customars' disatsfaction
with our competon s  good indcator, wo have mastarod an art thy haven'.

2 We have personal knowledgo of our customers and their needs—something
of axtraodinary valuo among customers whose culurs value personal
elatonships dferenty than wo do. They v inited Joann and me to their homes.
1o share famiy meals: we've been forunate o o the same. Said another way,
Wo "spaak’ ther businoss language fo mulual benofi

Loveraging all haso advantages i very doable. But, as our cusiomers from Soulh

‘America and Afrca have okd me ofen, words on paper are 1o substue or poople
spoaking wih peoplo. f what you've read appeals (0 you, d ko 1 5uggost a next

stop. May I call i afow days [0 500 how woll my thoughs align with yours?

Sincoroly,

harios W. Moran
Process Engincor
ce: Sharon Carwright

Director of Human Resources.
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Doreen Jones
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prolossionl s, communcainSansivly 403 dpomatcay (nd humeroush when
2ppropiat) wih wers poplaions an exrcisng asoucel Ume-managemen rotcency.

1have o sl s more. A the Viorkshap Speciastat Carsrs R s of Mariohad. ok
oing oy i axprtse. bt iy of 3 e usloor h ook avaniage o o
rosources oflred—a mojoy o 1 warshops, 2 wel 5 Faining Spporues—i S0coma ono
it carear cotrs suceots s,

A 3 casa managor o th pstysar ot Carrs R Us i Carver, o boon v s4ppor
Q. andrekoutces 5 coearcomer chans, Th st hand exparenc hos v
e opparuny 0 sdersiandchnthoods o alenges, and o e e i S0ch S
Potsica. Tho knowodgo and Sl Fvo gandd s poston | bohve ma me 3 500
Candiat o e Viarksnop Specalstposin.

My backgroundncuds:

O Fachtatng e wakshops and counsaling cusomers win a carer
corer s

« Donignng and copyodiing nowsetersand booksin 3 deacine-drven nvioamant.

© Counsning s n a wight il soting-8poston foqoring a0 Soondan
moumtf tac and sonsty

+ Managing anving oo st agency whro, amon oberasks, 110 weaky
copy o oo cusamers 1 heda wnd

+ Tochng ot schoo Engh n  dors, urbon s

ook foward o meotng wih you o discuss i rater detalyour roquicmants andmy
Qualfcatons. 1 o madnime. you have any uestons, eas ol e 1 cotot e ot
761 $55.0112 . 55, o 6.0k e o clanssBereains 0.

Socersy.

oren does

Encosr: Resume
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ELAINE DANZIG
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‘g emiLcom - shype: hineiariy

(D)

M. James Peers
Dean, College of Business Sciences.
Shj University

PO, Box 4444

Abu Zaby, United Arsb Emirates

Dear Dean Peers

Thank you for your time and courtesy during our videoconference mecting on Thurs-
day. 1 waspleased to keam more sbout your Unisersiy and it reqirements, and
apprecated the impressive and informatie Forbes Magazine article on Shaj Unive
sity. Shaj Universityis appesling to me on many levels .

‘one committed 0 the education and sdhancement of women. and s an institution
dedicated 1o the progess of the Urited Arab Emirates and i pople.

Aftr discussing the Directorship position tlength,Lam consinced that your equi
ments and my qualifcations are a lose match. With my exprtie in budgetary
planning and expense managemen, domestic and international progras deselop-
mens, stategic business aliance formarion, st and operations adninistraion, and
‘strategic planning and markering, my ability to direet the Center's current nd future
operaions is well-descloped.

Lappreciate your consideration and am excited by the prospectof leseraging
award-winning skill in intermational programs expansion and mision and vision
atainment to help drive your university’s immediate and ong-term suceess. Enclosed
s additional copy of my resume for your comvenience. ook forward to speaking
with you again soon,

Sincerely.

Elsine Dancig.
Enclosure
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REFERENCE COMMENTARY
CANDIDATE: AMANDA DUVALL

21 Austin leaders have
their own reasons to
applaud Amanda Duvall
Coll(836) 555-0111
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AL experince s been I 2 247365 e envroament 1t developed O s
maragment 5130 ity 1 ety 90 QUK GG pOBRTS.

» Stong technical bockground ensures thorough proect Knomde; furter, ners s sk
a0 Marketog developed appropite L. busins oo Srtegs

Proven Recordof eliverig:
- CaptaProjecs Managemert+ Budget Management + Customer-centric Slsons
 eadersip & Teom Bcgng * Mutiste Opeabons_ + erorance Marogeent
 Becutve presenstons  OusourcingSuseges - Efcency mprovement
S romnng. © ECommerce  Consnas Ouking

 Rso: MCSE Certicaton snd Avardviming employee

s et have o LT, der s custamr fousad. .. you viw e dparments You serve 35
cistemrs. - conments fom pefoonc R, (55)

r Notables:

cas

+ sogura winner of Presidents Achesement Avad, The Ween rss.

+ Groames for ol as Do, L. whie i poson of Manage;in s to -houss monsgement
Courses, compid manager couss wih Shukch School of Businss.

« Lounched revenue-genratng tforms: th s v s € Pt Gt 5% of he
Orgamsias o evenue; ABC Dojectoenrotes e 10%.

S escabte oubl ke by 755 an proved saff moaeby rerbutng
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Dr. Davd B. Gray
123 4th Street
Dover Neck, NH 12345

et s

Dear Mr. August

Do you know organizations i the music
and ats Gield that may be looking for
someone to help support the mission and
goals ofthat group?

Twas seferred 1o you by Carson Hes,
who spoke highly of you as someone
knowledgeable in the local arts feld.

Tam o the early stages of seelang to
put my years of experience in nonprof-
1 to werk for an ats organization. A&
brief summnary of my backgyound is on
the reverse side. Perhaps we can meet
over coffee. 1 will call you next week
to zee what date snd e might work
for you. Thanks in advance. ~David

Julius August Presidert
Islinglon Street Ars Association
97 lslington Streot
Portsmout, NH 33765

S ——

Dr. David B. Gray Cell: 360-560-3343
dbgray@yahoot.com

Objective: Toprovide exccutive leadership to non-profit organization
supposting the asts in the Seacoast area.

With over 25 years leadership experience in the non-profit arena, am able
to provide organizational development, strategic planning, membership,
masketing, and financial development guidance and leadership. Am en-
trepreneurial, having co-founded with my wie, Leslie Wellworth, Gentle
Healing Weliness Center in Portzmouth Have counscling training and
wrote my doctorate on pastoral counscling. Currently working as a an
cducator, am versed in the arts of mentoring and coaching.

A member of Continving Education in Fund Raising (CONFR). Profi-
cient in Office, also Filemaker Pro database software. A good storyteller
nd  good listener. Can write and edit newsletters and case statements

m available to start full-time with fwo weeks notice.

S Huight 4%
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MATT R. LUTHER
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i ooking o e st o ofcpporuntes — ot requies ekt ldorsi, doce.
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rotiom soing and iatbg ro Ky 1o success. Whelhr 0 3 $up, urmaround. nieons
Erpanson o sccorted ronth compay, | have e, s, and 1 Srengh o rarscir
Pocassory o bt g, 92 wi. it 10t o example:

- danid maet v, bt now compony and captured $120 o i nnual ovees i st
Jour. Datuerod 600% RO o vt rovp - 120% ver prjoctns.

+ Lounched antne new company 1o captlz cn emerging markt cpporuies and cresed $T0
ko s omnolevenus e 0t YO0

« Soutcod now suplors and rduced cot of g00ds £0%for kool venrs
+ Roisod$150 mion om VG communiy o o acqisn of g ventre.

Tho st of my caror succoses s exensveandspans th US, Pasic Rim, Eurcpo and Lo Amorica
v n ighprol. sk pocod. and Gvers crganizatons wher | am e 10 cenfy oppoundes,
i e, oLt aances, 1 R o enkes 10 UTecedenied1nancl 05
you 10 n noof s an decisieladerso, 1 wouk woome e opprtuny o spedk o you o
bt undrsiand your spocic 0o andmaro roughly Gty oxpernc. Ay Tosum sules,
Fam ~isonary ionee who has revoltionized an industy wih ianovaive new products, now
marketing srtegis, nd now isvineton channels. T s 1 v 1 g 13 you a0 Yoo
arganzanon.
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IMA COOKIN

o)

M. Debra Svch
Foundg Parner
Culinry Art Cener
100 Boserard West
Hometown, CA 12345

Dear s St

1 3m shoutpasion: pssion for e food,hslth, community nd humanity. My pssion or
Cooking and gardening, slong with 1 tense e o share my knowiedge wichathers hs ed
me along  pah paved with extraordinry expeiences 1nd oppertuniis. Along he way. | have
worked with exemplary rtsns well known nthe cunsry word, sfording me 3n npursced
con.

1w cont of many coors in my curent posidn a Pulic Relaons and Hospialy Mamger
¢ Stovetop Cuinary School,votedIACS Bsk Cooking Shool o th Yeu,[sce], This position 5
hanced by my entrepreneuril endesvor, Dine Wih M, Asyou ook over my resume. |
encourag Yo o ko ook 3w SovetopCookingSchoolcom snd v Dinc Wit com

s continue myfourney though the wonders o food and wine, I srv to enrich the vesof
veryone | mecd siongthe wy.sccomplshing his though coliborston wih cookbook
Suthorsand poblshrs cooking s corriculom coordination nd strcton,and mansgement
f publc and prvte custoryzed evencs. Th g when incercwined with oy cints,
xperience and personaly. is 3 recie or succes

ook forvard to meeding with ou t dscuss my background and phiosophy and whatl can
bring o your e

Socersy.

Ima Cookin
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Multilingual Consultant

Fits International Desk

‘Subjct Part-Time Opporunity-Itermational Cacer & Transiion Consulant

Dear M. Saxenos,

Irocently becams the member of XYZ Asscision and noted i s ewsletcryour

1. MBA (Human Resources).  Cerifed Career Professional have 10+ yesrsof
experience working with pople. n USA as welas in INDIA.

2. Flucot n English, Hindi, nd can understandispsak Punjai very asily

3. Working parttime in my privat practice nd am loakin forchalleging
subcontracting opporunitics

4. Good ptwaorking ahilis esourcfulnes, and excellet communication’
intepersons il

Tam confident in my abilty o make sn immediste contibotion 0 ABC Parner. |
‘Would welcome an opporuaity 0 tlk 1 you 0 discuss my qualifications and
candidacy in forther detail. Afer you ead my resume, ook forward o earing from
You. Thank you.

Sincerely.
Dhvuy Patel

7745550111
Skype:dpatl






OEBPS/images/arrow.jpg





OEBPS/images/402214-fg0812_fmt.png
Calvin Simmons
300 Burgundy Lane
‘Turmers Falle, MA 98859
Home: (413) 535,011 © Cell: 413) 555-0112
Email: culinsimmonsgasicom

pace)
Mr.John Deming My Motto:
Directr o Facity Maintenance. “You can count on mel”

Southwork Manufacturing
Turmer Falls, MA 98859

Dear M. Deming:

Athough | decided to retie at a young age, | have come o ralize that 1 have 100 much
‘nergy and many skils that | stll cnjoy using. Retirement i defnitey not for e
Thereloe, your d for  maintenance techieian caught my atention, as | ofe the
ey qualifcations your company necds.

Specifclly, | ave an excellent performance record n the operaton and maintenance of
ilding systems and equipment, ncluding clectricl, HVAC, telccommuications,
preunati,eectra mechanical, and hydraics 1 am also knowledgeable of st buiding
Codes, safety, and other regulatory guidelnes.

My expertise cncompasscs mult-site faclies oversight, staf supervision, projct
managemen, and vendor rlatons. Examples of elevart accomplishments include
reduction in annual maintenance costs and improved functional capabiltics while
Consitently dclvering aualty serice

Equally important are my planning, organizaton, and communication strengihs.
Despite the challenges that can ofin be encountercd, | have compieted proects o time.
‘and under budge on a consistent basis, 1 would welcome & personal inerview 15
discuss the value | would add to your company. My resume 1 enclosed.

Sincercly,

Calin Simmons
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- Led development and tsunch of more than 800 new my career that
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“Well Kid, i your resume’s as good as your cover
letter, you've got a place with this gang.”
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JULIE E. YATES
3990 Rocky Poit Rond & W_ Melhome, FL 32901 # 321 50111 ¢ smailzemail com
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M. Jonathan Burgess, HR Diresor n ant
Wallnes nc

1333 Business Place

Melboure, FL 32901

Dar Mr Burges:
From hetime | was a Candy Ssiper back i high schol, ' always been passionatc
about helping peopl.Just o ear a5 | realized | could best be of service by pursuing
carcr inoccupatonaltherapy.

1as awarded my Occuptiona Therapis Asssan degree this May a Keiser Univrsiy
where s an “A” stadent, and o th honor ol and dean’s s coch quarcr.

Addiionaly, 1 gained valuabe experince while ntering a Medical South LLC, and
Health Consitants, .

Waorking my way through my oscupstonsl theapy g, | cjoyed my experiences 33
swim nstrutor, wates,and tacher. Whethe somcone i pre-schol 3¢, srior
Cisen o somewhre nbetwcen, | fnd ' asily abe 0 fnd common ground

Workingwithptints, v ks th spcial imporance of bringing somcons ut ofa
shellbcause Spit cquls ovtcome.”

Vim ery excitd sbou sating my new et i ocopationltherapy and m compltely
focused on providng the best posible paten service. ' known for being rganied and
alvays cager tolam.

‘Sou beiew, ik 1do, tat my qalifcationsand expericncesar of value to Wellss
I T wouldwelcome e opportunity o meet with you. ' cncosing my esume and
eferences foryour rview

“Thank you very much oryourime and consideration. 1 will llow up et week.
Sincrely yours.

JulcE. Yates
Enclosures: Resume: Refeences
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though I've been at my present
=) position for over 5 years, I'm ready
3 fora change.
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ANGELA D. LAKE
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Nothing great was ever achieved without enthusiasm.

Rl Waldo Emerson wroke hos words more i 150years g0 —ye hy eray g rueeven
oday.And whethr 5 the rle o rgaaton's ighs ol opaperations s T
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Vo sty ecrtig From m roanCe ck ecrd e rcommend o, you
S ha con el ncpionl fhc mansgemant d rEaESEorSl i, e oS S,
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st wor, 1 dason. Yo nd my bckrcund et Schcvkment s of my
prtesionspoion-ong wih 3 putaton o onUSNE 1 opeatons | s QuCklebner k.
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Toowing sanaare sengns:
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Generlccountg s sl el s
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W s s oppEry S0 e Wt Sutes o s i e selcted onddte
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Sarah M. Seigman, MSW
93 Ellngion Avcane
Bofllo New York 14111
o sssoin

My Mision: Creatioga World that Works for Al
My Meams: Community Services Adminsteation

Dear e

One ofsocs v most cthaisic and dedicotd ndividuls s aplying for 3 pofssion
potion with you oundation, Thatwoukd s e, upparicd ith sl cxperence, e
e deee and o of promse.

s ety compsin my MSW with 3 conccttion in Commiy Srvice and
Ndrinisrion 'mpined for a new chapie nmycarer whee | can make diffencs wing.
s acumen and counselin kil My rsuns ocuments chaier ad e bt bt e
Sanifcant sccomplbanats and epericcs

Enbanced undsisingsfos: iy ing rsouess nd onneting vith st
o, Reslt: 1604 s nrelived campien oo

it Program sdinisirstio,saff snd oluicrsoperision.
advocacy lbbyin actnics, pali latons,poblc spesking. and lvision

Sppeaance.Resl A thorough kowldge ofprograms, svies, and resores
Westem New York

Personsl sgths:Pofcsorsand presious cmployers e commenicd o my.
“persevcrance and commieo o childre and ames.” s wll ey “outsanding
cpoveenand sdvacey cpabilics”

Faoukd sry much sppeccist the oporuity o et it you o discuss my el and
how il et yourfoudtion, 1 il you diisatins astaton Tcsdsy moring
1o iy pce on our by cledsrwhen | o o o your e fo 3 T

Sinceely,

Sarh M. Selignan, MSW
Eoviosue
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Error Term Definition of Term Don't Do This Do This
Subject- Pronouns don't When someone When someone
pronoun agree with subject,  reads, they reads, he (or
disagreement  resultingin a should pay she)should
confusing or easily attention to pay attention
misunderstood details to detail. Or,
sentence. When people
read, they
should pay
attention to
details
Misplaced Incorrect Falling more We watched
modifiers placement of a than 500 feet, the daredevil
description of we watched bungee jump,
one subjectin a the daredevi falling more than
sentencewithtwo  bungeejumpoff  500fectoffa
aclif cliff.

subjects; resultis
confusion,
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Henry L. Braden
‘Ambitious * Bright * Hard Working * Most ikely to Succeed
1095 Johnson Ferry Road. Apt. 400
Atlant, Georgia 303042
(409 S5S-0111, email@email com

(Dt mside s, suaion]

Overthepast fs s v o the masterl exansionofntmtionsl Stock & Trads,
s well ¢ yourcadeship nccctroic trding. Ul ety it was hrough publications that |
llowsd your company: now, Mare Kertosh,an estecmed rind whom youlso kow, has
confimed what 1 blived o be s You gcninely champion echnology innovation,cutomer
v nd cployee s — sl of »hich e alue f it importance (0 e

rscny gradused rom he Unisrsty of Geonga' Tery Cllge of Busines, Magna Cum
Lo, it degceinFinsnce and am aso  omines o h Beta Gamma Sgma Honor
‘Socit.the ighet recognitionabusines studentamywhers n the work can eceive in o
busincss program sccredied by AACSB Itcnationl | fsbed my colege cree i e than
25 yarswhile working part e, Futhe, | exceied inthe sy of corporate e and
Gerivtive securiiescounes, 3 you il s i my atsched Fesums.

My nitstie and div doss no nd it academi, 1 m  censd piate pilt,conducting my
nining ou of Peschire-Dekalb Airor, h third usia commterairort  he United St
Tam el versd nstsions tha i atetion o et quik crpreation andikcrpolation
ofdotoand ol aking. s qualie are idispesabl o sy ranscend e rigor of
‘Ndnt's Clas B sipace

M. Martin, | am very ntrstd n pursuing carese with your company nd n particula he
positon of Trade Support Anlst. | woukd realy appcciote  opporunity o mcet Wit you
nd furer discuss howmy ulictions dovtail wilhyourrequirements for an A st
cmployc. | will ontct o soon 0 schdulean ppoinimco, and | (hank you foryour e and
Consdersion

Sincrsly.

Henry L. Broden

Enclosus: Resume
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[Dates nsid addross, salutation]

My four favorite career words are: competitie,assrtive, positive, and vicorous.
Thats me! With the confidence that | can make & postive mpact on Allis Supplis
(Company' bottom lne,  prosent my resume for your advertised position of Sales
Reprosentative.

s you rview my resume, v will discorer that  am embarking on o carcer change.
Whle I have enoyed my 10°year in aw enorcenment and sarned the espes of .
pecrsand superiors, it e fo  change and for e o ollow the advicoof Dav
Tlogd George. who said Dot beafraid o take b tepif one is indicaed. You can't
croeea chasm i two sl jumpa

My ability to bl effectiv relaionships, sk the right questions o gt the

formation L nced, and manage time efetively will erainly faclate  chort
earming cursas out next Sales Representativ. am slf mivated 10 larn about
the productahersces 1 will b sllng o that | can demontrate 1 potntial cstomers
T this producuhervice will nddres thei needs and e their “pan- Given my
sll.motvatin, communication kil, oty upbeat personalicy. haracte, nd I
xperience, 1 i sunstosoo be considere vl adition t our sales team.as
idenced blow.

‘Sales Skils Indox® — an bjoctive amalyisofan ndividual's understanding of the
trategin equird t sll auccessully in any sals onironment. Resuls fr Simon
Masters for choosing either the frst or second most efective srategy in the
following catogoris
ProspectingQualifing 5%  Firt Impression/Groeting 6%
‘Qualiying Questions—56% ~ Demonstration 557
Tnfluenco- 85 - Close—60% - General-

In anticpation tha you will have qustion for me, | wil contact ou nest wock €0
ansuer them and {0 schedule a ime for  more cxtended conversation. Uil we speak.
thank you for your attenton and prfessonal consideration.

Sincerls.

Simon Masters

Enclosure: Resume.
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s Carl Miasma, Vice Presdent
Excutiely Tainers,Inc.

2567 Ridgedal Dive, Sute 351
Cambridge, MA 02136

Dear . ismo:

Bertha Scherberg, who does contracting work or you, has spoken very highyofyour
knoviedge duing ur voluncer workat the Cambridge Humane Sacty.Berha thovart
Y0u Would b perfect to make suggestion for My s prject on Corprateleadership
raiing services, Coud | schacie  30.minute nterio wth you £ et ansers
some of my questions aboutyour fed?

Tama fulltime studont at Boston Universy Inth Masters Adult Education program
a1 i the proces of making 3 caree swich from Marketing (o Corparate Tranng 3nd
Consiting,

1 chose my project opi because afer graduaton next year | inerested n working
for  corporae oining irm o smir ype o Job he business seco.

The project i designed o help understand the o ofHuman Resource Deveopment in
an crganztion. The kinds of qestons | have are:

What s of bckground do st pple n hefd have?
Whatre e mos rportant s reeces?

What ks of 30 and counsein ar o o clers?

Howis 3 copuat iin fem svctred?

15 er Gota o suppot e sices f corparate adersp g senvices?

Aoy handouts,perspctive, and tips you might have wil be geaty appreciate. [ il
call you n the xt fow days tosee 1 con schedule 3 shorttme with you 90
experence your workplce fsthand.

Thanks i advrce!

s Forbort
2345 Chries pace, 2411
Cambridge, MA 02138
Gell 617.555.0111
glocbart@yanoo.com
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MARY SCOTT

142 Centre Blvd + Dale, TX 78616 + (512)555-0111 * maryscott@email.com

[Date inside addess, sautaton]

“Thank you or yourtime and couresy during our meetng on Wednesday: 13635
plevid tolarn more ot your organization's hisory and current equirements.
e more icamed, the more enthusiastic and cager | bcame t ke on his exciting
e position, ¢ foc ol confdent that your e and my qualifications o
Together ke sl and pepper.

Your Newds My Qualifcations

Aproactive ndividual with both  Sold isory delivring cilies and vent

Faciltiesand Event Management <oordination and management across

experie. Giverse industriesand sctors

Emergency Control Managementto ¢ Administatin of compony Emergency

ensure campus sfety nd ecurity Response Progean, alon with oversightof

{ncluding cvacution planming. T0member Emergency Control Force eam

uilding security, and access control o planand conducta full ange o safety
ey evcitons nd

Individusl o provide lesdenshipin ¢ Solid, award-vinning experionce in

Short and long range spoce planning  long-range buiding and space planning to

nd renovation management promote deselopment,reorganzation, and
Fenovation of company aciics

Lapprecateyourconsideration and s excted by th prospect of everaging my
vt wining skl inFociliies and Event Managemént 0 facilte your
nganizaton's immedist and lnterm success. An additonal copy ofmy resume s
enclosedforyour convenience. ook orward 9 Speaking with ou ogain 0n.

Sincenely,
Mary Scott

Enclosure
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Peter Anthony
S5 oo

(Date]

Mrs. Lori Gumbo,
Human Resources Manager
Any Corporation

123 Carcer Way

Tampa, FL 12345

Dear Mrs. Gumbo:

T was a pleasure tospeak with you earlier today. | hope tha you aee even half as
excited about my application marials and skilsas | am sbout the opportunitics for
business graduates within your organization.

A Ldetailed n our discussion, | graduated with honors and excelled n the bsiness.
department through the creation o clubs and participation i intermship exper-
ences. My carcer portflio showcases my accomplishments. Although we did ot
have time to look through the porfolio today,just give me the word o sct up a
‘mutsally convenient ime 0 do .

“To reiterate some of the things we spoke of, 1 would be sble o immeditely help
the organization with the creation of  human resources/ncw employee manual
because of my previous intemship exprience. | was encouraged because you
‘mentioncd this s an immediae need. Because of my skils and the apport |
developed with the salf during my group iferview,  have reason to believe that
would be an excellent addition 0 your team.

After leaving your offce, 1 was fortunate enough to find the enclosed aticlein the
local newspaper regarding the company tumover issue we discussed. | hope y0u
find it of nterest.

Sincercly.

Peter Anthony
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DAN J. BOTKIN
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PP o exceed sls expetaons, grow Markel share, uGsance the compettion, a1
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Gocumenting my uaifationsae:

= Trusting, win-win reationshps with customers and suppies, ncng CocaCo,
Pepl, et ane, Wl M, Owers o, and thr parnes campons.

= Consistent, year-over-year patter of icreasing revenues trough st a0
‘Govnu econamies,om $5000 o 1.2 il 5 sted bk

I

Sfesisabout moking connections — betwen cstomes and rodu, beween rodctand 5
Denafs, and b 43 Seoctes 08 cotomirs, Because | sk TSl 35 COnatant o

Ty Customers, o able 1 Go thl s, ke thes connectons, and e the way or
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JACQUELINE DEMPSEY
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M. Carol Manming AP T —
Human Resouees Manager b come ko i off ithese ot she ool
Baingon-Tays, e v by ere s e~

433 01d Coach Rosd K Wi 0 o o (sow AN i)

Darmouth, MA 02714
D . Manaing:

Asam xperinced Enccuise/Adminisiative Asistant,my ovealobjctivehas hvays bsn
o mike my bow’ job e, and 1 have succesully dons hat. | have ben supporting
snioelene management for e thn 13 yeas and ave scqired the Skl necenary 10
crrethe ighest vl ofcompetenc.

enjo my curend position s Spia Excot oordistor, b tis o has alken me vy fom
e execuive supportpostions s hase el inhe st and sl ikod. | i the halenes
70 the muli-ked responsblies of 3 st paced and Smothrunning ofice, My geal s 10
et 0 o support ositon, nd 1 am looking for 1 opportunty 3 an EAGeuive or
‘Admiisive Assistan,

As you com s from the tachd rsume, my previous exericncein exceutie supprtand
cvent lanning hs givn me the overall kil competcies, nd Knowledg needed 0 perfom
el ighevelpoiion whre ou ae oen <aledupon o pln mectings and cvnt, 34
‘el smooth snd et ffic. My offie skl e xcelen,and ave ousanding
time mansgementand orgnizatons bilics.

Asa professonstdedicted osevice snd excslncs, |am et with excelet writen
snd el communicaton skl nd work well s ksder ad e plye.

1would welome the opportuity o et and iscuss how mysagths and il could

cnci you. ol you Wednesdy moming 1 s when wecan e, Thanks s e for
rading

[p—

Jncqutns Denpsy

Awch.
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Allen P. Morrison
100 HarkwehLone — Montgamer, Asbams 36100
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M. Laura Worth
Sl Manager
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Dear s Worth:
uvant you o et the creit for ading RO o the TopLine sl . Spocfical, I
Tkt become your newest e profcsional,And,pehaps e best way o ink those
oo s 5 wilh i 7aph st shoves how ' prtorming it v,
What 1 do s magie.ust work Rrder nd

St s s thin my compeiion by findin tome
et prfabic oy oy 3es toevery cumsomer and
o Porential oo
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o P wanied you 0w et frs
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Reponsiltes Thats why ool i
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o T e Bocking them up are doven cxampies o

e o nscton.
My company values what . A, 1 thoughtour marke was rowing s s 35
yours I woukd stay with them. Wil cannotcomeol market concitons, | 1
vt in aking ven grestsrcontriutions o my cmploer,That why T
i the waters” wih (s conidental applicaton
1do bt using the consultive approsh o sles. 50,2 st i, Fd ket hr
boutToplines sles e iy ow words. Aay 1<l fw days o rangs
b o do tht?

Sincrey,

Allen P Morrison
Encl: Resume.
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JINGER STITEL
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s Mayiene Wishburn ‘Your Staffing Need: Payroll, Accounting, HR

1 Saturn lsce My Recommended Solution: Jinger St

Rayvile AZ 85368
Dear Hs. Wishburn:

It was eneroizng t speak with you Frday and be able to personaly convey my.
enthusiasm and exctament about the open positon at Sotur 1 find it amazing that
sing the power of my Linkedin network reaty 163 1o 3 phond nteriew:

451504, 1 curmenty wrk ot ADP and have extensive knowiedge of payol ssues.
Tam seeking a new opportunity at 8 much smallr organzation where 1 an be of
assstonce i payrol 3ccounting, 9nd homan resounces

Here i how | meet/exceed your needs described in the ob opening you mentioned:

+ bavrol. Paychex. comauter, ofice and accounting skis: 1 process payrols or over
250 clents at ADP. Excolont on the computer and with spréadsheets. T nave 635
Sccounting knowiedge, couped with working toward BA 1 Accounting. The
Payehex systomis aimost (gentol 1o ADP'.

+ Analysis and roblem soling: 1love math Before 1 was ired 3t ADP,  took their
try-evel test ond recened » perfect score. 90% of applcants al e tet. 1 have
created some ianovative spreadsheets and leters that have been implemented
throughout the office.

o Eamilaiy it HR: 1 have assisted wih HR duties, ncluding new and terminated
‘workers and processing paperwork. Working for ADP and Douglas Rental required
knowledge of and compliance with many diferent ega, t2x 3nd governmental
polcies and procedures. 1 am used to navigatig a myriad ofImpartant
Feauirements.

Lwil contact you next week o see i 1 can help make your Saturn dedlership run more
smoothly.

1t was my pleasure. A earty thank you for your time.
Jinger Stkel

Endosure
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Leadership Addendum

Plovs dont ook for any genrlzed s o “uakictons” hrs. | Pough you desarved o sen
docmarid ro! o portmance,agned osely wih e v 1530ty i 0350,
Popa thse condansed xampesdnccrage you o oo how! mh e B2

Refocusing an established corporate culture by capitalzing on best
technology and leadership practices:

“The problem: inheited  bsines that had slowly changed s slf-mage from
“suctesful” fo“comiortable.” Ourteam (hought we were n the business o just seling
producs and srvices. They saw coch new sl s dicret event,a number hey
oo weould grow, 1 jus couldn' sand Secing our 500d peope ot geting afction
from whotthy did No wonder we couldn' ke il s st bothered e
htour customer ftn s s a+-ordertakers.- I short. doing businss ot '

engh s shorichanging everyone. ke ou eam and our ustomers deserved a ot

“The ctons: i, | made sure every employee knew we sl prodictiiy ot product.
Then | reschod out o ur customer with the same s, bt packaged i way |
Knew would appes o them W wanted o be thei Succes partners Soon my tff s
Sacking outourcusomers o fnd e wantsand heie needs Our people became.
st o what drove our customers bsinescs.

Weautomated what we leamed,istiuted data mining, opimized nventoy order
points tomatically inshor | gave ur pople and our uskomers verything hey
oot bud motal soccss.

“The result:Soon ou s fore's commissions were 30 percent reser than bfore.
‘Marketshar doubled njust 1 month. Soles employes tamover dropped from 20
percenta year e than'S percent.Mos of all, employecs wanted 0 come 0wk,
o competiors op performers wantod o work fo s, cstomers wanted 1 50¢ -
e and couldit wat o reward excllence ll hrough oo e

Getting ahead of customer perceptions to beat the competiton:

“The problem: Wealmostbecame the ictin o our own sucees e convinced our
customers that we sold productiviy they o o ave. But when our products meded
Servic, st customers ccepied the cablished indsty tandand hat dicaied an
ight-hour delay beorethey were up and running well again. That may have been the
sty andard, bu it sure wast mie.

Mrenictors o eturs o nsstentDaglet o .
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Paralegal Scores in

Talent.Short Specilty

Subject: Law Firm: Meiculos Trademark Prsegal
Dear M. Bates:

T am pleasd o submit my resame and various wiin sample n thecvent that an
opportunity should arise in yourtrademark depatmen.

Inaddiion oy parslgal cetifiction from  eading wiversiy. you will note that |
have significant cxperiencein the pecparation oflccning agrecments ad n trdemark
management. Given my extensive experienc in mitaining inermational potfolos,
escarching infingements and maintaining logo cafosement programs, | an underake
significant responsibilty carly on withou heneed or cosly aining.

ill cll periodicalyto detrmine the iy’ hiring ncds. Should you wish any
aditional informarion on my background in the interim, leae do ot esite 1 call
e a999.555.0111

“Thank you or yourconsdertion.

Sincerely Jane Williams
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o The Slection Commitse  RE: Reglanal Lodging Operations Manager (NF-117305)
U.S. Navy MWR Organization

Commurity Support Services Division

610 DowsllSurcet

Keyport, WA 98345,

ring 0 the tble 25-plus years of excepional ospialy ndusiry expertse ha will serve
our slors and thee familis wel. While o actve doty 1 srved iy ighlesl posts
working very closely with snir inerationa diplomat, govemmental officals, ad snior
milfary officer. 1 beiee hat Crew and Faily Morae ar thecomersone and backbone of
Sound milry opration.

‘During the pst 10 ycars  ave had the oppotunity o manage the personal ascts snd esources
ofsome ofhe westhest American i, Fo the pist 6 ean | ave been cmployed by
Fortun 100 fumily a thi Dictor of Operatons forall o theirdomestic busiess s This
ndusty (Domestic Service Management) i  mystryto . bt the nellgenc,
Sophisticaron,ad echrical il neded o be suecexfol i i o s high. | meet daily
operationaldemands and standards cquivalent 0 Luxury Brand Hotel. 1 implemcoicd and
mainianed a Custome Service Progra ha i work-clas and cnsred exceptions] sl

My fll s package i nclosed foryour review and use i selectin te right Exccutive (0
uldthe nfastrctrsand fuune Blcprnt for Regionsl Lodsing Operstions orhe
(Commander, Navy Region Norhwest CNRNW),Flee and Family Readiess Program. This
opportuniy i uly exiing and wel within my rofesionalsil . Sart p opeatonsare:
my specialy. My bckground i long and readily sriabe

0wl b my hor 0 et to govemment service. | wil i yourorganiztion sl
and ensure this deariment s managed with precse hands-onladersip. You can beassured
hat il work withllgianc o garance thatall CNRNW Lodging faciites and programs
are Known and udged as workbelas,

Sincrely yous,

Licuenant Robert W, Jckson, U Navy (Ret)

Enclosures
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Subject: Ted's excellent new venture
Dear Howard,

1am happy to share some exciting news. After 17 years in the
high tech arena, I am launching Jupiter Tech Appliance. This
new company provides a platform for information sharing and
partnership development. Because I respect your opinion and
value our refationship, 1'd like you to check out my new website,
www.JupiterTechAppliance.com. Let me know what you think
and please share this Web address with your associates.

If you run across any potential clients or partners, I'd love to
hear about it. Lok out for my new blog, articles, and speaking
engagements.

‘Thanks for your encouragement as I delve into this new phase
of my career!

Yours truly,
Ted

Ted Galloway
Chief Business Development Officer
Jupiter Tech Appliance
www.JupiterTechAppliance.com
(714) 555-0111
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Gorad Kanam, CPA






OEBPS/images/402214-fg1105b_fmt.png
JERRY L. MILLER Page2

Each tacing dosk tha lod oxperienced exponential growth, Wih that growth
came enormous chango and siross. Year aftr yoa | loveragd tho positve.
aspects of change to mentor and motivate teams that contibuted record-breaking
arnings for the fims they supported. At Bank of New York, | expanded the
customer base by 750% i 14 months and was crodied wit boing the catayst
hat iod the nation'slrgest biotechnology hedge fund, wih S650M under
management, to change thei prime broker to Bank of New York

Lehman Brothers presented  diferenttype ofchallenge that incuded a ultre
change and a shf o protabilty which was evidenced by an 85% ump in
non-syndicated sales trading credits ovr a one-year period. Wachovia Securies
affrdod me the opportunity o become the company's first hoad trader, and |
Successfully led th fim Uvough the acquisiton of over S8 n naw business.

1 addition | have held executive salos posions and marketed alectronc trading,
fisk anaysis and roconcilaton software, and instutonal market rsearch
senvies for Bener Tochnalogies nc., ERP Brokerago Systems, and Resoarch
Focus Lid. My extensive knowledgo o (o tols avaiabio on tho market (o
manage trades and isk would afod th firm that omploys mo a competitve.
advantage whon choosing fulure trade management systoms

(Confident that my kil set can be of signficant value o your organizaion, | wouid
ke 1 hav the opportunity 0 speak with you n person regarding my crodentals.
and 1 wil follow up wih you next weok t discuss the opportuiy or  face-0-aco.
meeting.

Sinceraly,

Jorey L. Ml






OEBPS/images/402214-fg0912_fmt.png
David Merill Thompkins
TRt koo

e nside s, slorsion)

130 cumcly cplosing apporuniics i Iformaion nsgeren/Bisiss Sty
Declogmen te Do VI-AVP ke, My cperie 5 within the foancl semice s, &
dsciline i which 1 am vry gl howere, | woukd o be mcrested i g oy Sl
i opporeies i e h vurnce ek o s techaog i,

A s oo i, he e of my exprcnc i bosh e usincsssnvis 3nd
T s of h g gl combics 1 by 0 ondetand 1 sty help.
optiin bt fom g e b apporurtis 1ndhlpa he s and.

ki s o  sioss ool s, v IR, ST T
e, Highigheof my cxperinc nclode n sy o

o Mg rlonsips (wstomers s, paroes, s, manige) excepionaly
e rappor 2nd el i

o Wity suronnd el with ccepionaly stong peopl—ghing deetrpons he
suppon s s o i o

& ffcinly manage st/ ppbcsion e ptaciiion—esgin nraion g
hat rdce e, eumne o, 450 provse e red oo

& sperly it ncaion snd sy plemcrtaion s s proccscs—whi b b
o consco nafy it obstacks ol it sk

© Undertand/mamge i sy ad vy o, b ol o confenl
s s s .

e bostony e cmplss o optinisig el persons —efii hor

o e st e ewted el a0 v besioss st/ dechaogy

cxccutie, | provie e cresin ki snd trecd st desgn sl ht help

‘Compancs o shad of h curs ad e ht .

1 wonk e e apporusty o s pocri apporuiiswithdhcot compasics you
cprescntand o decrmine ifm kil i e g vith he chilkngs thes oiatons
ing, P cosle i communicaion i confdace. Thak o o yourconseron.

S

Diid el Thompins






OEBPS/images/402214-fg0915_fmt.png
DENISE DOTREEV

3 o Coscunt Homo o0 550111
Aurrs Gntario S 05 0112
ety darevimyemsicon

Targotin ment rolo
FINANCIAL ANALYSIS - DATA ANALYSIS

[Date, inside addres, salutation)

The theme of my career: To locate the most efiient route possible o achieve
o0l within the shortest amount of time — without sacrificeto verall qualty.

‘Case in point: While at Top Telecommunications, I paricipated on a 4-person
L. team challenge to support a weckly subscriber base o 3 millon customers
spanning al of the U.S. and Puerto Rico. Becauseof the sheer volumes of work,
e uncovored new data sourecs as well & innovative processes and procedures
that lod to the drastic eduction of weekly roport production times from 5 days
101 day a drop of 0%,

In addition, now codes were being set up in response o different cable TV
packages offering & varioty of etwork bundles. My team and | determined a
ay 0 interpret the data that improved overall staff productiity because ths
initiative reduced coding times and heightened accuracy levels.

Successful employees are tenacious: A resourceful problem-sover, |
ailgently tackle what is in front of me. I persevere unil thejobis dore because
T retove to take on tough challenges and aspire to succeed — even in the fce of
challenging goale. With a solid track record behind me, 1 am confident that
can do the came for you.

L would be pleased to have the oppartunity o set up an in-person meeting so
that we may discuss your necds and how | might be able o meet them. 1 wil
follow up with you n-a few days: in the meantime, you are welcome (o contact
me i you seek any additional information.

Thank you fo your time, consideration, and attention. With a solid track record
of malking money and saving money behind me, T am confident that I can do the
Same for you.

Yours trly,

Denise Dotreey.

Enclosure — Resume.
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FROM: RYAN DAWSON
TO: BILL JACOBS, CEO & CHIP SMYTHE, COO
‘ShowDownPokerGames.com

RE: V.P. LATIN AMERICA POSITION

Your request for a multi-lingual, Latin American expert to “build out”
Latin America, Central & South America, Mexico, and the Caribbean fits
my skill base and expertise perfetly.

It isn't often that that ane has the opportunity to take years of
sales/marketing/development experience for both Fortune 500
‘companies and smaller, mid-sized, “family” companies and be offered a
position in a well-financed, bold, and growth-oriented company to build a
whole new business in a new market

1 speak the language of these regions — not just English, Portuguese,
and Spanish, but the terms of thelr cultures, business dealings,
partnering, and collaborating.

I've worked international development/sales/marketing for some big
names: Lever Brothers, Sony, and Western Union. 1 also have built or
dramatically expanded South American markets for less-well-known
companies: Vigora and Garcia Traders.

We need to talk. You'l see in my attached resume that I meet or exceed
virtually all your needs listed in the job opening. I'm here in Miami
already and ready to fly south.

Ryan Dawson

8908 Yacht Club Lane # S1C
Aventura, Florida 33181
555.555.0111
ryan_dawson@hotmail.com

P.5. One more plus factor — I'm an online gaming enthusiast!
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(one)

“WorkBC Job Fair-

Re: Dream Job Britsh Columbia.
esr Reader:

A your e site challenge, "It on thing o tak about fobs n theor, and qute another
1 getout ther and ind  great ob.”Not ne o ust talk, here 1am. 1 3m organied, hve
a positve attude, and am wilng to work hard My resume provides sold proo of these
atributes. 1 hope tht there s a new ol waiing for e n Canada'sarguably st beautful
provice.

Your Web ste ges 10 grat ressons to mave o B.C, and ol of them are qute compeling.
Bcause | hve schookaged chidren, reason 4 5 reason enough, but #10-—B.C. promotes
it and hesky work envooment— & th bist reason o antnd o ok 1 B.C. You il
re2d i my resuma tht s Supenvs, and prevesy 25, Team Laoder, | have found ways o
mprovestaf ok and eroyment of work e - cscntl o the heath of the communty and
Py

May L draw your atention to a few of my strengths?

> Organzaion togetthings done efficienty, saving time and money.

> Leadersp o blance busines needs and employe nees; a company'ssustaned
bottom ine i nterwoven with the healthof s employees

> Commurications o reate n comest — and with passion and ethusiasm — o people
in everydoy language o company's “Bg pcture,” coneatn i o the small etas thot
il reate that vision.

My fomiy is 100% with me on this venture, and I sincrely hope tht sometrng in my
rekume wil pqueth ntrés of 3 qualty B.C,emioyer. vl 3keth it and will e
¥ou 3 call ek, [datel; Tm wiing, ready, and bl t i B.Cs worklorce.

Yours .

Sergei Koval
A3 poges, esume and taining addendom
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JOHN GORDON
405 Hopewell Avenue (129 55501
Findley, Pennsylvania 16345 Fax: (724) 555.0

(Date)

Dear Mr. Marsh:

Auihistime, | would ke (0 take the opportunity  express my goals and aspraions to
e considered fo  position with more responsibility. | am confident in my abilty to
perform capably at higherleel. Lt me shae the reasons wh | fee this way.

Five years ago, | came onboard at Health and Medical Care Solutons with  strong work
hisory, adesie 0 succeed, andthe confidence that | could make posiis contributions o
the Health and Medical Care Solutions team. Over the years, | demonsirated dedication o
‘my work and consistently ook on additonalresponsibilies. For example, | took the
iniiative t0 cquire my commercial diver’s liense (CDL), no only for my personal
benit,butalso fo the success of the company. s 1 fll i fordrivers when necded. Co-
workers recognize m kill and aptitude or solution-finding and demonstat thir
confdence in my knowledge by coming to me fo adviee. Thice years ago, my.
dependability, elability, and knowledge were rwarded by adhancement from lvel one
pay seale to lvel two after only two yearson the job.

et ready for the nextstep, confident that 1 can handle mare responsibilty
respoctully requcsta promotion andlor 0 be considred s candidat forsupervisor,
shoulda position become availble.

Thank you,

John Gardon
Bio-TechnicianCDL Driver
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An Entreprencurial Technologist Who Gets Results

1 possess keen nstints and nteligenc, am esuts driven, and havean apstude fo soving
busines echnology problas. Years in the tenches have fine tuncd m background 5.
rainer cade,and spervisor. Weighing the combiation ofthese fators, | am certan |
an bean impact contribuor at the ouise.

“The following contrasts  before and afer” picurs depicting how my background enabled o
profit center o grow..and what 1 an do for you as well:

o Apr

2 Video Systems ndno egred AV [ 20 Video Syt and g AV sominar
program o systems, with staffofone () rooms aross § bulings within 2 ycurs nd a
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Cara R. Fuller

555 Keller Lane + Columbus, Ohio 43210 - 419-555-0111
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ASHLEY ADAMSON
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PERSONAL STATEMENT FOR HOUSEHOLD MANAGER POSITION

My career goal s to secure a postion 2 a Household Manager; tothat end, I
pledge to bring my unique skils in household management and chi/animal/plant
caretiing, aong with the ighest leves of trust and respect, to my fture employer.

1was born in Bt Germany, in Octobe 2, 1960, and rew up in Houston, TX,
following my famil' relocation.  have been marriedto Joseph or 12 years. We have
one son, Chstian, who's 21 years old. My father worked fo 35 years 25 a rlroad
technician and opérator, and my mother s ulltime housenife and caretaker unti 1
tumed 18; she then pursued  caree n cerical work.  have one olde brothr.

e to my mother'sphysical condition, which required her to spend a reat deal
oftime in bed whike | was growing up, I found myself having o contriute o the
running ofthe houschald atan carly ag, perhaps even more 5o than many other
chidren my age. I dscovered that I was 2 “natural” at organizing household affrs, and
Tenjoyed bringing my mom breaKfast in bed helping o take care of hr, and ensuring
that al the daly household chores were not nelected. As | developed my skl in
helping to mandge a houschald, 1 discovered that I could handie lrge-scae events, as
well. When 1was 16, 1 catered my relatves’ 25" anniversary party. | planncd and
organized allaspects o the event, and the party was subsequently 3 ompete succes!
Tproved tha I could ot only run 3 household, but tha I could also oordinate special
events and ensure the success

Vinat 1 would like to emphasize in this statement ae characteristics and
stengths that contributeto my ablities 25 an effective Household Manager. My
‘communication syl s open and diect; 1am senstive to the needs of ather, yet Lam
ableto b firm with stff when necessary.  have experience n medicalcare, and 1 have.
unlimited patience in dealng with those wh are afected by physical and mental
imitations. 1 pride myselfon my abity o be resourcefl and “wear many hats,”
including houschold manager, caretaker, special event coordinator, staff supervisor,
healthcare assstant, and construction supervisor.

Hy resume inclues detalsof my work isory:; addtonally, I ave an
impeccable st of reerences, which L il gladly provide upon request.

Ashley Adamson
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Table 5-2 Stand Out Grammar Guide

Error Term Definition of Term ___Dont Do This. Do This
Subjectverb  Subject and verb Our team, as Duvleam,as
disagreement  don'tagree, well as the wellas
resultingin a company, value company, vales
grammaticall ambition. ambition.
incorrect sentence.
Activevoice  Active voice relates | was trained Ul trained
vs. passive an action (good); inallaspectsof ~ meinall aspects
voice passive voice public relations.  of public
relates a state of relations
existence (bad).
Sentence Phrase lacks a Uniike some Unlike some
fragment subject andor applicants. applicants, /
verb, revealing an bring talent and
incomplete thought. diversity.
Run-on Contains more Every writer Every writer
sentence than one complete  knows how knowsthe
thought; may lack important importance of
punctuation. grammar s, | grammar. [also
knowyoureally  understand you
value marketing,  value marketing
andsales skils,  and sales skills

inyour business  inyour business
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William P. McKinney
4920 Magnolia Cove Drive
Houston, TX 77100
wpm il com + Mobil $55-555-0111

John E. Jones, I, Esq.
Geners Elctric

Senor Vi Presiden, Legal Affirs
1 Van Antwerp Rosd

Niskayuna, New York 12309

Dear M. Jones:

Reslisng you have the ull view of GE's legal landscape, 1 wanied to contact you
direly (1 have issucd my resume and profile with human resoures though your
corporate website), and perhaps open a dislogue regardin the potential of my joining
yourcompany in sniocexel legal counscl role. My resume reflects my background
and suceeses, and the following are highlightsof what 1 beliew represcnt my unique
valu o yourteam:

+ Ten years of cxperince as 3 coporate offcer and semorevel exccutive
contribuing t0 highleve staegic and atialbusinss and lgal maters fora US.
Fortune 500 enterpise with workdwide band rcogrition.

+ Seventeen-year legal carer with specializaton in corporate law, intematonal
busines aw, nelecual propety righisprtecion, icensing, patent eforeement,
market acees, export contol, and other matters perinent {0 3 lage, diverse
business.

+ Acuity o radeshifts and brrier — egulatory. lccnsing, compettiv, gopalicsl

+ Vast experiencein corporate development, ransactonal, and commercial matiers
— financings, merger, acquisitions, join. sentures, co-lcensing agrecments,
domesicintematonal business starups, serviedproduct rollots, commercial
negatiaions,capal purchase,srvice urchase agrsements, and eses.

+ Superior busincss  scumen, crisis _management _experise, _high-caliber
cross-Tuncional mansgemen quslifications,and proven leadership aenis.
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Carla L. Johnson

“The actions: I had alltheexpertiseright in house: ou service engineers. L asked then
how we could cot he cght-hour down tine in half. It might have been thefirttime
management recognized them for theirexpertis.

“The results Soon e were returing our customerst full operation in alf the time. But
by then, the elationship | built with our engineers, and they with our customers, had
taken ona momentum alits own, Eventualy the fime t eturn o service dropped from §
hours tolossthan 90 minutes. We rarely losta customer o service concernsfrom ther on.

Moivating customers to help our cash flow:
“The problem: Over time, weallowed our customers totake acasual vew of our
payment terms. We were tlling people we wanted t be paid in 30 days, but we were
Scceping most payments 45 days or mor fter we delvered our products. That's why
e couldrarly forcastour cash flow wll. That's why ourabily o invest in rowth
was crippled

“The acion:  knew our administratve stff et somewhat underappreciated. Could
wransform colections.—a b st peopledislked ~ o a motvator for this roup?
found thekey: having them share i the rewards through a bous system based on the
amount hey collected

“The rsults: Collction times soon fell 10 ess than 30 days. | made sureeverybody knew.
How our administrative staff had positioned us for beter and fastr growth

Expanding into an unknown market to meet very aggressive growth targets:
‘The problem: The company that bought my irm demanded uncompromising grovth:
25 percenta year! They asked me o help them expand into  new market some 250
s 10 the south, an area we knew very ltle about.

“The actions: We soon identifed two likely acquisiton targets: one barcly making a
profitand another in th red. Of course, we went beyond the usul, igorous duc
diligence o ind what our new customcrs would want, We not only uncovered their
wants,they helped us identify the local sales *stars.” That'sall we necded 0 apply the
best practices we had learned on our home ground o our new market.

“The resulss We were up and running in just under 18 months Revenue i this new
rowth market escalated from 1.8M t0 6.0M in 9 years.
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DEV PATEL.

123 Lake Drive  Arlingion, MA 01933
Telephone/Fax: 617,555,011  Mobile: 617.555.0112
E-mail: emil @emailcom

[Date,inside addres]
Aun: Don Smith, Principal Engincer
Dear Do

Fenjoyed mecting you and the cam on Junc 131h and 215t and want o reiterate my
strong iteret i the Solutions Analys positon. | understand tht you are ooking st
additional candidtes and I'd ke (0 tke this opportuity (0 eviews what | can bing t0
his rle for the ISMIBC Corporaion

My experience has been a combinaton of pre- and post-sales,ahways centered o the
usiness aspects of IT. My roles have involsed exchanging knowledge beoween
SalewMarketing and Engincering/Services depart a strong customer focus.

Fenjoy change and ook forward 0  role that constanly challenges me with something.
new. [ have successully worked independently and ingroups. More speifcally I've
athered requirements from various experts and stakeholders, analyzed and synihesized
the information and writen functional, product, and technica specifications,in
addition o bing theprimary responder 1o RFIS and RFPs

While ot an engincer from theinformation storage and management industy, |
elieve my years of varid experience in pre- and pos-ales, ustomer focus, and
people skill willbring the freshperspectve ISMIBC Corporation i secking.

ook forward o hearing back from you.
Regards and best wishes,
Dev Putet

P, Did | mention that st week | received my certifica
mansgement?

nin T architecure/ project
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i topaf the st age, s prfibulding cpabiies want o po a TopLinc’sdispocl o o
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MARIA L. PAINE, PH.D.
19 Doty lace, Syrocuse, Hew York 13572
H(315) 5550111 € (315) $55.0112 MLpineGadelphia.net

(Date, inside address, salutation)
Re: Senlor Chemist and QC/QA

A former direct report, Sam Quintesse, and I reconnected at a recent alumni
event. Sam suggested that I might be ideal for your quality team and, after
hearing about the tremendous work you're heading up, 1 think he's onto.
Something,

My background includes 10 years’ experience contributing to the success of
quality.operations in_support of research and_manufacturing at the
department, plant, corporate, and global level. Performance appraisals have.
noted my commitment to controling costs and ensuring on-time product
release. My strengths In relationship building have enabled me 1o train,
mentor, and motivate a highly accomplished team of chemists.

My standout qualfcations include:

« Utilzing a variety of troubleshooting and problem-soiving methods,

including roat cause analysis, Pareto charts, CAPA, brainstorming, and
collaboration to achieve cost savings and improve productvity.

« Auditing raw material and product release testing, bio/batch
manufacturing, methods validation, and. regulatory compliance  for
nternational distribution.

« Coordinating _chemistry lab _ investigations to_maintain_facilty
compliance with cGMP, FDA, ICH, 55, and IS0 regulations and
guidelines.

Hy attached resume offers additional details. Td be happy to tell you even
more about what I can do for your high-rated company i an onsite meeling.
11l give you a call on Tuesday to inquire about your availabilty. Thanks very
much for taking the time to meet me by lettr.

Sincerely,
Maria L. Paine, Ph.D.
P.5. T'm fathful in keeping management painessly in the 160p by providing

updates of progress through regular readable reports and qualty control
presentations.
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Joyce Richards
18 Berry il Road- East Branswick, New Jrsey 08916

908.555.0111 - joycerichards@anywhonet
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M DidSimmons RE: K Teaching Posion
Discor ofHuman Resorces

Esit Brunovick Pblic Sebols

Rone 37

East Brunswick, New Jey 05516

D Simmons:

1 am  reent gradunteof Momouth Univesty and 1 am s o tech Elemenary Schoo! with 3
secialzaion i Enlih for grades S dvogh 5.

Ancductor s et with o o chiden, | worked a3 cooprtin i e for el st
chiie year efre cfring Moo Usversty. I was ther ht | pind 1l workd xpcn
lexchin coch ikl . tnaking and mociyng Iessons, Proges, and claasom howevet
necsary o each vy stoden. Mot ey, declopod nd mplmened conpas i et
Teaming ad bbavioralsrigis o aies vl of Kaming eadinssfor s e, scond.sod
scxenh dring my Nowmouth Uity caching robis. Theogh s sxpercnc, | v dvcioed
he ill okl o st bt a1 ot

Ny mst et posion a3 Public Sy Disptche o he Mabor Pl Deparc sk 1 my
charcer, work b, and cxeptoal ity 1 comunicae. The schol G can b csued of ry
moral and it oty nd scurity. and o 1l pon 0 i ry i i kv s,
it manne. Fothermor, 1 am Rod Cros-<etifd n CPR it .

I dfiionto my s, o nckosd et of commendation s Gorke s . s ht
hee documeta will v 300 e of wbst e st Bk Poblic Schoo.

il sl your offis et wekfoconfio that 1 v compete sl i pplicsion sipsand o
nqui oot the selection and e procsss. 1ok ferward 1 h opportony o et i 3 10
s discuss w1 oot o E 5t Bk shoos ad h et of Yot ks
Siceey.

Joes Richarts

Enclraes: Rsu, Ltersof Recommendato,Leson Pl
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MACKENZIE CHAPMAN
2073 Pyramid Way - Cotonwood Heights, Ush 4121
o) ssson mehapman comeastnet

Me Alxander Cole
Human Resources Mansger
Tilleman Astocises

1430 Colland Way

SaltLake Cty, UT 84105 Did thedog cat my resume?
Never mind — here's another!

Dear M. o

T wesks g0 1 provided my resume for consdertion o the positon of Emploec.
Relarons Coonditor. 1 am ur you ecised quie  response and have ecded 1 devote
i o reviewing e qulifications o cach canddat. 1 mised yourcall, | wish o st
my st i dhe poson and s Yo ht . gualifctions o onls mee b excced sour
hiing requiemens.

bt my qusiistons inclde:
+ Extensive expeienc n tining curialum declopment and presenation
Hrong customer service snd eam-ikding skills i et environment
+ Cuntomer focused driven,and dedicated o the porsit of xcelence

L can casly meetatyour convenicnc. | amconfident thst  will onvin you tht b the
Sl you eed a well s the enthusisem, crgy, and dedicaton hat characiries your best
employees.

Enclosed s anothe copy of my esume foe yourcomerince in reviewing the encfs bin,

Bestregards,
Mackenzi Chapman

Enclosure:resume
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“Theime hascome: 1 ave sl sold myself ot oF o with Happy Homebuilders!

Forthe past 174 ycar, my sl st ativites have foused o the devclopmen,
lesing. management,and sl of Happy Homebulders” commercial, ndustrial, and
offic properis, whichnow have all ben sold. Asa resul, L now looking tomy.
Collagues o asist me i my scach or an Enccutve Managemen posiion with o
dsclopment prjeet managementcompany Whee y xperencs and experise
ofbencht

inbe

During my corec nthe indusey, | have bl andkd sceesful delopment, propery
managemnt, and bokerage/ salesorganizations. | have provided the it
markeing,fnancial, nd opraing xperis o delive ston camings and ssiined
revcaue stsams and have sccessally negotsed sales of il indusl and offce.
propetcs.

Highlghts of my profesionlcaeee ey ndicate my abily to ideniy  soid
inwcsmcnt pull al he players ogeter, and dlve posiive esuls. They inclode:

 Succeslly egoristed easesfor over one milion s .
= Hekd mansgement avenigh fo 3. million 9.
» Completed sl tansactons for over $300million.

s thers s an opportunity with your company? | will cotact you within five days to
discuss ways that | might produce cqally mprssive esulsfr your tam. Shold you
aveany questions beorethn,pleass e e 10 call me t 949-55S.0111, o e-mal me.
atame donain o,

apprsite your tims and consideraion.

Sincrsy.

Jonathan Boudrcans
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'HR Manager Stresses

Eperience, Excellence

‘Subjct HR manager, experienced. fock-solid

When your oganiztion sceks a dynaic, rsulsproven Human Resources
profesional with strong communication 1 leadersip kil then I beliee we were
made for cach ober!

Tencourage you 1 review my resume, which spparts my dsic and abilty o exceed
your expectations and goss by utilizing my alnts a5 an sccomplished HR Manager 10
Supportyour exceptional work.

Highights o my background include:

- Progresiv lader with over five years experience a a Human Resources
Mansger

- Hands-on expertise i all functionsl aeasof srategic human resourees
managemcat workin inbothunionied and non-unionized enironments

+ Strong edocational background that incldes a Mastr of Human Resourees
Mansgement

For more desled informaton o to schedule sn inerview; please call (559) S55.0111 o
send 3 message (0 tt_he@hoimailcom.

Many Thanks,

Latoya Johnson, CHRE, MHMR
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. Randy Cargl, P of Sales Pychedupto
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1000 Michigan Avene ‘e markesposiion

St Lovis, Msouri 63014
e e, Cargl

eveoping imnorative strategies that bow the 4 off a compony's sales and adhance I
market postion s my cxpert,

My background with startups and small usiesses s allowed e t take on and
ckompiah pragresscl rpoNSe rles Couerng busnss cevoprmet, advertsig,
marketing and stategic panning. Fo the past i years, | have served as th Vice
Presidentof Kent Furnshing's Wholeal Divisin. Hy attached resume ouines many o my
successs n this and previou role, but 1 woud ke to coll your atenton t0 th fofowing

KentFunishing

+ Trled annual salesfrom 54+ milon t0 $12 illon nless than four years, whih
alowed the compony to ncrease s reail ocations from one o si.

« Culivated rferal bse by developng newslete and strategic &-ma campaigns.

+ Increased sles and productivy whieenhancing the werking envinment by nttutng
productivty assessment, emplojee suveys, and incenive/rewdrd programs.

The Gayson Geou.

= Bogressvly bult busines o $4.2 ilon n anaal revenue withstartup captal o ess
o 1.

= Manaioed profiable operaons rough 13 years o business;negotated sae of business.
1995,

+ Promated highestlvel o cstomer service o gain compettive edge within @ marketpiace
dominated by eal sta invesiment Uusts nd a9 ubic-roded companics

1 wecome the apportuity o iscuss your needs and how my capabilie can meetthem. |
il folow up Wil you et week, but pleae contact me at 314-555-0111 f you hve any
Questions. ook fomard tospeakig wih you s00.

Sicerehy,

Elzabetn C. Adams
Encosure
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M. June Schulty
Homan Resources Manager

Northern Bergen Family Services Cliic
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Dear Vs, Schul

bclieve my professions il st couple with my el experience qualfc me to
Scrv o yout Director of Programs. I esponse 1 the o posing on 1
Organizaion's websie, | am crclosi my e (o your consderation Highlghts of
Y qualicatonsinclude:

Management Experence. More than 12 cars of
managemem cxpeience a3 st cine providin
Cutpatentcare 10 more than 550 lwer ncome patentsand famies,

+ Experience with Family Dynamics. Wel-vrsed in family interactions from
w0 clinical perspecives—general mental health and substance abuse —and
Spanninga varicty of culires.

* Stong Background — Cllnicaly & Acsdemically. Prosdod indiidun,
Coum and il poychoicogy loghecing e reating Vet Ot
g g depreson sy, and st s and i addion
10 ving carmed s Nlasrs degeee 1nSoctal Work, am now pareuing &
e o P Al deped

Lam confdent that the enthusiasm and experience | can bing fo your company will
prove to be an aset in managing your direct srvice agencics.

“Thank you in advance fo your ime and consideration. ook forward o hearing from
youfor a personal itervicw at your erliet convenience.

Sincerely,
Louise Berry
Enclosure
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Short Phone Interview

Subjct: Thanks for reviewing my credeotial on JumboTalet com
Dear M. Smith:

“Thank you or reviewing my credentals on [ ageted resume istribution Web s
Afer discovering thatyou hd done 50,1 visied your company’s Web st Won'!
Very impresed with the lent companies you seve and the vrity of posiions which
arcailble.

As my résum indicats, | hve 31 years of progresiv experence witina prominent
etail bankingorganization n the Boston, Massachusets rca. Among y Stongest
Sill et ae lent reltonship management andbranch oeraions versght. Duc 0
onganizarionalchanges within my company. | 3 scking outside opportunites n retal
banking where | can take my caree o the next el

Wil cll you et week 0 e if we canamange  short phon comverstion o furter
discuss my background in lation t your clien assgnments inthe Greate Boston

ook forward to connecting next weck.
Sincerely,
Robent Erckson

R_crckson@anyip.com
Ssssss ol
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