
20 COMMON RESUME ERRORS 
1. SPELLING WST A.KES 

+ Proofread 
+ Spell check doesn't think (see=sea, knot=not) + Typos reflect poor quality of work 2. 1\1ENTION CO:tvfPUTER SKil-LS (if you have 'em) + State your abilities using major software (Word, Excel, etc) + Especially important for administrative positions 3. PERSONAL STATISTICS ARE NOT COOL + Too much filler; not enough substance + Never list interests miless relevant 4; USJNG CURRENT PLACE OF Etv1PLOYMENT TO FAX & E-MAIL ··, RESUNIE 

.. + "So if I hire you, you'll waste' my money, too" 5. PICTURES ARE FOR HOLLYWOOD + Models and movie stars only · 6. NEVER SAY "I" 
+ Start sentences with an action verb + ACTIONS =RESULTS · · .. , , _ 7. JOB TITLES WITH NO~-! . ·c ~~- · + Tech I, Tech II instead of systems analyst 8. BEHONEST. TOTALLY. 
+ The hiring employer knows both the industry and the job + Never overplay, exaggerate, imply 9. BEJNG GENERAL WON'T CUT IT + Address the position posted 
+ Customize, tailor the resume 
+ Be specific - offer facts on both your accomplishments and your skills IO.CUTESY FORMAT CAN SINK YOUR SHIP + Graphic fonts look childish 
+ Fancy designs do not always impres~- no gimmicks + Designer papers, borders, graphics often a negative influence ll.FORGET THE OVERUSED PHRASES + Stay clear of generic or broad phrases like "hard worker," "team player," and "excellent communication skills" + No tag lines - "references upon request" "Resume of ... " 

--------- --- ------



12.TOO MUCH INFORMATION 
t Skills should match what the _employer is looking for 

13 . WHOYOUGONNACALL? 
• Don't leave off phone number- home number only 
• Have voice mail or answering machine with professional message 

14. FORMAT, FORMAT, FORMAT 
• Typewritten resume, computer laser printed, "crisp" 
• Font 12 or 13 

15. NO COVER LETTER 
16. NEGATIVES DON'T SELL 

• Keep it positive- don't mention layoff, termination, company 
bankrupt 

17. CAREER OBJECTIVES. 
:: ~ State career objective and desired position clearly 

\~HIGH SCHOOL DOESN'T MATTER . 
-4 9: DON'T LEAVE OFF CREDENTIALS ·. . 

• Clearly emphasize specjal -credentials 
20. NEVER :MENTION SALARY 

~ . ' ., . ' - .. .... ,_ 

THE FORMULA FOR THE PERFECT RESUME 

+ Strong ACTIONS =RESULTS content 
+ One page 
+ Professional layout 
• Easy to read 
+ Quantify skills and actions 

OTHER TIPS 

+ Have someone proof your resume 
+ Send to Steve ' --
• Ask you current field supervisor to take a look at it 
• Keep on disc so it can be changed easily 
• Pick a style that feels right for you - stick with it 
+ Take risks, set high goals, know your value 



RESUME STYLES 

1. CHRONOLOGICAL- organized by dates of employment 
2. FUNCTIONAL - focuses on what you did 
3. COMBINATION - combines employer information & employee 

skills 

COMPONENTS OF RESUME 

1.. CAREER OBJECTIVE ' 2.-, EDUCATION , · · 
3. SUMMARY OF QUALIFICATIONS 
4. PROFESSIONAL EXPERIENCE/WORK 'EXPERIENCE ,.,f . 

OPTIONAL HEADINGS: 

1. 
2. 
3. 
4. 

COMPUTER SKlLLS 
HONORS/AWARDS 
CO.Mlv1UNITY ACTIVITIES 
RELATED TRAINING 

J. .... .... 

SUCCESS IS NOT THE RESULT OF SPONTANEOUS 
COMBUSTION. 

YOU MUST SET YOURSELF ON FIRE. 

Reggie Leach 



I Winning Resu.rnes 

Select the CoJTect Format Style for You 
Chronological 

Name 
Address 
Phone 

CAREER OBJECTIVE: -------

Sut-.·\J'r\ARY oF QuALI FICATIONS 

PROFESSIONAL .exPERIENCE 

Current/Last /L' b."tompany. City. Stille. Dates 
- ···. -

. . 
NoT jL>b, Company. City. SLClte. Oates 

.. 
... ~- ..... 

Next job. CompJny. City. Stale. Dates 

eDUCATION 

I ___ _ 

Optional headings: Co111putcr Skills, J\\rll.rds/Honor:::. E-Mllil /\cldrcss 
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I FunctioNal 

Skill An:u 

Skill Area 

Name 
/\ddrcss 
Phone 

C\REER OlljECn\"E: -------

SUMII\i\RY OF QUALifiCATIONS 

PROfESS10NAL EXPEHIENCE J 

- .·. -
~ .· .... 

... ~- . .:. 

Wof!K H IST.OrtY 

CurTcnl/Lasc_/L'b. ConJ~'<HlV. Cii~·. State. Dates 
Frcnims job, CL'Ill~'<~ny. City. State, Dates 
FrCl'ivusfob. (L1111p<my. City. State, Dates 
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SELLING: FUNCTIONAl 
NEW 

Evelyn Counselor 
21135 32nd Avenue South 

Columbus, Ohio 66666 
(201) 555-0111 

CAREER OBJECTIVE: Case Manager 

SUMMARY OF QUALIFICATIONS 
Broad exposure to numerous counseling issues working with diverse clientele. Able to make accurate diagnoses and assessments and provide comfortable environment where individuals make changes. Use eclectic therapeutic approach plus outreach and com­munity referrals to aid individuals either in therapy or in crisis environments. Commit­ted to helping individuals change and improve the quality of their lives. 

PROFE.SS!ONAL ExPEIUENCE 

Counseling 
• Good exposure dealing one-on-one with a diverse population and wide range of clientele from teenagers to older adulr:s. . 

~ • Maintained a case load of clients, effectively assisting individuals with depression,~. anger, loss, marital problems, suicide, domestic violence, chemi.cal abuse, child · abuse, personality disorders. Very low no-show rates. • Counseled, 225 hours, individuals calling rape crisis line, providing acute interven-tion. •. • ..•• • Manned drop-in medical clinic for DSHS,. ft9ITieless. welfare, low income individuals offering counseling, referrals, interventions and outreach. · • Provided anger management counseling for men involved in domestic violence. 
Outreach 
• Worked with Child Protective Services issuing child abuse reports on clients. • Taught illiterate adults basic reading and writing skills over two year period. • Coordinated office administration, budgeting, organized work flow and schedules, supervised staff, trained employees on computer system usage for governmental agency over five year period. 

WORK HISTORY 
Counselor Volunteer, Neighborhood Clinic, Columbus, March, 1995-Present Intern, Catholic Community Services, Columbus, September, 1994-Augu.st 1995 Literacy Tutor, County Multiservice Center, Nov. 1992-Dec. 1994 Counselor Volunteer, Mental Health Institute, Angeline's Day Center for Women, Rape Relief, October, 1989-August, 1991 
Qffice Administrator, Metro, Columbus. OH, September, 1983-September, 1988 

E DUCATION 

Master of Arts, Psychology, Antioch University, 1995 Bachelor of Ans, Psychology, Universiry of Ohio, Columbus, 1991 
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~.CHRONOLOGICAL 

Dorothy Adams 
1 Main Street 

City, NY 11111 
(201) 555-0111 

j 

CAREER OBJECTIVE: Computer Programmer 

SUMMARY OF 0UALIFICATIONS 

VITAL RESUME COMPON 

· Ten years computer programming experience within the business engineering and finance divisions for a manufacturer. Strengths lie in project management, technical .·• . ~upport, systems/process analysis, and communications skills. Proven track record of · :•_·. troubleshooting, enhancing systems, reengineering processes to increase efficiency )>while providing substantial cost savings. Received three special recognition awards in · ... the last four years. 

PROFESSIONAL· ExPERIENCE 
Computer Programmer, Ford _6omputer Services. Detroit, MI. 198:-r--Present • Programmed both business engineering and finans:e computing systems in a main-

. ;','·:~')_::?<·') ·· ·frame environment including·enhancing code, troubleshooting, modifying sy$tems, 

~-~-/~:~(~:t;;~:~;/;~:;~~.:."::·."~:;~ 
· :·\;:,~:·,s_ ::::i: [:}~ff~~~?;,;;:;:; 

testing processes and procedures, and documentation. ;. ;f, :·, • Key team member on a complete mainframe system overhaul streamlining thirteen . corporate finance/accounting systems into one system. Jwo year conversion resulted in $12 million dollars in savings, eliminated twelve positions, increased effi­ciency and eliminated 80% of previou.s system problems. • Served as technical troubleshoot>erfs.y.stem programmer support to interdepartmen­tal technical personnel. Resolved data complications. user errors. and miscoding. • Responsible for database downloads and system backups. Ensured maximum pro­ductivity and efficiency. 
• Created new graphs, charts, data flow illustrations and policy/procedural documen­tation plus comprehensive reports used in business analysis. and long term strate­gic P!anning .. 

COMPUTER AND TECHNICAL SKILLS Programming Languages: COBOUCOBOL II, JCL, Mark IV Platforms: Mainframe, LAN, PCs and Macintosh ·: -~· Machines: IBM 3390/MVS (JES2/JES3) Software: TSO/ISPF, Syncsort, Librarian, Rumba, Maestro, Word, Windows, PageMaker 

AWARDS 
Special Recognition Award, Finance Department, 1993 Appreciation Certificate, Finance Department, 1994 Special Recognition Award. Computer Programming Department. 1996 

EDUCATION 
Bachelor Degree, Michigan State University, East Lansing, 1983 Programming Certificate. Ford Computer Training, 1985 
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I I 
I ~!:~~~:~:~1fluenced a great deal by what your references say. ' 
· You need to select people familiar with your work, not personal or family I. 
~ friends. I recomlllend that you choose three people (tlo less) or no more 
ij than four. Call and ask their permission to be a reference bifore you use 
~ their name. In selecting and adding references to mwke a positive impres- . 
il sion on the employer. follow these guidelines. 

SIF; V Pick people you've vvorkcc! with- former bosses. Jepattment heads, 
clients-that were [)leased wilh your work. Exclude me11tioning any 

H_' boss who wifl give y<.1u anything but a rave review. 

J V Select current references. If they <1rc 8 to 10 years old, they are too 
~ mttdated to be of much value, and cmvloyers may wonder if you're 
~ hiding bacl performClnce at :.more recent jobs. 

J v Obtain correct addre~s. pl-ic1i1e number. and identify Llle relationship, . 
~ for exam~11c, fontrcr supervisor. major client. a11J so on. I v Mail Lllc pcr~on-);~U!: current resume with a thank-you not~ that 
~ points out some of the key points they'll likely l1e qucstion~d about. 
~ 
F. This is a gl1od.rcrreshcr ;md will produce a better endorsement when u 

Winning Resumes 
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~ Lite person's called .•• 

~ v Ol1 tztin letters from cl~p;{ning bosses tllld rcr!Qfii1JtlCC apprt~isals to 
~ usc in future job interviews. 
~ " V References are usually brought into the interview and prescmed tllen. 
~ Uulcdsds y

1 

ou are
1 

specitlcztlly askded t
1

o ma
11

il theu
1

t in the ad, don't bother 
5 to a t 1cm w 1cn you respon . T 1cv' just c utter up your package, 
~ anJ most employers don't look at references until after the interview ~ 
~ 

r as they tinalize their dclisiott to hire (or nN hire) you. 
~-
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I HELPFUL RESOURCES I 

I 
lnftuenced Publicized 
Interpreted Reconciled 
lectured Recruited 
Mediated Spoke 
Moderated Stipulated 
Motivated Taught 
Negotiated Translated 
Persuaded Wrote 
Promoted 

RESEARCH SKILLS 

Accumulated ldo::n'tified . .. ·' Calculated !r).~pected 
Catalogued -1 nterpreted . 
Clarified Interviewed ~ 

Collected lnvestiyated 
Critiqued Or9aniz~c1 .. __ ,~~ _ _ ..... 
De~ignt.!J Re..,..iew"ed 
Diagnosed SurnmJrized 
Ev<~:.Jated Surveyed 
Exam: ned Systematized 
Extracted 

J. 
!1 TECHNICAL SKILLS ~ 

Assembled i Operated 
R•.:;.t Overhauled 

I 
C1~cuL1tcd Programmed 
Computed Remodeled 
Constn1cted Repaired 

I 
Designed So lved 
Devised Surveyed 
Engineered Trained I Fabricated Troubleshooter 
Formulated Up9raded ! 

P. Mai11tained 

i 
~ 
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I Winning Resumes 

~ 

I Action Verbs 

AccornplbhC'd 

Activuted 

Adjusted 

Administered 

Advi~ed 

Ant1lyzed 

Assigned 

Attained 

Ch<lired 

Concepluilliu~~: 

Co nducted- . -

Conso!iduted ·· 

. Conlructed 

Coordin ill t:Li 

Decreased 

Delegated 

De;,iyn ed 

Oevelopecl 

Devised 

Directed 

Est<1blished 

[valua t ed 

Executed 

Focilitilt~d 

Formul<lted 

i\11\NAGEMENT S!GLLS 

Hired 

I rnp'crnen ted 

Improved 

In corp or;'lted 

Increased 

lnitiat~>d 

ln!crvicwcd 

111-'v'ented 

lnvestiyuted 

Led 

Milnagecl 

Negotilltcd 

Organized 

Ovcrsilw 

Planned 

Pre: sided 

Prioritized 

Produced 

RecoJ111:1cndcd 

Recruited 

Reorganized 

R~vie.wed 

Sch e duled 

Strcrtgthened 

Supervised 

. ·--· ··---, 

COMMUN!CATTON SI\ILLS 

Addressed 

ArbitrJted 

Arronged 

Authored 

Collllborated 

Corresponded 

Devf'loped 

Directed 

Drafted 

Edited 

EduccJted 

Enlisted 

Explninecl 

Formulated 

----- ---- -------



I Winning Resumes 

.? 

Acl<~ptcd 

Advised 

Cl<1ri;fi eel 

Couched 

Comrnunic<Jted 

Coordinutcd 

Developed 

Educated 

E1·1ablec.l 

En COLI r <1 ~y·d 

Ev<Jiuated 

. •··. 

·' 

TEACHING SKILLS 

Explained 

Facilitated 

Guided 

Informed 

Initiated 

lnstructeci 
Perstwded 

Researched 

Simul<~tecl 

Truined 

FINANCI/\L Sl\ ILLS _.._____:_····- --· . -- - ---'- · ----------~- ------ ··--Admini:>lered · 

Allocated 

Anulyz:ed 
Apprnised 
Audited 

Billa need 
Budgeted 
Caltul<lted 

(•.)mputed 

~ . . . . .. 

>----------
Acted 
Adverli5.ed 

Conceptuulizcd 
CreateJ 
Dernnnstriltcd 

Desi9nF:'cl 
Developed 

Directed 

Esttlblished 

rou1 1ded 

Developed 
·Forecasted 

Milnugecl 
Me1rketed 

Pl<1nned 
Prep<~red 

Projected 

Researched 

CREATIVE SKILLS 

lllustr<~ted 

ln~liluted 

lnleSJratecJ 
Introduce d 

Invented 

Morketed 

Originated 
Performed 
Pl;mned 
Presented 

·----------··---- ------ - --------- · -· -----



P1 uduccd 

Recommended 

Revitalized 

Assessed 

As~i~ted 

Clarified 

Coached 

Co,unseled 

D~rnonslrated 

Diagnosed 

Educated 

Effected 

Shaped 

Sold 

HELPING SKILLS 

Expedited 

Facilitated 

Familiarized 

Guided 

Referred 

Rehabilitilted. -· 
I 

Represented 

Served" 
- .·. 

ADMIN!STRATIVF. OR DETAIL SKILLS 

Approved 

Arranged 

Calculated 

Cal ill o gued 

Changer! 

Classified 

Collected 

Curnpiled 

Curnputerized 

Dispatched 

Executed 

Formulated 

Generated 

Implemented 

Informed 

Inspected 

Maintilincd 

Manipw.I0~ed 

Modifiec1·· 

Monilureci 

Operated 

Org11nized 

Prep.:lred 

Processed 

Purchased 

Recorcied 

Retrieved 

ScreeneJ 

Specified 

Synthesized 

Systematized 

Tabulated 

Validated 

fiELPFUl RESOURCES I 
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Chapter 9 

The 15-Minufe Cover Lefler, 
Plus Tips on How and When fo Use If 
s~~ his chapter provides advice on writing cover letters and - includes various samples. I've tried to keep this basic. with an emphasis on letters that are sent after you have made some sort of personal contact with an employer. That's because letters­just like resumes- won't get you a job offer. 

Writing a simple cover letter is pretty simple. Once you kno\·V how it's done, you should be able to write one in about 15 minutes or so. 

Cover Leffers 
It is not appropriate to send a resume to someone without explaining why. It is traditional to provide a letter along with your resume-a cover letter. Depending on the circumstances, the letter would explain your situation and would ask the recipient for some specific action, consideration, or response. 

I 
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Th.: Quick Resu!!!e & Cover Lerrer Book 

Entire books discuss the art of ·writing cover letters. Some authors go 

into great detail on how to construct "powerful" cover letters. Some 

suggest that a cover letter can replace a resume by providing 

information specifically targeted to the person receiving it. While 

these ideas ha\·e merit, my objective here is to give you a simple. quick 

revie''" of cover letter basics that will meet most needs. 

Only Two Groups of People Will Receive 
Your Cover Letters 
If you think about it, you will send a resume and cover letter to two 

groups of people only: 

• People you know. 

• People you don't know. 

While I realize this sounds simple, it's true. An d this observation 

makes it easier to understand how you might structure your letters to 

each group. But before I show you some useful and effective cover 

letters, let's first review some basics regarding writing cover letters in 

general. 

Q.u4ek i41' 
While many situations require writing a formal letter, a simple note 

will do in many instances (for example, when you know the person 

you are writing to). Additional information on informal notes will 

appear in the next chapter. 

Seven Quick Tips for Wrifin~ a Superior 
Cover Letter 
No matter who you are writing to, virtually every good cover letter 

should follow these guidelines: 

--...... -·· . · --;,; 
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Chapier g, TO& 15-Minuie Cover leiier. Plus Tips 011 How and \~hen io Use !i 297 .i 1. Wrife fo Someone in Parficular Never send a cover letter "To whom it may concern" or use some other 

impersonal openJng. We all get enough junk mail, and if you don 't send 

your letter to someone by name, it will be treated like junk mail. 2. Make Abso(ufely No Errors One way to offend people quickly is to misspell their names or use 
incorrect titles. If you have any question, call and verify the correct 
spelling of the name and other details before you send the letter. Also, 

review your letters carefully to be sure they contain no typographical, 
grammar, or other errors. 

3. Personalize Your Confenf I've never been impressed by form letters, and you 
should not use them. Those computer-generated 
letters that automatically insert a name never fool 
anyone, and I find cover letters done in this way 
offensive. \Nhile some resume and cover letter books 
recommend that you send out lots of these "broadcast letters" to people you don't know, I 
suggest that doing so wastes time and money. 

4. Presenf a Good Appearance 

If you can't 
personalize your 
letter in some way, 
don't send it. 

Your contacts with prospective employers should always be 
professional, so buy good quality stationery and matching envelopes. 

Use papers and envelopes that match or complement your resume 
paper. The standard paper size is typically used, but you can also use 
the smaller Monarch-size paper with matching envelopes. For colors, I 

prefer a white. ivory, or light beige. 

\ 'lt4iek 4le'lt 
Cover leners are rarely handwritten anymore, and employers 
expect them to be word processed or typed (without error!), with 
excellent print quality. 

3 ·_~-:.__ G~-._... _ _ ......,..,._uG'"~........._ - " .. .. i:J:~.-- --- -;:..-..~-0--'·'9-~ 
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298 !he Quick Res:.J;;oe & Cover Letter Book 

Use a standard letter format that complements your resume type and 
format. Most v;ord-processing soft-ware provides templates or "wizards" 
to amomare your letter's format and design. I used such templates to 
create the formats for the sample letters in this chapter. And don't 
forget the envelope! It should be done carefully, without abbreviations 
or errors . 

5. Provide a ~riendlv Openin~ 
Begin your letter v·.·ith a reminder of any prior contacts and the reason 
for your correspondence now. The examples later in this chapter will 
give you some ideas on how this can be handled. 

6. Tar~ef Your Skills and Experiences 
To do this well, you must know something about the organization or 
person with whom you are dealing. Present any relevant background 
that may be of particular interest to the person you are writing. 

7. Close wilh an Acfion Sfafemenf 
Don't close your letter without clearly identifying what you will do 
next. I do not recommend that you leave it up to the employer to 
contact you, since that doesn't guarantee a response. Close on a 
positive n ote and let the employer know you desire further contact. 

Cl.1.44ek 14~ 
Using a few simple techniques, it is possible to make the 
acquaintance of all sorts of people. That's why I say that it wastes 
time and money to send your resume or cover letter to 
strangers-it is relatively easy to make direct contact. Section Six 
provides details on how to make contact w ith people you don't 
know, and I recommend that you learn more about this. 
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Comments: This wr!r~r ca!led f!:st and au:a;:wed a;"l ir.ter;,·iev.:. the oes;: aoproach of alL !'ore ilea·; 
this ne1\· gr2duare i:J.ci:.!ded a soecific examp!~ or ho;.,· he saved mor!ev f~r a business bv chan gin!?: 
irs procedures. Though it is not clear from the letter, his expenence wtrh iots of people' ""as galned 
br working as a waiter. Note also how he included skills such as "hard worker" and "deadline 
pressure" that I reviewed in Chapter 4. 

March I 0, XXXX 

Mr. William Hines 
New England Power and Light Company 604 Waterway Boulevard 
Parien, Connecticut 11716 

Dear Mr. Hines: 

Richard Swanson 
113 South Meridian 
Greenwich, Connecticut 1172 I 

I am following up on the brief chat we had today by phone. After gening the details on the 
position you have open. I am certain that it is the kind of job I have been looking for. A copy of 
my resume is enclosed providing more details of my background. I hope you have a chance to 
review it before we meet next week. 

My special interest has long been in the large-volume order process ing systems that your 
o rganization has developed so well. While in school, J researched the now of order processing 
work for a large corporation as part of a class assignment. With some simple and inexpensive 
procedural changes I recommended. check-process ing time was reduced by an average of three 
days. For the number of checks and dollars involved. this one change resulted in an estimated 
increase in interest revenues of over $35,000 per year. 
While I have recently graduated from business school, I have considerable experience for a 
person of my age. I have worked in a variety of jobs dealing with large numbers of people and 
deadline pressures. My studies have also been far more "hands-on•· and practical than those of 
most schools, so I have a !!Ood working knowledge of current business svstems and procedures. 
This includes a good und~standing of~arious co~puter spreadsheet and applications programs. 
the use of automation. and experience with cutting costs and increasing profits . I am also a hard 
worker and realize I will need to apply myself to get established in my career. 
I am most interested in the position you have available and am excited about the potential it 
offers. I look forward to seeing you next w eek. If you need to reach me before then. you can call 
me at (973) 299-3643 o r email me at rswanson@msn.net. 
Sincerely, 

Richard Swanson 

- . ""---- -- ·- -- ·- -----.-



Comments: This lette: indica res that the ~\~iter first called and set up an intervie;"~ as the result of 

someone eise's tip. The writer explains why she is moving w the: cit:v and asks for hc:ip i;; making 

contacts there. \·Vhil: no job opening exists here, she is wise in assuming that there might be one in 

the bturc:. Even ;; this is not ~he case. she asks the employer to think of others who might have a 

position for someone \Yith her skills. Assuming that the interview goes well and the employer gives 

her names of others to call, she can then follow up with them. 

ANNE MARIE ROAD 

Ms. Francine Cook 
Park-Halsey Corporation 

5413 Armstrong Drive 
Minneapolis, Minnesota 563 17 

Dear Ms. Cook: 

Februaq 20, XXXX 

When Steve Marks suggested I call .you, I had no idea you would be so helpful. I've 

already followed up with several of the suggestions you made and am now looking 

forward to meeting with you next Tuesday. The resume I've enclosed is to give you a 

better sense of my qualifications. Perhaps it will help you think of other organizations 

that may be interested in my background. 

The resume does not say why I've moved to Minneapolis and you may find that of 

interest. My spouse and I visited the city several years ago and thought it a good place 

to live. He has obtained a very good position here and, based on that, we decided it 

was time to commit ourselves to a move. 

As you can see from my work experience, I tend to stay on and move up in jobs, so I 

now want to research the job opportunities here more carefully before making a 

commitment. Your help in this task is greatly appreciated. 

Feel free to contact me at (834) 264-3720 if you have any questions; otherwise, I look 

forward to meeting with you next Tuesday. 

Sincerely, 

Anne Marie Road 

616 KINGS WAY ROAD 
MINNEAPOLIS, MINNESO T A 54312 

(834) 264-3720 
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Sample Cover Letter: Response to a Want Ad 
Comments: Responding ro a wc;m ad !JutS you in direct competition with ~hE many others ~~·ho '''ill read the same ad, sc the odds are not good ~hat this letter would get a response. The !c:c the.: the writer does not yet iive in ~he area is another negative. Stilt, I believe rh;:r yo:..: shoald follow u;:: 
on any legitimate lead you find. In this case, someone who is available ro imerview ~igf:t away wiiJ 
likely fill the position. Bur a chance exists that, with good follow-up, another position will become 
available. Or the employer might be able to give the writer the names of others to contact. 

·--------------------------------------------------------~---~---·--------~ 

Januo.ry I 7. XXX.X 

The Mommg Sun 
Box N43!7 
2 Early Dnve 
Toronto, Onrano RSC 153 

Re: ReceptLonist / Bookkeeper PoSitior. 

As I plan on rclocat1ng to T oromo, your adveruscmem for a Rcccpt!omsr/ Bookkeeper caught my attention. Your ad stated yours rs a small office anc! that 1S precisely what I am looking for. I like dealing with peopk. and m a prcvJous posicion, h:ld over 5.000 cusc:om::~ concaccs ~ month. With chat: oxpcncncc, I h:ve learned to bndlc chings quickly and plcasancly. 

The v:ricd activities tn a posicion combimng bookkeeping and reception sound very mcerescing. l have received formal tr>1mng 1n accounrrng mechocs •nd •m familiar wit h accounts receivable, accounts p oyaolc. •nd ge:1er..I ledger posring. I am famili .. r wtrh scven.I computc=nzcd .accoun::tng ?rogr~s and c.an quickir learn any ochers char you may be usmg . 

My resume LS enclosed for your consideran on. Note chat I went to school in T oronro •nd l plan on returning there soon co csublish my career. Several mcmbors of my fo.mily also hve there and I have provided their loc..I phone number, should you wish to contact me. Please conta::t rhac number as soar. as possible. since I plan on being in T oronro tn che ncar fucure and would like to speak wirn you about this or furure pos1cions with your company. I will call vou in chc next few weeks to set up o.n appointment should l nor hear From you before then. 

Thank you in ad"ance fo:- you:- cons1d~r4::ion in this macr~:. 

Sincerely, 

John Andrews 

P .5. 'You em reach r.1c vi;: email at johnancirews@cmcor:.com or leave .a phone message a: 587.488.3876. 

11: GkcStrcet 

Ou,2go. lUino~s 6003 I 

557 ~88.387b 

JOhmndrews@c:mcor~com 
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Comments: This is anothe;- exam!Jie of a person conducting a long-distance job search using names obtained from a professionai association, a good thing to do. Tf\Js ierrer also explains why he is leaving his old job and includes pos~rtve information regarding his references and skills that would not normally be found in a resume. John asks for an L11terview even though there may not be any jobs open now, and also asks for names of others to contact. 

July 10, XXXX 

Mr. Paul Resley 
O perations Manager 
Rollem Trucking Co. 
I-70 Freeway Drive 
Kansas City, Missou:-1 78401 

Mr. Resley: 

I obtained your name from the membership directory of the Affiliated 
Trucking Association. I have been a memb~r for over 10 years, and I am very active in 
the Southeast: Region. The reason I am writing is to ask for your help. The firm I had 
been employed with has been bought by a larger corporation. The operations here 
have been disbanded, leaving me unemployed. 

While I like where I live, I know that finding a position at the level of 
responsibility I seek may require a move. As a center of the t ransportation business, 
your city is one I have targeted for special attention. A copy of my resume is enclosed 
for your use. I'd like you to review it and consider where a person with my 
background would get a good reception in Kansas City. Perhaps you could think of a 
specific person for me to contact? 

I h;;ve specialized in fast-growing organizations or ones that have experienced 
rapid change. My particular strength is in bringing things under control, then 
increasing profits. While my resume does not state this, I have excellent references 
from my former employer and would have stayed if a similar position existed at its 
new location. 

As a member of the association, I hoped that you would provide some special attention to my request for assistance. I plan on coming to Kansas City on a 
job-hunting trip within the next six weeks. Prior to my trip I will call you for advice 
on who I might contact for interviews. Even if they have no jobs open for me now, 
perhaps they will know of someone e!se who does. 

My enclosed resume lists my phone number and other contact information 
should you want to reach me before I call you. Thanks in advance for your help on rhis. 

Sincerely, 

John B. Goode 
Treasurer, South= Region 
Affiliated T ruckin.g Association 
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947 Cherry Street 
Middleville, Ohio 01234 

Ocwber 22, XXX:X 

Mr. Alfred E. Newman, President Alnew Consolidated Stores, Inc. 
1 Newman Place 
New City, OK 03000 

Dear Mr. Newman: 

I am interested in the position of national sales director, which you recently advertised in the 
Retail Sales and Marketing newsletter. 

I am very familiar with your company's innovative marketing recnniques as well as your 
enlightened policy in promoting and selling environmentally sound merchandise nationwide. 
I have been active for some rime now i.n environmental protection projects, both as a 
representative of my current emoloyer and on my own. I recently successfullv introduced a 
new line of kitchen products th;t exceeds federal stmdards, is environmentalfy safe, and is 
selling well. 

The enclosed resume outlines my experience md skills in both sales and marketing in the 
retail field. I would like to meet with you to discuss how my skills would benefit Alnew 
Consolidated Stores. I will contact you soon to request an inren·iew for current or future 
positions and may be reached at (513) 987-6543. 
Thank you for your time and consideration. 
Sincerely, 

Robin Redding 

·-----------
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