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How important is a cover
vedetter

No matter how in depth your resume is, it is not enough to tell your whole
story to potential employers.

A cover letter reveals glimpses into your personality that a list of
achievements can’t.



pages of awards and
sheer greatness,

you’ve lost me.”
-laura nelson,
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make your
cover letter
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. Interested in a senior level position offering the opportunity for travel and advanced research

assignments,

As a professional administrative assistant with excellent research skills, | am eager to contribute
my abilities and experience to ABC Company. Given my extensive training and background, |

u ‘.
y belleve | can help ABC Company meet its goal of providing only the most accurate and timely
a n W I I e information to its clients,

2 Please find enclosed my resume and a list of my referances. Feel free to call me at
b 207.555,0145, to arrange a time to meet. | look forward to hearing from you

Sincerely,

John Doe
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Do’s and Don'’ts for digital/
Do: emailed covgr letters

1. Include the position title in the
subject line of the email

2. Make more concise
3. Align text to the left

4. lllustrate the impact you’ve made
in past positions

5. Test before emailing to employer
by emailing it to yourself or a
friend first

1. Use bold, underlined, or
italicized letters

2. Use anything other than 12
point font

3. Don’t simply state facts, but
talk about things you have
done that would exemplify
these facts



which means skills and
ability. Embellishment

and fluff are not

necessary.”
-Diana Qasabiah, talent




Paige Ferguson

1 Main Street
New Cityland, CA 91010
Cell: (555) 322-7337
example-email@example.com

Dear Mr. Dennis,

Looking for a dynamic Mobile Sales Professional? Search no further, because | am ready for the job.
With over six years' experience as a Mobile Sales Pro, | will step in and make an immediate
contribution to Flex Cellular's continued success.

You are seeking someone who can handle ical and service questions while
malmalnlng a hlgh sales volume, and that is exactly what | am prepared to do. As a P |

/ledge of all offerings and can quickly help customer select their best options.

In addition, | am confident, outgoing, and reliable, which makes me a great fit for your team.

| look forward to meeting with you in person this week and discussing the details of this position. In
the meantime, please find my resume are available upon request.

Sincerely,

Paige Ferguson

LINDA R. STATION

1444 South Pmnacle Drave| ane'lpohs. \N 55103
M: 612.555.9982 | Istati com

Date:

(Contact Name)
(Contact Job Title)
(Company Name)
(Company Address)
(City, State, ZIP)

Dear Mr./Mes./Ms. (Last Name):

As the owner of Best For You C o:ching and formerly the Director of Corporate Leaening and Development
for Working World, I ha\e many »car\ expenence \\orkmg eh the tough f 10ns that
individuals within g duc to shmw, ton issues, and other
ntemal-extemal obstacles to change In fact, I have coached comp.mles and individuals down the path of
change, reducing individual resistance and revolutionizing corporate culture.

My philosophy is that the only effective change is organic and intemal, whether we're talking about people or
organizations composed of people. Using this as a foundation, and while working as a coach and esecutive, 1
assist individuals and their organizations who are striving to ceeate an environment where we are free enough
from fear that we can develop, explore and express our true capabilities. [ brang this philosophy and belief to
all that I do in an effort to “do good as you do well.™ I know that I can coach fundamental understanding
about the importance of embracing change in your company.

It [company name] 1s looking for a vistonary, insightful, forward-thinking change ger, I would be
interested in speaking with you to discuss the value that my strengths and experience can bring to your
company. I can be reached in confidence at the above telephone number or email address. I look forward to
hearing from you.

With best regards,

Linda R. Station

Enclosure: Résumé
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Administrative Assistant - York University (Summer position) &8

~ Vanessa Hojda @ 10:20 PM (0 minutes ago) (X5
to canadajobbanks. [+

Hi Kelly,

Ifound your ad at the Career Center the other day. | was wondering if the position was still available
and if you could gve me some more information about it. Ive attached my resume and cover letter
for your consideration,

Regards,

Vanessa
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