Take Charge of Your Career, Create the Work You Love, and Earn What You Deserve!

The Ultimate Career Guide – Interactive Exercises

Cover Letters

Using the instructions from The Ultimate Career Guide, create your own Cover Letters.  Use the template(s) of your choice from below (which we have created based upon the examples from the Cover Letters section) as your guide.

In many cases, we have left the information from our examples in the templates, to provide a guide for the most powerful content as you develop your own cover letter(s).  Be sure to adapt the information to meet your own professional background and career goals.

Sample Cover Letter

Your Name

Your Address
Cell: (000) 000-0000

City, ST ZIPCO                                 E-mail: email@yourdomain
Home: (000) 000-0000

(Date)

Contact Name

Contact Title

Contact Company

Contact Address

City, ST ZIPCO

Dear (Contact Salutation and Last Name):

According to last week’s New York Times piece on on (Contact Company), you’re planning on expanding into the stuffed toy market. With your innovative product line and aggressive marketing plan outlined in the article, there’s no doubt that your company dominates the domestic toy market. I would like to join such a winning team!

As Creative Director for a small toy manufacturer, I designed and supervised production of a stuffed toy line that represented 32% of our 2004 profits. This was the first time any one toy line generated such a large margin of profitability. In addition, I developed new packaging for the company’s entire product line. Once this new packaging was introduced, sales to toy retailers went up by 24%.

Ms. Nordberg, I would like to produce similar results for Mahvelous Innovations. With my 15 years in the toy industry and my hands-on experience in both product and package design, I know I can contribute a great deal to your design department.

With this in mind, I plan to call you next week so we can schedule a mutually convenient time to talk on the phone or meet in person at your offices in Monterey. I am looking forward to speaking with you, and thank you for your consideration.

Sincerely,

(Your Full Name)

Enclosure

Sample “Perfect Match” Letters

Your Name

Your Address
Cell: (000) 000-0000

City, ST ZIPCO                                 E-mail: email@yourdomain
Home: (000) 000-0000

(Date)

Contact Name

Contact Title

Contact Company

Contact Address

City, ST ZIPCO

Dear (Contact Salutation and Last Name):

Whether the issue is employee transition, retention, development, or selection – I am a big believer in DEPLOYMENT, and not just EMPLOYMENT. This is a good summary of the guidance that my current clients receive from me at SBC Global Management, and this is the mindset I would like to bring to the position of Managing Consultant in your Philadelphia office.

When your posting came to my attention, it became clear how closely my qualifications match your requirements – as you will see below:
	Your Ad Specifies:
	I Offer:

	Function as Career Coach/Strategist and assist clients with effective MII job search strategies. Meet with clients on a one-on-one basis to coach on career transition strategies.


	Highly developed coaching, consulting and one-on-one training skills and experience from 17 years in education, training, management, and entrepreneurship.



	Ensure quality delivery of career transition services according to MII methodologies and standards. These services include: Career Assessment, Resume Development, Networking, Research, Interviewing and Negotiation.
	An open, flexible, collaborative style combined with ease and speed of adopting custom methodologies. As a sales and marketing consultant and previously manager, I have offered workshops on networking, research, interviewing, and negotiating.



	University degree – BA or equivalent in Business, MBA preferred.
	MBA, Wharton School

BA, Accounting, Franklin & Marshall College


Continued...

	Corporate experience strongly preferred.
	12 years as a corporate insider, including work with the prestigious firm of Shmeggedy Brothers in New York, and almost 3 years working with corporate clients as an outside consultant.



	Must have ability to work effectively in coaching one-on-one relationships. Management/ supervisory experience preferred.
	Coaching and one-on-one work comprises most of my current work. I have management and supervisory experience in both sales and training roles as a team leader and program manager. I have had as many as 22 people reporting in to me from across the country.



	Comfort with multi-tasking to meet customer/ client needs is required. Must be an effective communicator. Customer service orientation is required.
	I have been a solo consultant for almost 3 years, meeting my clients’ needs, communicating effectively, and maintaining a customer-first mindset.



	Must have thorough understanding of conflict management principles. Excellent computing skills with proficiency in Lotus Notes and Microsoft Office and CRM applications
	I have developed, delivered, and managed corporate learning activities for my entire career. I teach a conflict management workshop, and I spent 4 years as a technology trainer teaching Microsoft Office applications, networking, Lotus Notes, and CRM applications (both homegrown and Notes-based).


Ms. Nordberg, I am very interested in talking to your East Coast people about their needs for this position. I am confident that I would be able to make significant contributions to Mahvelous Innovations, Inc. in this role, and I hope I will have the opportunity to prove this to you.

I plan to follow-up by calling your East Coast Operations Center within the week. Thank you very much for your interest and consideration.

Sincerely,

(Your Full Name)

Enclosure / Attachments

Your Name

Your Address
Cell: (000) 000-0000

City, ST ZIPCO                                 E-mail: email@yourdomain
Home: (000) 000-0000

Contact Name

Contact Title

Contact Company

Contact Address

City, ST ZIPCO

Dear (Contact Salutation and Last Name):

Thank you for meeting with me last week to discuss the opportunity to lead the Schenectady Board of Employers (SBE). I was happy to learn more about the valuable services it offers its members, delivered by skilled, professional staff. Your candor about the challenges SBE needs to address to fulfill its mission helped me better understand the critical requirements for success in the role of Business Development Manager.

I am very interested in this leadership opportunity and, as a result of our discussion, find it even more attractive. With my understanding of the position’s requirements, I am confident that my proven experience and capabilities would enable me to make outstanding contributions in the following areas:

	Your Requirements
	My Contributions

	Revenue growth/business development-

attract new members, expand product/service offerings, and build key client relationships.
	· Established independent HR consulting practice with multiple service offerings and profitable revenue stream.

· Developed new business, building revenues, from zero to $3.03 million in 3 years.

· Exceeded revenue goals by 11% in 2000, and 24% in 2001.

· Surpassed 1998 targets by 36% in 1997 and 22%.

· Increased revenues by 24% in 1994.

· Established new projects and strengthened long-term relationships with major clients in a variety of industries.



	Leadership and people management-

coaching, mentoring, motivating, and leading by example. Performance management experience.
	· Recruited, hired, and directed an enthusiastic, motivated team that achieved average customer ratings of 4.7 (on a scale of 1 to 5).

· Coached many managers and executives to enhance their leadership skills and value.

· Mentored high potential people by providing advice, instruction, observation, and feedback.

· Established employee performance goals, measurements, and rewards designed to collectively achieve organizational goals and encourage teamwork and team leadership.



	Business and financial management;

develop and control budgets. Manage service lines to maximize profitability.
	· Achieved profitability in independent consulting practice in eight months.

· Produced profit margins of 12% in 2000 and 28% in 2001 (more than double target).

· Reduced salary costs by 25% by creating and implementing a new staffing model.

· Analyzed volume and demand (including impact of pricing and marketing) and cost structures for service lines to design plans to maximize revenue growth and profitability.


While you indicated that strategic marketing knowledge is a less essential requirement, I believe it will help establish credibility with both members and SBE staff, and allow the new Business Development Manager to “hit the ground running.” As you know, I possess expertise in many key disciplines of marketing, and a breadth of knowledge in all related areas.

For all of the above reasons, I would be an excellent fit for this position and an invaluable asset to SBE.

Thank you for giving me a more complete picture of SBE and the opportunity. I look forward to meeting with you and members of the Board soon.

Sincerely,

(Your Full Name)

Enclosures / Attachments

Your Name

Your Address
Cell: (000) 000-0000

City, ST ZIPCO                                 E-mail: email@yourdomain
Home: (000) 000-0000

Contact Name










       (Date)

Contact Title

Contact Company

Contact Address

City, ST ZIPCO
Dear (Contact Salutation and Last Name):
Thank you for your continued help during my career search. While speaking with you in January, you discussed various issues within your supply chain management systems. Additionally, you mentioned your desire to reduce the cost and risks of code customization.

In all of my past positions, I have found myself tasked with reducing costs and improving processes by analysis and problem solving, resulting in innovate solutions. From our conversations and your job description, you seem to be seeking a person who can accomplish exactly that.

I am very interested in the Applications Development Manager leadership opportunity. With my understanding of the position’s requirements, I am confident that my proven experience and ability would enable me to make outstanding contributions in the following areas:

	Opportunity Requirements
	My Qualifications

	Addresses customer complaints and concerns, and works to formulate acceptable resolutions.
	Worked closely with user community over the last 15 years as a listener, problem solver, and user advocate. 



	Maintains personnel schedule 
	Utilized Gantt and WBS for projects for IT and client staff, over a period of 12 years



	Identifies and implements process improvements.
	Throughout my career, identified process improvements, cost reductions, and process controls. Documented and implemented these initiatives accordingly.



	Negotiates contracts.
	Negotiated large contracts for telecommunications services, contractors, and hardware vendors. Saved $2.5m on those expenditures while internal satisfaction numbers rose by 32%.




Continued...

	Manages and sponsors larger projects
	Proposed and managed various projects and programs of varying sizes, up to $2 million.



	Prepares time and cost estimates for completing projects.
	Throughout my career, identified and budgeted hardware, software, database, training, documentation requirements, dependencies, and risks for projects.



	Responsible for performance of a group.
	My high energy level and leadership ability create a positive atmosphere and inspires others. Also, I successfully instructed courses improving the understanding and usage of technology.



	Responsible for hiring.
	Over the last 9 years, interviewed individuals to build solid teams. Also identified skills and wrote job descriptions for candidates for over 4 years.



	Responsible for management and key development of subordinates.
	Trained and mentored, assigned tasks, and monitored progress of personnel over the last 5 years.



	Directs and coordinates work of others to develop, test, install and modify programs.
	Over the last 11 years, worked in roles of increasing responsibility managing individuals to complete projects according to budget and plan.



	Works with others to improve the corporate condition and IT operations.
	Have consistently taken the lead in discussing opportunities to reduce cost and improve IT service levels.




As you know, I possess expertise in many key disciplines of application development and a breadth of knowledge in all related areas.

For all of the above reasons, I am confident that I would be an excellent fit for this position and an invaluable asset to Modern Postcard, Inc. If you would like to discuss my candidacy further, please feel free to call me at (555) 999-8888.

I look forward to speaking with you again soon, and thank you for your interest.

Sincerely,

(Your Full Name)

Enclosures / Attachments

Your Name

Your Address
Cell: (000) 000-0000

City, ST ZIPCO                                 E-mail: email@yourdomain
Home: (000) 000-0000











                               (Date)

Contact Name

Contact Title

Contact Company

Contact Address

City, ST ZIPCO
Dear (Contact Salutation and Last Name):
I enjoyed meeting with you last Friday to discuss why I would be a good fit for the Principal Product Manager position. From our conversation and those with other team members, I feel even more interested in this opportunity with Transtronics. I liked the passion and candor with which everyone spoke to me, and I feel confident that I will be able to work well with all of them.

I have taken the liberty of outlining below several of the requirements you seem to be looking for in the successful candidate, along with my relevant professional accomplishments:

___________________________________________________

Your Requirement

Eight plus related experience in marketing.

My Qualification

Twelve plus years of marketing experience.

Your Requirement

Able to develop a successful business plan that incorporates all aspects of the marketing mix including product, price, distribution, promotion and product forecasting, resulting in successful product launches.

My Qualification

Researched and developed business plans that detail all aspects of the marketing mix and executed the plan together with other departments including R&D, regulatory, clinical, sales, finance and operations.  

Your Requirement

Define the product feature and benefit roadmap for next generation devices.

My Qualification

Defined new product concepts, features and benefits, and developed roadmap for electronic monitoring devices through market research with engineers and teamwork with R&D.

Your Requirement

Able to make presentations to senior management.

My Qualification

10 years experience successfully creating and delivering business presentations to senior management.

Your Requirement

Develop effective promotional and educational material to train Sales Representatives on how to be better consultant’s prospects and clients.

My Qualification

Developed competitive feature and benefit matrices, brochures, animation, sales tools and research papers for electronic safety devices for Sales Representative training. Also developed comprehensive education programs for both Sales Representatives and Engineers.

Your Requirement

Develop product trouble explanatory information to support Sales Representatives with their damage control efforts.

My Qualification

Created safety monitoring and alarm product recall Q&A information, diagrams and customer letters to explain the nature of the alarm system’s trouble, how it was corrected and why it would not reoccur. 

Your Requirement

Ability to successfully lead and motivate cross-functional teams.

My Qualification

Led multiple cross-functional teams related to creating a product roadmap, product development market research, creation and engineering of sales tools, etc.  To successfully motivate and add value to sales and customers, I typically spend 30%+ of my time in the field.

Your Requirement

Experience developing key international markets.

My Qualification

5 years of market development experience overseas in 13 countries, including market research analysis, development of promotional materials, pricing strategies and distribution plans, resulting in successful product launches and revenue growth for multiple electronic product lines.

__________________________________________________

Ms. Mayer, I genuinely feel that I will be able to add significant value to Transtronics in its effort to develop teams, grow revenues and create next generation products. I enthusiastically hope that I will have the opportunity to join your team!  I am looking forward to hearing from you soon, and thank you very much for your consideration.

Best Regards,

(Your Full Name)

Sample Letter in Response to a Job Posting or Ad
Your Name

Address

City, ST ZIPCO

252-635-8563

Your E-Mail

                                                                                                                            (Date)

Contact Name

Contact Title

Contact Company

Contact Address

City, ST ZIPCO

Dear (Contact Salutation and Last Name):

Your advertisement in today’s New York Times caught my attention and held it. I’ve been hoping

to see a job opening that would combine my promotion and public relations experience with my

hands-on knowledge of television production. This sounds like the one.

Public relations is an area in which I have a proven track record. Due in part to my direct-mail

pieces, press releases, news stories, and brochures, the 2005 Advertising Society of America’s

Trade Show and Convention was the largest in its 30 years of existence. My releases were

picked-up by a wide variety of publications, including over 20 international newspapers, which

brought in 72% more foreign registrants then before. 

The key to getting such a strong press response is knowing what the press wants, especially TV. Three years with WXXX-TV taught me a great deal about the press, news coverage, and TV production. As Associate Producer of a news feature show and Producer of special news inserts sessions, I learned what makes a good story and how to reach the public with it.

I accomplished a great deal for the Advertising Society with my press and promotion background, and I would like to have the opportunity to do the same for you.

Enclosed are my resume and writing samples. I plan to contact you within the week to follow-up and request a personal interview at your convenience.

Sincerely,

(Your Full Name)

Sample Letter in Response to a Personal Contact’s Job Lead

Your Name

Address

City, ST ZIPCO

252-635-8563

Your E-Mail 

_______________________________________________________________________________

                        (Date)

Contact Name

Contact Title

Contact Company

Contact Address

City, ST ZIPCO

Dear (Contact Salutation and Last Name):

Ken O’Brien, the NPRA’s director of marketing, tells me that the NPRA has an opening for a

Public Relations Writer and Promotion Coordinator. This is a position that I am very interested in.

Public relations is an area in which I’ve a proven track record. Due in part to my direct-mail

pieces, press releases, news stories, and brochures, the 2002 Advertising Society of America’s

Trade Show and Convention was the largest in its 30 years of existence. My releases were picked up by a wide variety of publications, including over 20 international newspapers, which brought in 72% more foreign registrants then before. In addition, print and television coverage of the conference increased substantially.

Attached are my resume and several writing samples. If you would like a recent reference, feel free to speak with Anne Powers, the Advertising Society of America’s Manager of Public Relations

(000-000-0000).

Unless I hear from you sooner, I plan to call you at the end of this week to follow-up and schedule an interview. Thank you in advance for your consideration.

Sincerely,

(Your Full Name)

Attachments

Sample Thank-You Letter for a Networking Meeting, with Specific Follow-Up Steps

Your Name

Address

City, ST ZIPCO

252-635-8563

Your E-Mail 

________________________________________________________________________________

(Date)

Name of Addressee

Address

Address

City, ST   ZIP

Dear [name],

Thank you for speaking with me yesterday about my career search and networking efforts.  I appreciate your willingness to assist me!

Here is a list of follow-up steps I have planned as a result of our discussion:

1) 

2) 

3) 

If there is anything I have overlooked, or if I have misunderstood anything, please let me know as soon as possible. As I move forward with my search campaign, I will keep you informed about my progress.

Should the need ever arise, I would be happy to help you in a similar capacity. Thank you again for your assistance.

Best wishes,

(Your Full Name)

Attachments

Follow-Up Letter Combined with Another “Selling Opportunity” 

Your Name

Address

City, ST ZIPCO

252-635-8563

Your E-Mail
_______________________________________________________________________________

                   (Date)

Contact Name

Contact Title

Contact Company

Contact Address

City, ST ZIPCO

Dear (Contact Salutation and Last Name):

Thank you for a very stimulating discussion yesterday about the National Account Management Program. Your description of the program’s history was very interesting indeed. I especially appreciated the information you provided about the district compliance challenges and the ongoing conversion efforts.

Knowing more about the NAM Program now, I remain extremely interested in becoming part of the NAM team and find it even more attractive. Based on our discussion about the position’s requirements, I am confident that my proven experience would enable me to make a strong contribution in the following areas:

Relationship Management

· Fortune 500 and Middle Market account experience: Alton Healthcare, AmeriCorp, First Boston Bank, Time Warner, Roper and Hamlin, Comcast.

· Account Manager during service operations restructuring, requiring special client “hand-holding” and issue resolution.

· Account intervention to rescue troubled accounts.

· Structured, proactive relationship approach, focused on business solutions.

· Consistent focus on critical service monitoring and follow-up to ensure performance.

Account Penetration

· Networking experience and comfort level to identify, reach, and join with other business owners within the client organization.

· Heavy records-user industry experience to facilitate “talking their language” – banking,   insurance, pharmaceutical, Big 5 firms, government, investment, and cable TV/entertainment.

· Extensive functional experience: operations, fulfillment, finance, IT, customer service, warehouse.

· Large corporate experience with senior and middle management clients (Melton Bank, SIRIUS Insurance, Earl & Bonner, Colonial Virginia Insurance).

Internal Sales Growth

· Direct experience diagnosing and probing for client issues and strategies.

· Consulting experience identifying and developing add-on opportunities.

· Financial analysis experience and customer value methodology for translating opportunities into tangible, profit improvement proposals, which practically sell themselves.

· Ability to talk their strategy and business – beyond just my products.

Matrix Management of Service Processes

· Track record of building successful relationships with internal staff functions to accomplish goals.

· Personal experience with matrixed staff reporting to me and my reporting to two bosses.

· Direct organizational experience in maintaining flexibility within the unpredictable environments of two corporate mergers and 40 systems conversions (in one company).

In addition, I have had extensive exposure to Melton Bank’s rigorous business approach, Six Sigma, having visited and interviewed their national call center management. Having worked with other world-class clients like Merrit Pharmaceutical and American Commerce, I know that such clients, while demanding, can also stretch a supplier/partner in very positive ways to become more competent for serving the rest of one’s clients.  

To conclude, thank you for generously sharing your time yesterday, and giving me such a complete picture of the NAM Program. I want to again underscore my strong interest in joining your team, and I look forward to meeting with you and Harold Champy soon.

Best Regards,

(Your Full Name)

Attachments
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