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How to Use This Book

The Adams Resume Almanac, 2nd Edition is a comprehensive guide to crafting a job-winning resume. To get the most from this book, we suggest you begin by looking over Part I: All About Resumes and Part II: All About Cover Letters. In these pages you will find general guidelines for writing more effective cover letters and resumes, examples of different resume formats, four resume makeovers, fifty sample cover letters, and more.

From there, you can focus on your own special situation (your occupation, your status as a student or career changer etc.) by turning to Part III: Sample Resumes. Look to chapter(s) that are applicable and try to find a resume format that best suits your experience and job objective.

It should be emphasized that you need not strictly adhere to one resume. The advantage of having so many different styles and formats is that you can pick and choose elements form numerous resumes and custom design your resume to fit your needs.


Part 1 

All About Resumes


Chapter 1 
Writing Your Resume

When filing a position in today’s competitive job market, a recruiter will often have one hundred or more applicants, but time to only interview the five or ten most promising ones. So the recruiter will have to reject most applicants after a brief skimming of their resumes. You could say that the resume is more the recruiter’s tool for eliminating candidates than the candidate’s tool for gaining consideration.

Unless you have phoned and talked to the recruiter—which you should do whenever you can—you will be chosen or rejected for an interview entirely on the basis of your resume and cover letter. Needless to say, each must be outstanding.

Resume Length 

Unless you are applying for a top-level position, your resume should ideally fit onto a single page. If your resume is too long, you should consider trimming the content. Keep in mind that your resume is not meant to be a comprehensive, detailed history or your career, but a summary of your experience, qualifications, and skills.

Paper Size 

Use standard 8½" x 11" paper. Recruiters handle hundreds of resumes; if yours is on a smaller sheet, it is likely to be lost in the pile, and if it’s oversized, it may get crumpled and have trouble fitting in a company’s files.

Paper Color 

White and ivory are the only paper colors considered acceptable by everyone for resumes and cover letters.

Paper Quality 

Standard, inexpensive office paper (20 pound bond) is generally acceptable for most positions. Executive and top-level positions may require more expensive stationery papers with a heavier weight or special grain.

Typesetting 

Modern photocomposition typesetting gives you the clearest, sharpest image, a wide variety of type styles and effects such as italics, boldfacing, and book-like justified margins. Although, typesetting is considered by some to be the best resume preparation process, it is the most expensive and least flexible. A typeset resume needs to be reset with every change.

Computers, Word Processing, and Desktop Publishing 

The most flexible way to type your resume is on a computer or word processor. This allows you to make changes almost instantly, and to store different drafts on disk. Word processing and desktop publishing systems also give you many different options that a typewriter does not, such as boldfacing for emphasis, different fonts or typefaces, and justified margins.

The end result, however, will be largely determined by the quality of the printer you use. A dot matrix printer is inappropriate for a resume because the type is much rougher than that of a typewriter. You need at least letter quality type. (Do not use a “near letter quality” printer.) Laser printers provide the best quality letter from a computer.

Typing 

Household typewriters and office typewriters with nylon or other cloth ribbons are not acceptable for typing your resume you will have printed. If for some reason you decide against word processing or typesetting, hire a professional.

Printing 

Find the best quality offset printing process available. Do not make your copies on an office photocopier. Only the personnel office may see the resume you mail; everyone else may only see a copy of it. Copies of copies quickly become illegible. Some professionally maintained, very high quality photocopiers are of adequate quality, if you are in a rush, but top quality offset printing is best.

Proofreading Is Essential 

Whether you typed it yourself or paid to have it produced professionally, mistakes on resumes can be embarrassing, particularly when something critical (such as your name) is misspelled. No matter how much money you paid to have your resume written or typeset, you are the only one who will lose if there is a mistake. So proofread it as carefully as possible. Get a friend to help you read your draft aloud as your friend checks the proof copy. Then have your friend read aloud while you check. Next, read it word by word to check spelling and punctuation.

If you are having your resume typed or typeset by a resume service or a printer, and you can’t bring a friend or take the time during the day to proof it, pay for it and take it home. Proof it there and bring it back later to have it corrected and printed.

If you wrote your resume on a word processing program, use the programs built in spell check feature to double check for spelling errors. Most quality word processors have this convenient feature, however, a spelling checker is not a substitute for proofreading your resume. It must still be proofread to ensure that there are no errors. (Bear in mind that a spelling checker cannot flag errors such as “to” for “two” or “bills” for “skills.”)

Type of Resumes 

There are three basic types of resumes: The chronological and functional resume formats are probably best known; the chrono-functional resume is a more recent innovation that combines the two basic resume formats.

The Chronological Resume 

The chronological resume is actually a reverse chronological resume—items are listed in reverse chronological order, with your most recent schooling or job first.

Names, dates, and places of employment are listed, and education and work experience are grouped separately.

This is the most common and readily accepted resume format. You should use a chronological resume if you have no large gaps in you work history and if your previous jobs relate to your current job objective. This format is a good choice for professionals moving up the career ladder.

The Functional Resume 

Far less common is the functional resume. The functional resume focuses on the skills and talents you have developed and de-emphasizes job titles, employer names, and dates. The main purpose of a functional resume is to better the chances of candidates whose qualifications might look weak on a chronological resume or who are in the midst of a career change and wish to deflect attention from recent employment experience. For example, an army office, a teacher, or a homemaker seeking a position at a large corporation might choose a functional resume.

The Chrono-functional Resume 

The chrono-functional resume can be a powerful and flexible tool for the job seeker with a solid employment background and special skills he/she wants to emphasize. Like the chronological resume, it chronologically lists job history and education, while allowing the jobseeker to highlight what makes his/her qualifications especially marketable.

This type of resume is a good choice for recent college graduates with some job experience, career changers, and at-home parents returning to the job market.

What Comes First?

If you are a recent college grad, your education should appear first and should be outlined in considerable detail. Experience should only be listed first when you have at least two years of full-time career experience. Job experience should be listed in reverse chronological order, with your most recent job emphasized most.

Show Dates and Locations 

Unless you are using the functional resume format, your resume should clearly show the dates and locations of your employment. List the dates of your employment and education on the left of the page; put the names of the companies you worked for and the schools you attended a few spaces to the right of the dates. Lastly, align the city and state where you studied or worked with the right margin.

Avoid Sentences and Large Blocks of Type 

Your resume will be scanned, not read. Short concise phrases are much more effective than long-winded sentences. Consider the difference between these two examples”

Long-winded 

Over the course of the months of December 2004 and January 2005, I completely redid the inventory system at my place of employment, which ended up resulting in a final savings of a great deal of money, perhaps $10,000. It was also considerably easier to perform office tasks efficiently under the new arrangements, not only for myself, but also for others who worked with me at the store.

Clear and concise 
Winter 2004:

Designed and implemented new inventory system, resulting in a cost savings of approximately $10,000 and increased employee efficiency.

Make sure that everything is easy to find. Avoid paragraphs longer than six lines and never go ten or more lines in a paragraph. If you have more than six lines of information about one job or school, rewrite the information into two or more paragraphs.

Highlight Relevant Skills and Responsibilities 

Slant your past accomplishments toward the type of position that you hope to obtain. Do you hope to supervise people? If so, state how many people, performing what functions, you have supervised.

Bear in mind that your resume is an advertisement for yourself, not an affidavit. Do not feel compelled to list every job you’ve ever had. Instead, focus on the positions you’ve had that relate to your current objective or that speak most positively of your experience.

Education 

If you have many years of professional experience related to your current job objective, listing your education is optional. For instance, the Chief Executive Office of a major corporation with over twenty years experience need not include his/her education on a resume.

However, if you are recent college graduate, your educational credentials should be the focal point of your resume. Be sure to mention degrees received and any honors or specials awards. Note individual courses or research projects that might be relevant for employers. For instance, if you are a liberal arts major, be sure to mention any courses you may have taken in such areas as accounting, statistics, computer programming, or mathematics, even if theses do not reflect your main interests at school.

Should You Include a Job Objective?

If written well, a job objective can give a resume focus and direction. If written poorly, it can immediately eliminate you from consideration. If you choose to use a job objective, the best advice is to keep it very general so as not to limit your opportunities. It should express a general interest in a particular field or industry (“an entry level position in advertising”), but should not designate a particular job title (“a position as Senior Agency Recruitment Specialist”).

Also, avoid writing an objective that focuses on your needs rather than the needs of the employer. Employers want to know what you can do for them, not what they can do for you. For example, a poor job objective might read, “A position where I can travel and use my foreign language skills that offers ample growth opportunities” whereas a strong job objective might read, “To contribute relevant experience and educational background to a challenging position in Human Services.”

Personal Data 

It is not imperative that you include personal data, but if you do, keep it very brief—two lines maximum. A concise reference to commonly practiced activities such as golf, skiing, sailing, chess, bridge, tennis, etc. can prove to be an interesting conversation piece during an interview. Do not include your age, weight, height, marital status, or any similar item.

References 

Stating that references are “available upon request” is optional. On the up side, doing so enables you to change your references and to know when they are going to be contacted. However, you should not feel obligated to sacrifice other, more important information to fit this on your resume.

Resume Content 

Be Factual.

In many companies, inaccurate information on a resume or other application will be grounds for dismissal as soon as the inaccuracy is discovered. Protect yourself.

Be Positive.

You are selling your skills and accomplishments in your resume. If you achieved something, say so, and put it in the best possible light. Don’t hold back or be modest— no one else will. At the same time, however, don’t exaggerate to the point of misrepresentation.

Be Brief.

Include the relevant and important accomplishments in as few words as possible. A vigorous, concise resume will be examined more carefully than a long-winded one.

Emphasize Relevant Experience.

Highlight continued experience in a particular type of function or continued interest in a particular industry. De-emphasize any irrelevant positions.

Stress Your Results.

Elaborate on how you contributed to your past employers. Did you increase sales, reduce costs, improve a product, implement a new program? Were you promoted?

Use action verbs.

Action verbs make a resume come alive. Which are right for your resume?

Accelerated

Accomplished

Achieved

Administered

Advised

Analyzed

Appointed

Arranged

Assisted

Attained

Balanced

Budgeted

Built

Calculated

Cataloged

Chaired

Collaborated

Compiled

Composed

Computed

Conducted

Constructed

Consulted

Created

Delegated

Demonstrated

Designed

Developed

Devised

Directed

Edited

Encouraged

Established

Evaluated

Examined

Executed

Expanded

Expedited

Extracted

Facilitated

Formulated

Founded

Generated

Headed

Helped

Identified

Illustrated

Implemented

Improved

Increased

Initiated

Innovated

Instructed

Integrated

Interpreted

Launched

Maintained

Managed

Marketed

Mediated

Monitored

Negotiated

Operated

Organized

Performed

Persuaded

Planned

Prepared

Presented

Prioritized

Processed

Produced

Programmed

Promoted

Proposed

Provided

Published

Recruited

Regulated

Reorganized

Represented

Researched

Resolved

Restored

Restructured

Retrieved

Reviewed

Revised

Scheduled

Shaped

Sold

Solved

Streamlined

Summarized

Supervised

Taught

Trained

Upgraded

Utilized

Worked

Wrote


Sample Chronological Resume

Chris Smith 

178 Green Street 

Washington, DC 20057 

(202) 555-5555 

EXPERIENCE 








	2005-present UNIVERSITY OF VERMONT
	BURLINGTON, VT




Associate Professor of Graphic Arts. Foster an atmosphere that encourages talented students to balance high-level creativity with emphasis on production. Instruct apprentices and students both artistry and technical operations, including plate making, separations, color matching, background definition, printing mechanicals, and color corrections. Instruction in black and white, and color.







	2004-present DESIGN GRAPHICS
	BARRE, VT




Assistant Manager (part-time). Create silk screen overlays for a multitude of processes. Velo bind, GBC bind, perfect bind. Prepare posters, flyers, and personal stationery. Control quality, resolve printing problems, and meet or beat production deadlines. Work with customers to assure specifications are met and customers are satisfied.

EDUCATION 









	 2000-2004 

	NEW ENGLAND SCHOOL OF ART AND DESIGN
Ph.D. in Graphic Design
	BOSTON, MA




	 1996-2000 

	UNIVERSITY OF MASSACHUSETTS
B.A. in Art History, minor in Computer Science
	BOSTON, MA






AFFILIATIONS 

Treasurer of Bookbuilders of Washington Society. Member of the National Association of Graphic Designers.

INTERESTS

Canoeing, volleyball, outdoor sports, photography.

REFERENCES 

Available upon request.


Sample Functional Resume


Chris Smith 

178 Green Street 

Washington, DC 20057 

(202) 555-5555 

Summary 

Solid background in plate making, separations, color matching, background definition, printing, mechanicals, color corrections, and supervision of personnel. A highly motivated manager and effective communicator. Proven ability to:

• Create commercial graphics

• Control quality

• Resolve printing problems

• Produce embossing drawings

• Color separate

• Analyze consumer acceptance

Qualifications 

Printing: Black and white, and color. Can judge acceptability of color reproduction by comparing it with original. Can make four or five color corrections on all media. Have long developed ability to restyle already reproduced four-color art work. Can create perfect tone for black-and-white match fill-ins for resume cover letters.

Customer Relations: Work with customers to assure specifications are met and customers are satisfied. Can guide work through entire production process and strike balance between technical printing capabilities and need for customer approval.

Management: Schedule work to meet deadlines. Direct staff in production procedures. Maintain quality control from inception of project through final approval for printing.

Specialties: Make silk screen overlays for a multitude of processes. Velo bind, GBC bind, perfect bind. Ability to prepare posters, flyers, and personal stationery.

Personnel Supervision: Foster and atmosphere that encourages highly talented artists to balance high-level creativity with a maximum of production. Meet or beat production deadlines. Instruct new employees, apprentices and students in both artistry and technical operations.

Experience 

Associate Professor of Graphic Arts, University of Vermont, Burlington, VT (2005-present). Assistant Manager (part-time), Design Graphics, Barre, VT (2004-present).

Education 

New England School of Art and Design, Ph.D. 2004 
University of Massachusetts, B.A. 2000




Sample Chrono-functional Resume 


Chris Smith 

178 Green Street 

Washington, DC 20057 

(202) 555-5555 

QUALIFICATIONS 

Solid background in plate making, separations, color matching, background definition, printing, mechanicals, color corrections, and supervision of personnel. A highly motivated manager and effective communicator. Proven ability to:

• Create commercial graphics

• Control quality

• Resolve printing problems

• Produce embossing drawings

• Color separate

• Analyze consumer acceptance

EXPERIENCE 








	UNIVERSITY OF VERMONT 

	BURLINGTON, VT




	Associate Professor of Graphic Arts 
	2005-present





• Foster an atmosphere that encourages talented students to balance high-level creativity with emphasis on production.

• Instruct in both artistry and technical operations, including plate making, separations, color matching, background definition, printing, mechanicals, and color corrections.

• Instruct in black and white, and color.








	DESIGN GRAPHICS 

	BARRE, VT




	Assistant Manager (part-time) 
	2004-present





• Create silk screen overlays for a multitude of processes.

• Velo bind, GBC bind, perfect bind.

• Prepare posters, flyers, and personal stationery.

• Control quality, resolve printing problems, and meet or beat production deadlines.

• Work with customers to assure specifications are met and customers are satisfied.

EDUCATION 








	NEW ENGLAND SCHOOL OF ART AND DESIGN 

	BOSTON, MA




	Ph.D., Graphic Design 
	2004



	UNIVERSITY OF MASSACHUSETTS 

	BOSTON, MA




	B.A., Art History
	2000





AFFILIATIONS 

Treasure of Bookbuilders of Washington Society.

Member of the National Association of Graphic Designers.




Chapter 2 
Resume Makeovers

While a good resume can open doors for you, a bad resume can close them just as easily.

In this chapter, we include four poorly written resumes and point out some of their most glaring flaws. After some rewriting and rearranging, we’ve transformed them into interview-winning resumes. You can see the difference for yourself .


PROFESSIONAL (Before)


Chris Smith

178 Green Street

Albany, NY 12208

(518) 555-5555

OBJECTIVE

I am looking for a position as an administrative assistant in a large company.



EDUCATION

Hofstra University, Hempstead, NY

Bachelor of Arts, English, 2001



Albany High School, Albany, NY

Diploma, 1997



PROFESSIONAL EXPERIENCE

LOYALTY INVESTMENTS, Albany, NY

Administrative Assistant, 2005-present

Responsibilities include: computer work, typing, filing, and answering phones. Answer to the CFO. Interface with sales consultants, vendors, and clients. I am very organized and hard-working and have strong people-skills. 



THE GYMNASTICS SCHOOL, Albany, NY

Instructor, 2003-2005

Worked as recreational program coordinator and coach.



GROVER FINANCE, Buffalo, NY

Telemarketing Sales Representative, 2001-2003

Handled customer inquiries in a timely fashion. Responsible for keeping logs of daily calls and monthly sales.



THELMA’S SUPERMARKET, Albany, NY

Stockperson (part-time), 1999-2001

In charge of checking in stock and taking inventory. Started out as a bagger and was promoted to stockperson.



STUDENT-PRO PAINTING, Albany, NY

Painter, Summers 1997-1999

Member of high school house painting team. Painted local houses, fences, and businesses.



REFERENCES

Available upon request.



[image: iw0] Objective is too specific.

[image: iw0] Education is listed first, without detail and job descriptions are bland and brief.


PROFESSIONAL (After)


CHRIS SMITH 
178 Green Street 
Albany, NY 12208 
(518) 555-5555

OBJECTIVE 
To contribute acquired skills to an administrative position.

SUMMARY OF QUALIFICATIONS

• More than four years of professional experience in administration, sales, and coaching/instructing.

• Computer experience includes spreadsheets, word processing and graphics software programs.

• Proven communications abilities, both oral and written.

• Developed interpersonal skills.

• Ability to achieve immediate and long-term goals and meet operational deadlines.

PROFESSIONAL EXPERIENCE








	 2005-present 

	LOYALTY INVESTMENTS, Albany, NY
Administrative Assistant



	 
	
Provide administrative support for new business development group, assist C.F.O. with special projects. Ensure smooth work flow; facilitate effectiveness of 14 sales consultants. Direct incoming calls, initiate new client application process, maintain applicant record database. Oversee office equipment maintenance. Assisted in design and implementation of computer automation system. Aided in streamlining application process. 













	2003-2005 

	THE GYMNASTIC SCHOOL, Albany, NY
Instructor



	 
	Planned/designed/implemented recreation program for 70 gymnasts at various skill levels. Evaluated/monitored new students’ progress; maintained records. Coached/choreographed competitive performances; motivated gymnastics team of 20. Set team goals/incentives to maximize performance levels.













	2001-2003 

	GROVER FINANCE, Buffalo NY
Telemarketing Sales Representative



	 
	Secured new business utilizing customer inquiries and mass mailing responses; provided product line information to prospective clients. Initiated loan application/qualifying processes. Maintained daily call records and monthly sales breakdown. Acquired comprehensive product line knowledge and ability to quickly asses customer needs and assemble appropriate financial packages.






EDUCATION

Hofstra University, Hempstead, NY 
Bachelor of Arts, English, 2001 
Concentration: Business Dean’s List, G.P.A. 3.3

REFERENCES

Furnished upon request.



[image: iw0] Jobs held during college are omitted, while more recent and relevant work experience is emphasized.
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LITTLE JOB EXPERIENCE (Before)


Chris Smith

178 Green Street

Decatur, GA 30032

(404) 555-5555

OBJECTIVE:

To find work as a woman’s clothing designer, preferably evening-wear.



PERSONAL

I am extremely creative and have always been very interested in clothing design, since the first time I played dress-up in my mother’s closet. Even though I have had no specific work experience with fashion design, I am sure I have the creativity and talent necessary to become a great women’s clothing designer. My idols are Jaqueline Smith and Anne Klein; my favorite fashion magazine is Sassy Fare.



EDUCATION:

Deverling School of Fashion Design, Decatur, GA 
A.A. Fashion Design, 2005



WORK EXPERIENCE:

THE TUDOR CASTLE, Athens GA, 2005 to present

• Reported to head buyer about window displays.

• Perused fashion magazines on off-time.

• Compiled lists of up-and-coming styles for the next clothing season, provided head buyer with information.

• Went to fashion shows in New York, Milan, and Paris; assisted in the buying process.



TANGLEWOOD’S Decatur, GA, 2004-2005

• In charge of designing and putting together in-store and window displays.

• Required to work with manager planning budgets for displays.



FOLLEN’S VIDEO EMPORIUM, Decatur, GA, 2004

• Maintained daily bookkeeping.

• Customer service and some sales.

• Rented video and electronic equipment.



REFERENCES:

Available upon request.



[image: iw0] Personal background reads like a self-aggrandizing essay.

[image: iw0] Spelling errors, inconsistencies in punctuation, and drab language weaken resume.


LITTLE JOB EXPERIENCE (After)


Chris Smith

178 Green Street

Decatur, GA 30032

(404) 555-5555

OBJECTIVE

To apply my seven years or experience with women’s apparel, as well as my educational background, to a career in fashion design.



SUMMARY

• Area of expertise is creativity—from conception and design to marketing and sales.

• Self-starter with involved style of productivity and workmanship.

• Excellent communicator; adept at sizing up situation and developing new ideas or alternative courses of action in order to design, sell, or increase production.



QUALIFICATIONS

Design:
Conceptualized, coordinated, and designed in-store and window displays, including massive front window of major fashion center. Operated within a streamlined material budget appropriated by the manager, yet consistently generated award-winning window themes for $2.1 million department store.

Buying:
Attended fashion shows in New York, Milan, and Paris; assisted in the buying process. Perused fashion magazines on off-time; provided head buyer with information about upcoming styles.



EMPLOYMENT

DISPLAY COORDINATOR/ASSOCIATE BUYER, The Tudor Castle, Athens, GA 2005-present 



WINDOW DRESSER, Tanglewood’s, Decatur, GA, 2004-2005





EDUCATION

Deverling School of Fashion, Decatur, GA 
A.A. Fashion Design, 2005



REFERENCES Available upon request.



[image: iw0] Format enables candidate to highlight valuable skills and de-emphasize his/her short work history.

[image: iw0] Candidate only includes information pertaining to his/her field of interest.


CAREER CHANGER (Before)


Chris Smith

178 Green Street

New Brunswick, NJ 07102

(201) 555-5555

OBJECTIVE

A job in the field of international corporate relations in which I will have the opportunity to travel and use my travel experience.



PERSONAL

I am well traveled, having visited France, Italy, and Germany on many occasions. I also can speak and write fluently in French and have read up on the history of the country while taking college courses in Paris. My world experience alone makes me an ideal candidate for an international position.



EXPERIENCE

Rutgers University, New Brunswick, NJ

Assistant to the Director, Foreign Language Department

June 2005-Present

Oversee marketing, publications, and advertising for Travel Abroad Programs. Write and design camera-ready ads, brochures, and flyers using desktop publishing system. Wrote, edited, and supervised production of departmental newsletter. Develop travel itineraries and budgets.



Executive Secretary to the Dean

July 2003-May 2005

Prepared departmental revenue and budget. Monitored registration progress. Processed faculty appointments and tenure reviews. Wrote minutes for administrative meetings. Compiled and edited faculty brochure. Worked on development proposals and college fundraising campaign. Organized special events.



Faculty Secretary

September 2002-June 2003

Office support for faculty members. Responsible for letters of appointment. Prepared exams and course/instructor evaluations. Assisted with registration and student inquiries.



EDUCATION 
RUTGERS UNIVERSITY, New Brunswick, NJ 
BA in French Language and Culture Studies, 2002



REFERENCES 
Furnished Upon Request.



[image: iw0] Chronological format is a poor choice for career changers, because it emphasizes the candidate’s work experience in a different field, rather than stressing transferable skills.

[image: iw0] Job objective addresses the desires of the candidate rather than the needs of the employer.


CAREER CHANGER (After)


Chris Smith

178 Green Street

New Brunswick, NJ 07102

(201) 555-5555

OBJECTIVE:

Position in INTERNATIONAL CORPORATE RELATIONS which utilizes and challenges my business experience and knowledge of French Customs, Business Practices, and Language.



SUMMARY OF QUALIFICATIONS:

Communication:
Fluent in French, written and verbal. Knowledge of French culture and customs. Extensive travel in France, Italy, and Germany.

Marketing:
Oversaw marketing, publications, and advertising for Travel Abroad Programs. Wrote and designed camera-ready ads, brochures, and flyers using desktop publishing system. Wrote, edited, and supervised production of departmental newsletter. Developed travel itineraries and budgets. Compiled and edited faculty brochure.

Administration:
Prepared departmental revenue and budget. Monitored registration process. Processed faculty appointments and tenure reviews. Wrote minutes for administrative meetings. Office support for faculty members. Responsible for letters of appointment. Prepared exams and counsel/instructor evaluations. Assisted with registration and student inquiries.

Fundraising:

Worked on development proposals and college fundraising campaign. Organized special events.



EXPERIENCE:

RUTGERS UNIVERSITY, New Brunswick, NJ 
Assistant to the Director, Foreign Language Department, June 2005-Present 
Executive Secretary to the Dean, July 2003-May 2005 
Faculty Secretary, September 2002-June 2003



EDUCATION:

RUTGERS UNIVERSITY, New Brunswick, NJ 
BA in French Language and Culture Studies, 2002 
Study Abroad Program, Paris, September 2000-August 2001



REFERENCES:

Furnished upon request.



[image: iw0] Functional skills are highlighted while unrelated work experience is de-emphasized.

[image: iw0] Relevant personal information is effectively assimilated into candidate’s summary of qualifications.


STUDENT (Before)


CHRIS SMITH

178 Green Street

Burlington, VT 0540

Phone: 802/555-5555








	education
 2001-2005 
	UNIVERSITY OF VERMONT 
	BURLINGTON, VERMONT




Bachelor of Arts degree, May 2004. Major: Woman’s Studies. Minor: Art. 3.5 grade point average.









	experience summer 2005 

	OFFICE OF THE PUBLIC DEFENDER 
	BURLINGTON, VERMONT
	 




Summer Intern. Performed research, attended court sessions, posted bail for defendants. Liaison with District Attorney’s Office.









	summers 2003-2004 

	SWEETWATER’S RESTAURANT 
	BURLINGTON, VERMONT
	 




Began work as a hostess, promoted to wait staff. Also relief bartender.









	part-time
2003-2005
	ACADEMIC COMPUTING SERVICES 
	UNIVERSITY OF VERMONT
	 




Computer Counselor for campus computer lab. Hardware maintenance and software trouble shooting.








	part-time
2002-2003
	UNIVERSITY BOOKSTORE 
	UNIVERSITY OF VERMONT




Cashier/Clerk. Acted as cashier, stocked shelves, and miscellaneous other duties.







	interests
	Painting, sculpture, and aerobics.










	references
	Personal references available upon request.






[image: iw0] Resume looks stark and unappealing.

[image: iw0] Education, usually a student’s strongest credential, is listed only briefly.


STUDENT (After)


Chris Smith

School Address:
178 Green Street
Burlington, VT
Phone: (802) 555-5555

Permanent Address:
23 Blue Street 
Manchester, NH 03104
Phone: (603) 444-4444








	Education
2002-2006
	 
	UNIVERSITY OF VERMONT 
	BURLINGTON VERMONT




Awarded Bachelor of Arts degree in May 2006, majoring in Woman’s Studies, minoring in Art. Courses include Economics, Statistics, Political Science, and Public Speaking. Thesis topic: The Political Economy of Our Domestic Health Care System. 3.5 grade point average. Awarded the Bailey-Howe Scholarship in 2004.



Contributing editor for campus newspaper, The Cynic. Member of the Outing Club. Member of Varsity Crew Team. Designed and painted university-sponsored mural with theme of cultural diversity.









	Experience Summer 2005 

	OFFICE OF THE PUBLIC DEFENDER 
	BURLINGTON, VERMONT
	 




Summer Intern working with five attorneys. Performed extensive research to support court cases, attended court sessions, posted bail for defendants. Handled confidential documents and paperwork. Liaison with District Attorney’s Office.









	Summers 
2003-2004
	SWEETWATER’S RESTAURANT 
	BURLINGTON, VERMONT
	 




Began work as hostess, promoted to wait staff. Also relief bartender.









	Part-time
2003-2004
	ACADEMIC COMPUTING SERVICES 
	UNIVERSITY OF VERMONT 
	 




Computer counselor for campus computer lab. Maintained hardware and worked on network and mainframe. Trouble shot software, hardware, and printing problems. Instituted “Freshman Orientation Session” for new lab users.









	Part-time
2003-2003
	UNIVERSITY BOOKSTORE 
	UNIVERSITY OF VERMONT
	 




Cashier/Clerk. Acted as cashier, stocked shelves, and performed other duties.








	Personal Background 

	Enjoy painting, sculpture, aerobics, and camping. Member of the National Organization of Women.

	 










	References 

	Personal references available upon request.







[image: iw0] Education is detailed, including impressive scholarships, activities, and other accomplishments.

[image: iw0] Instead of listing job responsibilities, candidates specific on-the-job achievements are cited, no matter how small.


Part II

All About Cover Letters


Chapter 3 
Writing Your Cover Letter

Rule Number One 

Always mail a cover letter with your resume. You’d be foolish not to. In a letter, you can show an interest in the company that you can’t show in a resume. You can also show more about yourself, while highlighting one or two of your skills or accomplishments the company can put to good use. This chapter spells out what you need to know to make your cover letters the powerful tools they can be.

First off, your letter should be addressed to either the hiring authority for the position you’re interested in, or the human resources director. Be sure to include the contact’s full name and title, preceded by “Mr.” or “Ms.” If you’re not sure whom you should send your letter to, call the company and find out. Above all, be sure to spell your contact’s name correctly.

In the cover letter, you need to mention: 1) the job or type of job for which you’re applying, and 2) any other information that’s important to your situation—for example, dates when you will be available for an interview; the best time of day or night you can be reached; and salary information, if it has been requested; 3) a brief statement highlighting your skills and experience in your resume that you think qualify you for the job.

Remember that you want to highlight skills and experience mentioned on your resume, not just parrot back your resume in letter form. If you’re applying for a job that doesn’t fit directly into your experience, make sure you explain how your background and qualifications match the requirements of the position. Be specific but concise.

Look at it this way. Your cover letter is more important than your resume itself, since if it doesn’t impress the reader, he or she many not even look at your resume. And the easiest way to impress the reader is by doing your homework and finding out as much as you possibly can about each firm you’re applying to. For example, at Adams Media (the publishers of this book), we receive many resumes, both when we have job openings and when we don’t. And it is all too common for us to receive a resume from someone who is clearly qualified, but has no idea at all what type of company we are or even what type of books we publish. One candidate, whose resume outlined solid experience, wrote as an aside that working for our company was especially attractive to him because he’d always wanted to work in Connecticut. (We’re in Massachusetts.) So please, do your homework. It will certainly pay off in the end.

Keep in mind too, that the appearance of your cover letter is just as important as that of the resume. Each letter should be individually typed. You are sending a “business letter,” so be professional. There are typing services available in most cities that can produce individually typed letters at a reasonable cost.

Another important rule: As important as your cover letter is, keep it to one page, if possible. Remember, the key is to state the facts and be quick about it.


GENERAL MODEL FOR A COVER LETTER


Your Address 
Your Phone 

Date

Contact Person Name 
Title 
Company 
Address



Dear Mr./Ms. ___________:



Immediately explain why your background makes you the best candidate for the position that you are applying for. Keep the first paragraph short and hard-hitting. Detail what you could contribute to this company. Show how your qualifications will benefit this firm. Remember to keep this letter short; few recruiters will read a cover letter longer than half a page.

Describe your interest in the corporation. Subtly emphasize your knowledge about this firm (the result of your research effort) and your familiarity with the industry. It is common courtesy to act extremely eager to work for any company that you interview with.

In the closing paragraph you should specifically request an interview. Include your phone number and the hours when you can be reached. Alternately, you might prefer to mention that you will follow up with a phone call (to arrange an interview at a mutually convenient time within the next several days).

Sincerely,

[image: 9781593372910_FL8_0046_001]

Your full name 
(typed)

Enc. resume




GENERAL MODEL FOR A FOLLOW-UP LETTER


Your Address 
Your Phone



Date

Contact Person Name 
Title 
Company 
Address



Dear Mr./Ms. _______:



Remind the interviewer of the position for which you were interviewed, as well as the date. Thank him/her for the interview.

Confirm your interest in the opening and the organization. Use specifics to emphasize both that you have researched the firm in detail and considered how you would fit into the company and the position.

Like in your cover letter, emphasize one or two of your strongest qualifications and slant them toward the various points that the interviewer considered the most important for the position. Keep the letter brief; half a page is plenty.

If appropriate, close with a suggestion for future action, such as a desire to have additional interviews. Mention your phone number and the hours that you can best be reached. Alternatively, you may prefer to mention that you will follow up with a phone call in several days.

Sincerely,

[image: 9781593372910_FL8_0047_001]

Your full name 
(typed)

Enc. resume




Chapter 4 
Cover Letter Samples

On the following pages are fifty sample cover letters that can be used to help you develop your own. When writing yours, think of it as a one-page summary of who you are, why you’re interested in the employer, and how your skills will benefit that particular organization.

The cover letter samples include:

[image: iw0] Responses to Classified Advertisements

[image: iw0] “Cold” Cover Letters to Potential Employers

[image: iw0] “Cold” Cover Letters to Employment Agencies

[image: iw0] “Cold” Cover Letters to Executive Recruiters

[image: iw0] Networking Cover Letters

[image: iw0] Follow-up Letters (After Telephone Conversation)

[image: iw0] Follow-up Letters (After Information Interview)

[image: iw0] Follow-up Letters (After Job Interview)

[image: iw0] Rejection of Offer Letters

[image: iw0] Acceptance Letters

[image: iw0] Thank-You Letters (After Hire)


RESPONSE TO A CLASSIFIED ADVERTISEMENT


178 Green Street

Birmingham, AL 35294

(205) 555-5555



October 2, 2005

Pat Cummings

Vice President, Editorial

Any Corporation

1146 Main Street

Chicago, IL 60605

RE: Publisher’s Assistant Position



Dear Ms. Cummings:



Your recent advertisement in the Chicago Times interests me, as my experience matches your requirements.








	You Require: 

	I Offer:




	Word Processing 

	MS Word Proficiency




	Publishing Experience 

	Two years experience as a freelance proofreader




	Bachelor’s degree 

	B.S. in Business Administration






I would appreciate the opportunity to discuss how I might contribute to your organization. I will call your office the week of October 10th to schedule an interview at your convenience. In the mean time, I may be reached at the above listed phone number.

Thank you for your consideration.

Sincerely, Chris

[image: 9781593372910_FL8_0050_001]

Chris Smith

Enc. resume





178 Green Street

Waterbury, CT 06708

(205) 555-5555



December 5, 2005

Pat Cummings

General Manager

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



My interest in the position of Masonry Supply Manager (New York Post, November 30) has prompted me to forward my resume for your review and consideration.

During the past ten years, my experience has been concentrated in the masonry and plastering products supply industry with a building materials firm. During my six years as General Manager, I took an old line business, which had undergone several years of poor management, and revised the trend. I upgraded the firm’s image, and customer and vendor relations, which subsequently increased the dollar volume and bottom line profits by 300%.

I am presently looking for a position where my experience will make a positive contribution to the start-up or continuing profitable operation of a business in which I am so well experienced.

I will contact you in a few days to arrange a meeting for further discussion. In the interim, should you require additional information, I may be reached at (203) 555-5555 between 9 A.M. and 5 P.M.

Sincerely,

[image: 9781593372910_FL8_0051_001]

Chris Smith

Enc. resume





178 Green Street

Tiverton, RI 02878

(401) 555-5555



August 21, 2005

Pat Cummings

Vice President of Public Relations

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



Please accept this letter as an application for the Events Planner position advertised in the Providence Journal on August 20. My confidential resume is enclosed for your review.

The position described is exactly the opportunity I am looking for. I am confident my six years experience in public relations, coupled with my drive and enthusiasm, would enable me to make significant contribution to your organization.

I believe the most important qualification of an Events Planner is the ability to plan well and soundly, and then to imbue a staff with the spirit of teamwork-in other words, to provide leadership and effective administration. I would describe myself as a well organized, results-oriented, and effective problem-solver.

I welcome the opportunity to meet with you to further discuss my qualifications and your needs. Thank you for your time and consideration.

Sincerely,

[image: 9781593372910_FL8_0052_001]

Chris Smith

Enc. resume





178 Green Street

Tiverton, RI 02878

(401) 555-5555 



October 31, 2005

Pat Cummings

Human Resources Director

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



I’m writing in response to the Writer/Researcher position advertised in the Washington Post on October 30. Please allow me to outline my skills as they apply to your stated requirements.

Writing Experience: I have authored or co-authored five books on sports and communications. In addition, I have been a reporter for both magazines and newspapers for many years. I have written over 3,500 articles for publication, on topics ranging from crime to sports to medicine to humor. I know how to conceive of and research topics, and I am comfortable writing on almost any subject and in a range of styles. I am confident I would have no trouble matching the established style of your book series.

Editing Experience: I have copyedited a number of books on business topics and worked as an editor for several newspapers. I am capable of doing either minor polishing or major rewriting and, more importantly, of being able to tell which is needed. In addition, I taught English Composition and Writing for Print Media on the high school level for five years.

I have enclosed a resume as well as a brief sample of my writing for your review. I look forward to meeting with you to discuss further how I could contribute to your organization.

Sincerely,

[image: 9781593372910_FL8_0053_001]

Chris Smith

Enc. resume





178 Green Street

Girdletree, MD 21829

(301) 555-5555 



October 13, 2005

Box 212-A

Chicago Tribune

Chicago, IL 60605



RE: Sales Manger position



The Sales Manager position advertised in the Chicago Tribune on October 12 intrigues me. I believe you will find me well qualified.

I am an innovative achiever. I feel that in a growth industry like cable television, there is a need for a representative who can meet and beat competition. I feel that I have all the necessary ingredients to contribute to the success of Any Corporation, and if necessary, I am willing to take a step backwards as longs as there is potential for forward momentum. All I need is a starting point.

The enclosed resume summarizes my proven track record as the Vice President of Sales for a $2 million operation. I have strong communications skills and the ability to prepare and make presentations to decision makers on all levels.

I feel that a personal meeting would give us the opportunity to discuss your short- and long-term objectives and my ability to direct your organization towards successfully achieving those goals.

Thank you for your attention to this matter. I look forward to speaking with you.

Sincerely, Chris Smith

[image: 9781593372910_FL8_0054_001]

Chris Smith

Enc. resume





178 Green Street

Fox, OR 97831

(503) 555-5555



May 23, 2006

Mr. Pat Cummings

Chairperson

Chicago Municipal Court

1140 Main Street

Chicago, IL 60605



Dear Chairperson Cummings:



Your advertisement in the May 30 issue of Lawyers Monthly is of great interest to me. I feel that I have the qualifications necessary to effectively handle the responsibilities of Administrative Judge.

During the past four years as Assistant Attorney General, I gained broad experience in the litigation of personal injury actions and workers’ compensation claims. In this position, I made exclusive use of my legal knowledge as well as of my research, analytical, writing, and judgment skills. I am confident of my ability to provide the expertise necessary for the professional representation of an Administrative Judge.

The enclosed resume describes my qualifications for the position advertised. I would welcome the opportunity to personally discuss my qualifications with you at your convenience.

Sincerely,

[image: 9781593372910_FL8_0055_001]

Chris Smith

Enc. resume





178 Green Street

Stoughton, MA 02072

(617) 555-5555 



July 27, 2005

Pat Cummings

Administrator

Any Corporation

1140 Main Street

Chicago, IL 60605



RE: Assistant Hospital Administrator position



Dear Ms. Cummings:



I am writing in response to your advertisement in this past week’s Boston Phoenix.

I recently took a sabbatical and finished my Bachelor’s Degree in May at Emerson College. I am currently seeking full-time employment.

My employment background consists of twelve years at the Deaconess Hospital, where I provided a wide range of administrative, financial, and research support to the Chief Executive Officer. I have a strong aptitude for working with numbers and extensive experience with computer software applications.

I would be interested in the speaking with you further regarding this position. I am confidant that my background in administrative support, as well as my word processing, database, and spreadsheet skills, which will be an asset to Any Corporation.

Thank you in advance for your consideration.

Sincerely,

[image: 9781593372910_FL8_0056_001]

Chris Smith

Enc. resume





178 Green Street

Ecru, MS 38842

(601) 555-5555



November 1, 2005

Pat Cummings

Office Manager

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



Your October 30 advertisement in The Jackson Review calls for an Administrative Assistant with a background rich in a variety of administrative skills, such as mine.

As an extraordinarily organized and detail-oriented individual with five years experience in administration, I believe my qualifications match your requirements. My strengths also include independent working habits and superb computer skills. As an Administrative Assistant at Lambert Hospital, I was in charge of all computer support, word processing, data base, spreadsheet, and administrative functions, including all purchasing, equipment maintenance, daily office operations, supervising of staff and volunteers, and coordinating various projects with staff and outside vendors.

I would appreciate the opportunity to discuss this position with you at your convenience, as it sounds like an exciting opportunity. If you have any questions, do not hesitate to contact me at the above listed phone number or at (601) 444-4444.

Sincerely,

[image: 9781593372910_FL8_0057_001]

Chris Smith

Enc. resume





178 Green Street

Knoke, IA 50553

(515) 555-5555



February 3, 2006

Pat Cummings

Senior Marketing Manager

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Ms. Cummings:



In response to your advertisement in the February 1 edition of the New York Times for an International Purchasing Agent, I would like to submit my application for your consideration.

As you can see, my qualifications match those you seek:








	YOU REQUIRE: 

	I OFFER:




	A college degree 

	A Bachelor’s degree in English from Long Island University




	Fluency in Italian and French 

	Fluency in Italian, German, and French




	Office experience 

	Experience as a receptionist at a busy accounting firm




	Typing skills 

	Accurate typing at 60 WPM




	Willingness to travel 

	Willingness to travel






I feel that I am well qualified for this position and can make a significant contribution to Any Corporation. My salary requirement is negotiable.

I would welcome the opportunity for a personal interview with you at your convenience.

Sincerely,

[image: 9781593372910_FL8_0058_001]

Chris Smith

Enc. resume





178 Green Street

Shoshoni, WY 82649

(307) 555-5555



September 18, 2005

Pat Cummings

Partner

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



I am writing in response to your advertisement in the September 17th edition of the New York Times. I have recently graduated from New England School of Law and it is my intention to relocate to Chicago. I have enclosed my resume for your consideration.

My work experience and my scholastic endeavors have thoroughly prepared me for employment in a firm that specializes in various segments of law. This fall and past summer, I have been working for a small general practice firm where I am entrusted with a great deal of responsibility, I write appellate briefs, memoranda in corporate, contract, attorney-client conferences by questioning clients and describing how the law affects the clients’ suits.

I would appreciate the opportunity to meet with you and discuss how my qualifications could be guided to meet your needs.

Thank you for your time and consideration. I look forward to meeting with you at your earliest convenience.

Sincerely,

[image: 9781593372910_FL8_0059_001]

Chris Smith

Enc. resume




“COLD” COVER LETTER TO A POTENTIAL EMPLOYER


178 Green Street

Miami, FL 33054

(515) 555-5555



November 11, 2005

Pat Cummings

Personnel Manager

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



After fifteen years as a District Sales Manager, I am seeking new opportunities and am forwarding my resume for your consideration.

Equally important as my experience in new business development for multimedia products is my interest in becoming an integral part of a young, aggressively expanding organization such as Any Corporation. Energetic and enthusiastic, I am confident of my ability to stimulate company growth and profits through successful follow-through on corporate sales and marketing programs.

I can be reached at the above address or by phone at (305) 555-5555. Thank you for your consideration.

Sincerely,

[image: 9781593372910_FL8_0060_001]

Chris Smith

Enc. resume





178 Green Street

Little Rock, AR 72204

(501) 555-5555



July 7, 2005

Pat Cummings

Personnel Manager

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



My desire to locate a responsible position in plant management has prompted me to forward the attached resume for your consideration.

Please note that, in addition to more than five years of vocational training and hands-on experience with automated, semi-automated, and mechanical plant equipment and systems, I have also been involved in purchasing and negotiations. Although presently employed in a responsible position, I feel that an association with your firm may offer better growth potential than I can foresee with my present employer.

Thank you for your consideration. I look forward to hearing from you.

Sincerely,

[image: 9781593372910_FL8_0061_001]

Chris Smith

Enc. resume





178 Green Street

Bunkie, LA 71322

(318) 555-5555

December 5, 2005



Pat Cummings

Human Resources Manager

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Ms. Cummings:



I am writing to inquire about opportunities for computer programmers in your organization.

I offer extensive knowledge of five computer languages and strong management, sales, and sales support experience. As a Computer Specialist, I was responsible for the management of a center handling the complete line of Honeywell computers and peripherals for home and commercial use. In addition to a B.S. degree in Business Administration, I will receive a certificate in Programming this May.

I feel confident that given the opportunity, I can make an immediate contribution to Any Corporation. I would appreciate the opportunity to meet with you to discuss your requirements. I will call your office on Tuesday, December 12, to schedule on appointment. Thank you for your consideration.

Sincerely,

[image: 9781593372910_FL8_0062_001]

Chris Smith

Enc. resume





178 Green Street

Gardenia, ND



April 15, 2006

Pat Cummings

Personnel Manager

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



Having had the opportunity to meet with Deborah Sturgis and the rest of the staff at the Fargo Office, I am very much interested in career opportunities at Any Corporation.

I am planning a permanent relocation to the Chicago area in late summer. I am submitting my resume for consideration in areas where I can apply my experience and education in accounting towards reaching mutually beneficial goals.

Please note that I am currently completing my senior year at North Dakota University and will receive my B.S. degree with a major in accounting and a concentration in computer programming in May. Throughout the school, and during full-time and part-time employment, I have continued to strengthen my focus in these areas. In addition, I have excellent problem-solving skills

My resume is a good summary but I strongly feel that it is during a personal interview that my potential to be of service to your organization would be more fully demonstrated. I plan to be in the Chicago area the week of May 1 and would welcome the opportunity to meet with you. I will follow up with a phone call on April 25 to arrange such a meeting. In the interm I can be reached at the above address or by telephone at (701) 555-5555.

Thank you for your time and consideration.

Sincerely,

[image: 9781593372910_FL8_0063_001]

Chris Smith

Enc. resume





178 Green Street

New York, NY 10020

(212) 555-5555 



March 13, 2006

Pat Cummings

Personnel Director

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Ms. Cummings:



I am writing to enquire about upcoming entry-level editorial openings with Any Corporation.

I am currently a senior in good standing at New York University, due to graduate in May. I am pursuing a Bachelor of Arts degree with a major in Journalism and a minor in both Economics and English Literature. I am proficient in both Microsoft Word and Microsoft Excel, and am familiar with both IBM and Apple operating systems. I am presently working as a research Intern for the Economics Division of Tradewinds Publishing in Newark.

Enclosed you will find a copy of my resume. Letters of recommendation from employers and professors, as well as writing samples, will gladly be provided upon request. I will contact you next week about the possibility of arranging a meeting at your convenience.

I look forward to speaking with you.

Sincerely,

[image: 9781593372910_FL8_0064_001]

Chris Smith

Enc. resume





178 Green Street

Ranier, OR 97048



May 31, 2005

Pat Cummings

Personnel Director

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



Are you currently seeking a security specialist to maintain or upgrade security of your organization? If so, I would like to apply for the position.

During the past twenty years, I have gained experience and education encompassing all aspects of law enforcement, and security procedures and implementation.

I feel confident that I can make an immediate contribution to Any Corporation, and I believe that a personal conversation would be to our mutual advantage. I will call your office on Tuesday, June 8, to schedule an appointment at your convenience.

Thank you for your attention. I look forward to speaking with you.

Sincerely,

[image: 9781593372910_FL8_0065_001]

Chris Smith

Enc. resume





178 Green Street

Shawnee Hills, OH 43965

(216) 555-5555



October 4, 2005

Pat Cummings

Personnel Director

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



My interest in joining Any Corporation as a licensed electrician had prompted me to forward my resume for your review.

I have six years of experience, two as an apprentice and four as a licensed electrician, handling all kinds of electrical installations, working with electrical contractors, and as a subcontractor. Presently I am investigating new opportunities in which to apply my education and experience with a well-established company. I am capable of working independently or as a member of a team, and feel confident of my ability to provide quality performance in any assignment that I undertake.

The resume is merely a brief review of my experience; during a personal interview we could further discuss my qualifications. I am very much interested in joining Any Corporation and look forward to your reply.

Sincerely,

[image: 9781593372910_FL8_0066_001]

Chris Smith

Enc. resume





178 Green Street

Cinnaminson, NJ 08077

(609) 555-5555



November 1, 2005

Pat Cummings

President

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Ms. Cummings:



My interest in Any Corporation’s growth and innovation in the field of multimedia technology has prompted me to forward my resume as an initial application for a position within your management structure.

During the past fourteen years, my experience has ranged from senior auditor with Keane & Co. Peripherals to my current position as Vice President/Controller of a $90 million, multi-plant CD-ROM manufacturing operation. I believe that my expertise and entrepreneurial insight can be utilized to the advantage of a growing enterprise with a need for effective and efficient financial management and cost control.

If your company can use a profit-oriented and financially astute executive, I would like to discuss my qualifications with you during a personal interview. Thank you for your time and consideration.

Sincerely,

[image: 9781593372910_FL8_0067_001]

Chris Smith

Enc. resume





178 Green Street

Proctorsville, VT

(802) 555-5555



July 7, 2005



Pat Cummings

Personnel Manager

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Ms. Cummings:



In the interest of investigating new career opportunities with your company, I am enclosing my resume for your consideration and review.

As you will note, I have fifteen years of educational and media experience. I am proficient in the operation of a wide variety of photographic, video, and audio equipment. I am regularly responsible for processing, duplicating, and setting up slide presentations, as well as synchronized slide and audio presentations.

I believe that my qualifications would make me an outstanding asset to your organization. I would very much appreciate the opportunity of a personal interview, at your convenience, to further discuss my abilities and the needs of Any Corporation.

Sincerely,

[image: 9781593372910_FL8_0068_001]

Chris Smith

Enc. resume





178 Green Street

Manchester, NH 03104

(603) 555-5555



July 31, 2005

Pat Cummings

Human Resources Director

Any Bank

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



Having majored in mathematics at Rice University, where I also worked as a Research Assistant, I am confident that I would make a successful addition to your Economics Research Department.

In addition to my strong background in mathematics, I offer significant experience, having worked in a data processing firm, a bookstore, and a restaurant. I am sure that my courses in statistics and computer programming would prove particularly useful in an entry-level position.

I am attracted to Any Bank by your recent rapid growth and the superior reputation of your Economic Research Department. After studying different commercial banks, I have concluded that Any Bank will be in a strong competitive position to benefit from upcoming changes in the industry, such as the phasing out of Regulation X.

I would like to interview with you at your earliest convenience.

Sincerely,

[image: 9781593372910_FL8_0069_001]

Chris Smith

Enc. resume





178 Green Street

Little Compton, RI 02837

(401) 555-5555



August 27, 2005

Pat Cummings

Personnel Manager

Any Bank

1140 Main Street

Chicago, IL 60605



Dear Ms. Cummings:



During the past fourteen years, my experience had been in all phases of custom casework and millwork manufacturing. Currently, I am investigating new opportunities in the Chicago area where my family and I are planning permanent relocation.

The enclosed resume summarizes my background and experience in the above areas. I am highly motivated, profit-oriented, and recognized for my ability to direct a manufacturing function and produce quality goods within cost budget and time schedules.

I am very much interested in joining your organization, and I am currently available for interviews. I will call you on Thursday, September 4, to confirm that you received my resume and answer any questions you might have.

Sincerely,

[image: 9781593372910_FL8_0070_001]

Chris Smith

Enc. resume





178 Green Street

Emmans, PA 18049

(401) 555-5555



July 18, 2005

Pat Cummings

Chief Executive Officer

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



My interest in continuing my professional career in the health care field prompted me to submit my resume for your review.

For fifteen years, I have dedicated myself to providing quality health care in medical staff support in diverse areas including patient care, orientation and training of volunteer staffs, inventory control, facilities reorganization, and service coordination.

The enclosed resume summarizes my background and experience in these and other areas. I will be glad to furnish you with any additional information during a personal interview or by phone at (215) 555-5555.

Thank you for your time. I look forward to your response.

Sincerely,

[image: 9781593372910_FL8_0071_001]

Chris Smith

Enc. resume




“COLD” COVER LETTER TO AN EMPLOYMENT AGENCY


178 Green Street

Falndreau, SD 57028 



March 4, 2006

Pat Cummings

Director

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Ms. Cummings:



During the past ten years, my experience has been in the liability insurance field in positions ranging from Transcriber to Senior Field Claims Representative. Currently, I am seeking a new association with an underwriter or corporate liability insurance department where there is a need for expertise in claims settlement from fact-finding analysis to negotiation.

I am hoping that among your many clients, there may be one or two who are looking for someone who is knowledgeable in the area of corporate liability insurance. If so, I would like to explore the opportunity. I may be reached at (605) 555-5555 during regular business hours or at (605) 444-4444 evenings.

I look forward to hearing from you.

Sincerely,

[image: 9781593372910_FL8_0072_001]

Chris Smith

Enc. resume





178 Green Street

Salamanca, NY 14779

(715) 555-5555

csmith@e-mail.com



May 13, 2006

Pat Cummings

Director

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



In July of this year, I will be permanently relocating to the Chicago area. I am forwarding the attached resume for your evaluation because of my desire to contribute my comprehensive experience in real estate/property management to a locally based company.

I have two years of direct experience involving all aspects in the management of 275 apartments and four commercial units in three buildings. My diverse responsibilities include a range of activities from advertising and promotion of apartments to competitive analysis of rate structures.

My experience also includes contractor negotiations, liaisons with government and service agencies, personnel relations, financial management, and other functions basic to effective management of complex properties.

If you know of any company with a current need for a bright, outgoing property manager with an orientation to sales, please do not hesitate to contact me.

Thank you for your consideration.

Sincerely,

[image: 9781593372910_FL8_0073_001]

Chris Smith

Enc. resume




“COLD” COVER LETTER TO AN EXECUTIVE RECRUITER


178 Green Street

Mustang, OK 73064

(405) 555-5555

csmith@e-mail.com



November 17, 2005

Pat Cummings

Executive Recruiter

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Ms. Cummings:



During the past twelve years, I have played a key role as Materials and Plant Manager in the profitable operation of a $5 million paper conversion and printing plant.

I am currently exploring opportunities at medium to large-scale manufacturing/distribution operations where there is a need for an experienced executive capable of making decisions to improve operations, reduce costs, and increase profits.

With my present employer, I have:

• held converting costs to a 2% annual increase during the last five years—well under th rate of inflation and the increase in energy costs,

• reduced annual energy costs by almost 30%,

• reduced warehousing costs by $75,000 annually without affecting service, and

• reduced essential material costs by 60%

The enclosed resume summarizes my background, experience, and other achievements.

Please contact me if my qualifications may be of interest to any of your client companies or if you would like to further discuss my background. I would of course, be happy to meet with you to further discuss the details of my experience.

Sincerely,

[image: 9781593372910_FL8_0074_001]

Chris Smith

Enc. resume





178 Green Street

Erwin, TN 37650

(615) 555-5555

csmith@e-mail.com



October 30, 2005

Pat Cummings

Executive Recruiter

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



During the past fifteen years, I have held senior-level positions ranging from Senior Consultant with a CPA firm, where I specialized in Corporate Financial Planning, to my current job as Chief Financial Officer.

Although I am presently involved in interesting and challenging projects, I am considering a change, preferably to a firm that seeks a high-energy, self-starter for its management team. I have established a fine track record in financial and strategic planning which has produced high-profit results and encompassed:

• Multimillion-dollar improvement in cash flow

• Reduction in operating costs and increased profitability of a rapid growth service organization ($15 million to $25 million within two years)

• Profit and business planning, financial evaluation, and long-range financial forecasting for a $150 million group of operating companies

• Negotiation for public and private funding totaling $25 million

My salary requirement is in the $100,000-$120,000 range with appropriate benefits. I would be willing to relocate for the right opportunity.

If it appears that my qualifications meet the needs of one of your clients, I would be happy to further discuss my background with either you or the client. I will be contacting your office in the near future to determine the status of my application.

Sincerely,

[image: 9781593372910_FL8_0075_001]

Chris Smith

Enc. business profile





178 Green Street

Kalamazoo, MI 49006



June 15, 2005

Pat Cummings

Executive Recruiter

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Ms. Cummings:



My experience encompasses over ten years of decision-making responsibility for human resource development, manpower planning, and labor law and relations affecting hundreds of employees in the public and private sectors. In addition to training and supervision of sizable staffs, I have been involved in collective bargaining for management, wage and salary administration, employee benefits, safety and training, and making and enforcing labor law considerations.

I am currently interested in a firm that offers stability, growth, and profits. I am willing to relocate if offered a challenging assignment. My salary requirement is $45,000-$55,000.

I have enclosed my resume for your review. If I may provide you with additional information, please call me at (616) 555-5555. I look forward to discussing my qualifications with you in more detail.

Sincerely,

[image: 9781593372910_FL8_0076_001]

Chris Smith

Enc. resume





178 Green Street

Irmo, SC 29063



October 25, 2005

Pat Cummings

Executive Recruiter

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



During the past twenty years, I have gained experience ranging from National Sales Manager/ Director of Marketing to CEO of a $25 million athletic shoe manufacturer. I have earned the reputation for being a highly skilled senior-level manager in the areas of manufacturing, new business startup and management, company reorganization and expansion, and design and development, at both regional and national levels.

Although my positions have been challenging and fast-paced, at this point in my career, I am seeking new opportunities in an advisory capacity, which may ultimately lead to an equity position. I am looking for an environment where my expertise, creativity, and motivation can be fully utilized towards upgrading and/or expanding new or existing businesses. My salary requirement is $80,000-$100,000.

If you would like any additional information, please do not hesitate to call me at (803) 555-5555. I am best reached weekdays between 8:00 A.M. and 1:00 P.M.

I look forward to your response.

Sincerely,

[image: 9781593372910_FL8_0077_001]

Chris Smith

Enc. resume





178 Green Street

Gusher, VT 84030

(802) 555-5555

csmith@e-mail.com



December 1, 2005

Pat Cummings

Executive Recruiter

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Ms. Cummings:



I have played a key role in designing, implementing, reorganizing and managing operations, manufacturing, materials, engineering, and quality assurance functions for nationally and internationally recognized corporations.

Currently, I am seeking a position with a company that can benefit from my twenty years of progressively responsible management experience in the above areas. My expertise is diverse and includes:

• five years as Director of Operations for a $60,000,000 manufacturer;

• more than six years as Materials Manager with a multi-plant, multi-warehouse, $10 million manufacturer of industrial rubber products;

• over nine years as Manufacturing Coordinator with a toy manufacturer;

• physical set-up of new or expansion of existing manufacturing and support facilities; manpower planning;

• industrial union relations;

• capital equipment investment and materials purchases

My product knowledge includes thorough familiarity with metal, wood, plastic, ceramic, and rubber products.

I have enclosed my resume for your review. Should you be conducting a search for someone with my background, at the present time, or in the near future, I would greatly appreciate your consideration. I would be happy to discuss my background in greater detail with you, on the phone or in person. Thank you for your time.

Best wishes,

[image: 9781593372910_FL8_0078_001]

Chris Smith

Enc. resume




NETWORKING LETTER


178 Green Street

Burbank, CA 91501



January 18, 2006

Pat Cummings

Director

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



At the suggestion of Walter Durrane, I am enclosing my resume for your consideration pertaining to consulting or related assignments with Any Corporation.

I have recently retired from a long and successful general medical practice. However, as an active professional, I am interested in contributing my expertise as a representative for a public agency such as Fraud Control Unit at Any Corporation. I have been actively involved as an evaluator and consultant for insurance companies, attorneys, industrial, and other insured claims, and I would like to transfer these skills in the continuation of my profession.

I look forward to meeting you to further discuss my ability to fulfill your requirements. In the interim, I may be reached at the above address or by phone at (818) 555-5555.

Sincerely,

[image: 9781593372910_FL8_0079_001]

Chris Smith

Enc. resume





178 Green Street

Moses Lake, WA 98837



June 30, 2005

Pat Cummings

Producer

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Ms. Cummings:



Peggy Sullivan recently indicated to me that you may have an opening for a set designer and suggested that I contact you. I seek a creative position involving stage design in television.

I was graduated in December from Purdue University with a Bachelor’s degree in Theater Arts and a concentration in Studio Art. In addition to modern drama and music and sound in theater, I studied set creation and design, intermediate painting, and wood cutting. As a member of the drama club, I designed and helped create props for numerous campus productions, including A Midsummer Nights Dream and Vinegar Tom.

As for work experience, I co-designed and co-created the props and decorations for a new miniature golf course with a tropical island theme, which was immensely popular. I also gained valuable skills working as an apprentice to a busy carpenter and painting houses for a large company.

Enclosed is my resume as well as some photographs of my work. I have some interesting ideas for the sets of “Wheel of Trivia” and “Late Night Videos” which I would like to discuss with you in a personal interview. I may be reached at the above listed number after 1:00 P.M. on weekdays.

Thank you for your consideration of my application.

Sincerely,

[image: 9781593372910_FL8_0080_001]

Chris Smith

Enc. resume





178 Green Street

Zephyr Cove, NV 89448

(702) 555-5555

csmith@e-mail.com



March 30, 2006

Pat Cummings

Senior Loan Administrator

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



I truly enjoyed our conversation last week at the Racquet Ball Club. I hope you enjoyed the remainder of your Las Vegas stay.

As you may recall, I will be graduating from the University of Las Vegas in May with a degree in Finance. For the past three months, I have been interning at Marshall Howe and Company. I have learned the auditing and payment coordination aspects of the business in depth, gaining praise for my motivation, professionalism, and willingness to take on new tasks.

Currently, I am looking for an entry-level Finance position within a dynamic company. I would greatly appreciate any assistance you could provide. Enclosed are my resume and a letter of recommendation for your review.

Thank you in advance for your help. It is greatly appreciated.

Sincerely,

[image: 9781593372910_FL8_0081_001]

Chris Smith

Enc. Resume; Letter of Recommendation





178 Green Street

Wolfboro, NH 03894

(603) 555-5555



csmith@e-mail.com

June 27, 2005

Pat Cummings

Principal

Any School

1140 Main Street

Chicago, IL 60605



Dear Ms. Cummings:



It was a pleasure to speak with you a few months ago at the “National Women in Education Convention” in Boston.

As you may recall, I was then working as an English teacher at Amos Academy in Manchester, New Hampshire. However, due to extensive cuts in the faculty budget and my own lack of seniority, my position has been eliminated.

During our conversation, I remember you mentioned your search for an English teacher for grades 7 and 8. I realize that much time has passed, and this position has more than likely been filled. However, I was hoping that you may know of a similar opening within your district or that you may have some suggestions as to others with whom it might be beneficial for me to speak.

I can be reached at the telephone number listed above. I would appreciate any leads you could give me.

Again, I very much enjoyed our conversation.

Sincerely,

[image: 9781593372910_FL8_0082_001]

Chris Smith

Enc. resume





178 Green Street

Dazy, ND 58428

(701) 555-5555

csmith@e-mail.com



June 2, 2006

Pat Cummings

Director of Marketing

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



It was a pleasure talking with you during our flight to Rome last April. I hope you enjoyed your trip.

As you may recall, at the time I was a senior at Harvard University studying marketing and sales. You were kind enough to give me your business card with instructions to contact you once I was “liberated from the fetters of academia.” Finally, that day has arrived!

Although I am a recent graduate, I have held several internships at major Boston corporations. Mine is not the hesitant approach of the neophyte; I know how to buy and sell in an aggressive, no-holds-barred manner while retaining the diplomacy necessary to garner respect.

I enclosed my resume for your reference and file. If you know of anyone seeking a fresh new addition to his or her marketing team, please let me know.

Thank you in advance for your assistance.

Best wishes,

[image: 9781593372910_FL8_0083_001]

Chris Smith

Enc. resume





178 Green Street

Savage, MT 59262

(406) 555-5555

csmith@e-mail.com



September 28, 2005

Pat Cummings

Telecommunications Consultant

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Ms. Cummings:



Several years ago I was a classmate of your son Dustin at the University of Miami. When I bumped into him last week in Billings, Montana, of all places, he informed me that you deal closely with several leading specialists in the telecommunications field and suggested I contact you immediately.

I am interested in joining a company where I can contribute strong skills and education in communications. I offer:

• Bachelor of Arts degree in Communication Science

• Familiarity with all areas of marketing, public relations, and advertising

• One year experience as a Promotions Intern at a radio station

• Fluency in German

I would greatly appreciate any advice and/or referrals you might be able to give me. I will call you in a few days to follow-up.

Thank you for your time.

Best wishes,

[image: 9781593372910_FL8_0084_001]

Chris Smith

Enc. resume




FOLLOW-UP LETTER (After Telephone Conversation)


178 Green Street

Weymouth, MA 02190

(617) 555-5555

csmith@e-mail.com



September 12, 2005

Pat Cummings

Human Resources Director

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



It was good talking with you again today. As promised, I am enclosing my resume for your information.

In addition to a B.S. in Biology, I have five years of experience in a laboratory setting. This includes preparation and performance of experiments, as well as analysis, writing, and presentation of results.

Currently, I am investigating new opportunities where I can continue to develop my skills and apply my knowledge toward broader responsibilities and advancement. Any assistance you might give me towards this endeavor will be sincerely appreciated.

Again, thank you for taking time out of your busy schedule to aid me in my job search. Your confidence in my abilities is greatly appreciated.

Best wishes,

[image: 9781593372910_FL8_0085_001]

Chris Smith

Enc. resume





178 Green Street

Boise, ID 83725

(208) 555-5555

csmith@e-mail.com



August 3, 2005

Pat Cummings

Vice President

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Ms. Cummings:



I am forwarding my resume in regards to the opening we discussed in your Marketing Department.

Although I am currently employed in a management position, I am interested in a career change, especially one where I can combine a thorough knowledge of boating with my sales, marketing, and communications skills. I am an imaginative, well organized self-starter with strong interest in boating. As a semi-professional sailboat racer, I twice won national honors and participated in the races at Cape Cod. In addition, I have made lasting contacts with owners and officials.

After you have had a chance to review my resume, please contact me so that we can further discuss the possibility of my joining your staff. I am confident that my business background and knowledge of boats will enable me to have a favorable impact on both your sales and image.

Thank you for your attention, and I look forward to speaking with you again to learn more about this opportunity.

Best wishes,

[image: 9781593372910_FL8_0086_001]

Chris Smith

Enc. resume





178 Green Street

New York, NY 10027

(212) 555-5555

csmith@e-mail.com



July 1, 2006

Pat Cummings

Controller

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Ms. Cummings:



Thank you for taking time out of your busy schedule to speak with me yesterday regarding the Export Manager position. My interest in this position and in Any Corporation is stronger than ever, particularly because it would afford the opportunity to become less desk-bound—an occupational hazard in my most recent employment.

Pursuant to our conversation, I have compiled a supplement to my resume, detailing my experience relevant to the position of Export Manager. As I explained to you, my family has been involved in the fashion industry for most of my life. While not formally employed by them, I have actively assisted/advised both my mother and my uncle on their European outlets, acquiring considerable expertise and knowledge of the fashion accessory and perfume industry.

In regard to salary requirements, I did a brief cost survey of the Chicago area and happily discovered a favorable difference between that area and where I reside in New York. I would, therefore, be able to consider a salary somewhat lower than we discussed—perhaps in the low fifties—since my living expenses would be so significantly decreased.

I am very enthusiastic about the prospect of re-entering a field where my interpersonal skills and familiarity with European culture and fashion will be more fully utilized.

I look forward to hearing from you again in the near future.

Best wishes,

[image: 9781593372910_FL8_0087_001]

Chris Smith

Enc. resume




FOLLOW-UP LETTER (After Informational Interview)


178 Green Street

Toast, NC 27049

(919) 555-5555

csmith@e-mail.com



July 26, 2005

Pat Cummings

Associate Professor of Psychology

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Ms. Cummings:



It was a pleasure seeing you again today. I appreciate the time you found in your busy schedule to meet with me.

It was interesting to learn about the use of interactive toys and models in child psychology. I have already been to the library to borrow the book by Leonard Finn that you recommended so highly. I am looking forward to reading about his ideas on child’s play before the latency period.

I will be contacting Mr. Finn within the next few days to set up and appointment. I will let you know how everything is progressing after I have met him.

Again, thank you for your assistance. You will hear from me soon.

Sincerely,

[image: 9781593372910_FL8_0088_001]

Chris Smith




FOLLOW-UP LETTER (After Job Interview)


178 Green Street

Chicago, IL 60605

(312) 555-5555

csmith@e-mail.com



August 5, 2005

Pat Cummings

Vice President of Operations

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



I greatly enjoyed our meeting yesterday. I would like to reiterate my interest in Any Corporation’s opening for a Materials Manager.

As explained during our conversation, I feel confident that my qualifications match the requirements of the position. I offer twelve years experience working as Manager of Warehousing and Distribution and as Senior Buyer for a large metropolitan hospital. Briefly, my accomplishments include:

Reducing expenditures of all in-house medical and non-medical supplies by 20% through cost-effective negotiations, purchasing, and control.

Automating inventories, which increased efficiency and decreased costly errors, thus saving over $10,000 annually.

Designing a functional warehouse layout, which effectively reduced the selection and distribution process for warehoused materials and provided more stringent controls.

Reducing shrinkage, damage, and obsolescence of inventory by 33%.

Thank you for the time and courtesy you and your associates extended to me. I will look forward to hearing from you.

Sincerely,

[image: 9781593372910_FL8_0089_001]

Chris Smith





178 Green Street

Luna, NM 87824

(505) 555-5555

csmith@e-mail.com



December 2, 2005

Pat Cummings, MD

Director, Pediatric Medicine Fellowship Program

Any Hospital

1140 Main Street

Chicago, IL 60605



Dear Dr. Cummings:



Thank you for allowing me to interview for the fellowship position in your department at Any Hospital. I appreciated the opportunity to meet with the faculty and the staff; everyone was most hospitable.

I was impressed with the program and in particular the thought, which has gone into the fellowship curriculum development and research guidance. I came away very enthusiastic about the position.

Please extend my thanks to Dr. Lee, Dr. Murphy, and Dr. Sloat for a thoughtful discussion relative to the Emergency Medicine Fellowship Program. Being part of such a team is, indeed, an enticing prospect.

If you have any further questions please do not hesitate to contact me. I look forward to hearing from you.

Sincerely,

[image: 9781593372910_FL8_0090_001]

Chris Smith

cc. Joan Lee, MD 
   Brian Murphy, MD
   Susan Sloat, MD





178 Green Street

Wicomico, VA 23184

(505) 555-5555

csmith@e-mail.com



July 4, 2005

Pat Cummings

Human Resources Director

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



I enjoyed meeting with you yesterday. Thank you for taking the time out of your busy schedule to talk with me about the current sales position available with Any Corporation.

I would like to stress my interest in this position. The prospect of having the freedom to run my own sales territory like my own business is exciting and appealing to me.

My background includes extensive team selling, and I would like to emphasize that all decisions regarding structure of presentations, targets, and general selling strategy within the downtown Lynchburg territory were principally my responsibility. I had the freedom to set pricing structure and tailor product packages as I saw fit to best make the sale. I thrived on that freedom and was successful.

As a follow up to our meeting, I will write a rough business plan, as we discussed, and I will contact Jordan Banks for further insight into the position.

Thank you again for your time. I look forward to meeting with you again in August at the Chicago office.

Sincerely,

[image: 9781593372910_FL8_0091_001]

Chris Smith

cc. J. Banks





178 Green Street

Flat, AK 99584

(505) 555-5555

csmith@e-mail.com



November 19, 2005

Pat Cummings

President

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Ms. Cummings:



It was a pleasure meeting you today. I appreciate you taking the time from your hectic schedule to speak with me about your opening for an Executive Assistant.

The position is exciting and seems to encompass a diversity of responsibilities. I believe that with my experience and skills, I would be able to contribute significantly to your business.

I look forward to hearing from you in the near future. If you need further information, please feel free to call me.

Sincerely,

[image: 9781593372910_FL8_0092_001]

Chris Smith

(907) 555-5555





178 Green Street

Fort Wayne, IN 46803

(219) 555-5555

csmith@e-mail.com



January 23, 2006

Pat Cummings

Executive Director

Any Hotel Chain

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



I would like to thank you for meeting with me on Friday regarding the position of Hotel Manager. I enjoyed learning more about this opportunity and Any Hotel Chain.

I would like also, to reiterate my interest in the position. I feel that it would be an exciting opportunity and feel my track record shows I would be a successful candidate.

I am looking forward to hearing your final decision. Thank you again.

Sincerely,

[image: 9781593372910_FL8_0093_001]

Chris Smith




REJECTION OF OFFER LETTER


178 Green Street

Rupert, ID 83350

(208) 555-5555

csmith@e-mail.com



May 15, 2006

Pat Cummings

Art Director

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Ms. Cummings:



I would like to use this opportunity to thank you for taking the time to meet with me last week.

However, after careful thought and consideration, I must decline your tempting offer for the position of Assistant Art Director. I’ve decided that my interests and career goals lie elsewhere at this point in my life. Perhaps our needs will coincide at a later date.

Thank you again. Best wishes for your continued success.

Sincerely,

[image: 9781593372910_FL8_0094_001]

Chris Smith





178 Green Street

Winterthur, DE 19735

(302) 555-5555

csmith@e-mail.com



February 14, 2006

Pat Cummings

Vice President, Research and Development

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



Thank you for taking the time to meet with me on Friday to discuss the opportunities for employment within your Research and Development Department.

While I appreciate your generous offer, I have decided to withdraw from consideration for the position. I have accepted a position elsewhere, which I feel is better suited to my long-term needs.

Again, many thanks for your time. I wish you the best of luck in your future endeavors at Any Corporation.

Sincerely,

[image: 9781593372910_FL8_0095_001]

Chris Smith




ACCEPTANCE LETTER


178 Green Street

Weeping Water, NE 68463

(402) 555-5555

csmith@e-mail.com



May 21, 2005

Pat Cummings

Human Resources Director

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Ms. Cummings:



I would like to express my thanks for selecting me as the new Benefits Administrator for Any Corporation. This is an exciting opportunity, and I am eager to join your ranks.

I have turned in my resignation to my present employer, and I will begin working for you three weeks from today. During the interim, I will remain in contact with you and Rick Starchon in order to ensure that my initiation is a smooth one.

Again, thank you for your confidence and support. I look forward to fulfilling your expectations.

Sincerely,

[image: 9781593372910_FL8_0096_001]

Chris Smith





178 Green Street

Green Bay, WI 54301



March 17, 2006

Pat Cummings

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



I have received your letter of March 10, and am thrilled to accept Any Corporation’s offer to become your new Labor Relations Specialist.

I have formally resigned from the Blackwell Company, and will be relocating to the Chicago are within the next four weeks. I will be able to better pinpoint an exact starting date within the next few days.

You will be hearing from me again soon to finalize the remaining details of our agreement.

Thank you again for giving me this opportunity to become part of the Any Corporation team. If you have any questions or require additional information, please do not hesitate to call me at (414) 555-5555.

Sincerely,

[image: 9781593372910_FL8_0097_001]

Chris Smith




THANK-YOU LETTER (After Hire)


178 Green Street

Twodot, MT 59085

(406) 555-5555

csmith@e-mail.com



October 14, 2005

Pat Cummings

Managing Editor

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Ms. Cummings:



I am happy to inform you that I have just accepted an offer for employment as an Acquisitions Editor at Dandelion Publishing Group. I should begin work there the first week of November.

I would like to thank you for all your help during my job search, specifically for putting me in touch with Ninona Punder at Dandelion’s Billings Office.

If there is ever anything that I can do for you, please do not hesitate to contact me. Yours was a favor I shall not soon forget.

Again, many thanks and best wishes.

Sincerely,

[image: 9781593372910_FL8_0098_001]

Chris Smith





178 Green Street

El Segundo, CA 90245

(301) 555-5555

csmith@e-mail.com



December 22, 2005

Pat Cummings

Software Engineer

Any Corporation

1140 Main Street

Chicago, IL 60605



Dear Mr. Cummings:



I am pleased to inform you that my job search has come to a successful conclusion. Yesterday, I was offered a position with L. GWA PO Inc., a Japanese software conglomerate that has recently opened a branch office in Los Angeles. I am delighted to be able to participate once again in the fast-paced world of computer technology.

I would like to extend my warmest thanks to you for your kindness and encouragement during my job search. The next time you visit LA, please be sure to let me know.

Happy holidays and best wishes for the new year!

Sincerely,

[image: 9781593372910_FL8_0099_001]

Chris Smith




Part III 

Sample Resumes


Chapter 5 
Resumes for Special Situations

Writing a resume can seem like and even more formidable task when you find yourself in what we call “special situations.” Perhaps you lack paid job experience, have been out of the workplace to raise children, are concerned about possible discrimination because of age or disability, or are trying to enter a field in which you have no practical experience. Not to worry! The key to improving your resume in these special situations is to emphasize your strengths. Focus on your marketable skills (whether they were acquired in the workplace or elsewhere), and highlight impressive achievements, relevant education and training, and/or related interests. And of course, you should take care to downplay or eliminate any information that may be construed as a weakness.

For example, if you are a “displaced homemaker” (a homemaker entering the job market for the first time), you can use a functional resume to highlight the special skills you’ve acquired over the years while downplaying your lack of paid job experience. If you are an older job candidate, use your age as a selling point. Emphasize the depth of your experience, your maturity, your sense of responsibility, and your positive outlook. Changing careers? No problem! Instead of focusing on your job history you should emphasize the marketable skills you’ve acquired that are considered valuable in the position you’re seeking. For example, let’s say your career has been in real estate and, in the sales and marketing department at an athletic shoe manufacturer. What you need to do is emphasize the skills you have that the employer is looking for. Not only do you have a strong sales experience, you’re familiar with the needs of the company’s market, and that’s a powerful combination!

Throughout this chapter, you’ll find creative resume solutions for even the most daunting career obstacles. Use them as a guideline for creating your own job-winning resumes.


50-PLUS CANDIDATE (Management)


Chris Smith

178 Green Street

Huntington, WV 25702

(304) 555-5555

csmith@e-mail.com

OBJECTIVE:

A position in small plant management. Willing to relocate and/or travel.

SUMMARY OF QUALIFICATIONS:

More than thirty years of experience encompassing plant management to include sales, production, plant maintenance, systems, personnel, and related functions. Hired, trained, and supervised personnel. Additional experience as Sales Counselor in the educational field. Good background in customer relations and human resources.

CAREER HIGHLIGHTS:

The Westview Schools, Huntington, WV

Career Counselor

2000-Present

Contact and interview teenagers, young adults, and adults with reference to pursuing course in higher education leading towards careers in a variety of business professions (secretarial, accounting, court reporting, business management, public relations, fashions and merchandising, computer and machine operating and programming, machine accounting, etc.) Administer aptitude tests to applicants and advise prospective students as to their aptitudes and best courses to pursue.

Greenbriar Corporation, Huntington, WV

General Manager

1991-2000

Assume responsibility for management of this firm, which originally employed twelve. Selected, set-up, equipped, and staffed new facilities; hired, trained, and supervised skilled production personnel; set up incentive plans; quality production and cost controls; systems; plant maintenance; handled payroll, billing, credit and collection, purchasing, and finance.

Rosemont Inc., Charleston, WV

Assistant Plant Manager, Laundry Company

1981-1991

Supervised all personnel in this plant, which employed 250 people. Handled customer relations, complaints, quality control, and related functions.

EDUCATION:

Northeastern University, Boston, MA 
BSBA degree 
Industrial Relations and Accounting



[image: iw0] Resume stresses candidate’s extensive experience and significant accomplishments.

[image: iw0] Background summary accentuates candidate’s acquired professional skills and impressive track record.


ALL EMPLOYMENT AT ONE COMPANY (Administration)


Chris Smith 

178 Green Street 

St. Louis, MO 63130 

(314) 555-5555 

csmith@e-mail.com 

PROFESSIONAL EXPERIENCE:

MARCA INFRARED DEVICES, St. Louis MO 
Manufacturers of infrared sensing and detecting devices.

2004-Present Administrator

Control, track, and maintain engineering personnel status, capital expenditures, and perform budget support for engineering departments.

• Automate weekly labor reports to calculate effectiveness and utilization and report against plan.

• Automate calculation of vacation dollars used in engineering budget planning.

• Automate capital equipment planning cycle.

• Act as capital expenditure liaison for all of engineering.

• Maintain engineering personnel status and monitor performance to plan.

• Perform year-end close out on all engineering purchase orders.

• Control, track, and maintain all contractor and consultant requisitions.

• Cross-train in library functions involving documentation ordering and CD ROM usage.

2003-2004 Documentation Control Clerk 

Controlled, tracked, and maintained all changes to engineering documentation.

• Trained personnel in status accounting function and audit performance.

• Downloaded engineering and manufacturing tracking files from mainframe to Macintosh.

2000-2003 Documentation Specialist 

Controlled, tracked, and maintained all changes to engineering documentation.

• Generated parts lists and was initial user of computerized Bills of Material.

• Directed changes in material requirements to material and production control departments.

1998-2000 Configuration Management Analyst

Controlled, tracked, and maintained all changes to engineering documentation.

• Chaired Configuration Review Board.

• Presented configuration status reports at customer reviews.

1997-1998 Inside Sales Coordinator 

• Served as first customer contact.

• Directed customer calls and customer service.

• Maintained Literature files and processed incoming orders.

EDUCATION:

B.S. – Biology, Washington University 1997

[image: iw0] Brief description of current employer adds weight to already strong qualifications.

[image: iw0] Dynamic action verbs give resume impact.




ALL EMPLOYMENT AT ONE COMPANY (Financial Analyst)


Chris Smith

178 Green Street

Newberg, OR 97132

(503) 555-5555

csmith@e-mail.com

PROFESSIONAL EXPERIENCE Portland Memorial Hospital, Portland OR 







	2005-Present 
	Administrative/Financial Analyst, Department of Medicine 




Responsible for monitoring the financial and performance indicators of the managed care Health Program. Calculate and substantiate annual financial settlements. Supervise claims authorization process. Serve as liaison between the contracting parties for financial issues. Develop computer database systems. Assisted the Project Director with the development and implementation of a hospital based PPO for Portland Memorial employees.







	2004-2005 
	Research Funding Coordinator, Division of Hematology and Oncology 




Managed active, pending, and planned sponsored research programs. Instrumental in obtaining funding sources via a network research funding database. Prepared grants and monitored grant expenditures. Analyzed monthly financial reports and prepared budget projections. Managed and coordinated international research fellowship programs and blood donor programs. Developed and monitored an encumbrance database.







	2001-2004 
	Accounts Payable Supervisor, Research Administration 




Managed the administrative process of goods acquisition and services for all research departments within the Hospital. Created and maintained an encumbrance database and distributed financial reports to investigators. Supervised the Accounts Payable Coordinator.







	1999-2001 
	Research Data Coordinator/Unit Assistant, Oncology Department 




Coordinated an outpatient hematology and oncology research study with the Chief of Hematology. Researched medical history, coordinated with Blood Bank Outpatient Laboratories and data entry. Scheduled outpatient testing for oncology patients. Instrumental in the development of a Breast Clinic and Chief Residents Clinic.







	1998-1999 
	Administrative Assistant, Materials Management 




Assistant to both the Director of Materials Management and the Purchasing Manager.

EDUCATION 








	2001
	George Tex College, Newberg, OR

Political Science and Sociology, B.A.

Presidential Honors



	1996
	Linfield College, McMinnville, OR

College course work consisting of accounting and history concentrations.



	1995
	University of Oregon, Eugene, OR

Medical Assisting, A.S.





COMPUTER SKILLS 

Access, Microsoft Word



[image: iw0] Chronological format emphasizes a clear career path.

[image: iw0] Candidate’s highest educational achievement is shown before other, less significant degrees.


ALL EMPLOYMENT AT ONE COMPANY (Vice President)


Chris Smith 

178 Green Street

Pocatello, ID 83204

(208) 555-5555 

csmith@e-mail.com 

SUMMARY OF QUALIFICATIONS:

• Over 12 years experience in inventory control management.

• Strong background in customer service.

• Excellent interpersonal skills.

EXPERIENCE:

J.C. RIVINGTON & CO., Pocatello, ID
(An Employee-Owned company since 1985)
Manufacturer/Distributor of premier quality Photo Frames.







	2005-Present 
	VICE PRESIDENT Inventory Management/Administrative Services
Monitored the Production/Distribution/Inventory Control Systems, and the Import Purchasing, Product Costing Department. Managed the Distribution, Electronic Data Processing, and Communications Departments.










	2001-2005 
	DIRECTOR Inventory Control/Materials
Managed/Controlled the Production/Inventory Control System including finished goods, Work-In-Process, and Raw Materials, translating Sales Forecasts into production/inventory budgets and plan. Directed and monitored the Purchasing Department, both domestic and foreign purchases including goods purchased for resale. Chaired weekly Production Meetings to set/communicate priorities to Plant, Warehouse, Purchasing, and Customer Service managers. Designed/computerized a Product Costing System initially utilized as a marketing tool.










	1996-2001 
	MANAGER Inventory Control/Materials
Performed Production/Inventory Control managerial functions of Finished Goods, Work-In-Process, and Raw Materials to meet company inventory investment objectives, to provide even production budgets on factory floor, and to meet agreed upon targeted levels of customer service.




1992-1996 OFFICE MANAGER

Supervised, directed, and coordinated Customer Service/Order Department, Communications including Word Processing, Switchboard, and Mail Room, Data Processing, Credit & Collection, Accounts Payable and Accounts Receivable Departments. Established company newsletter.

EDUCATION:

Northwestern College, Orange City, IA
Master of Business Administration, 1992

Iowa State University, Ames IA 
Bachelor’s of Science in Management, 1990



[image: iw0] Format de-emphasizes the fact that all candidate’s work experience is at one company.

[image: iw0] Resume illustrates continual career progression.


AT-HOME DAD RE-ENTERING THE WORK FORCE (SALES)


Chris Smith 

178 Green Street

Holland, MI 49423

(616) 555-5555

csmith@e-mail.com

SUMMARY OF QUALIFICATIONS 

• Excellent interpersonal and communications skills: cooperative, patient, supportive and loyal team player.

• Highly adaptable and comfortable with unconventional/alternative settings and situations; familiar with academic, domestic, and creative routines and structures.

• Ability to ensure a project or task is completed accurately and in a timely fashion; strong on follow-up.

• Energetic and vital; remain active member of community organizations, while raising a large family.

EXPERIENCE 







	MICHIGAN HISTORICAL SOCIETY, Holland, MI 

	2005-Present





Research/Projects and Editorial Assistant – Part-time Volunteer 

Research and work includes fact finding for the Michigan Tree Research Project; and a four-year study on in-depth Biographical History Viking Presence in Early Michigan.







	MICHIGAN MENTAL HEALTH CENTER, Detroit, MI 

	2004-Present





Co-Leader, Substance Abuse Program – Part-time Volunteer 

Assist the Day Hospital staff with transition patients; assist on a team therapy program as well as in “modules” such as health awareness, gardening and literature groups.







	HOLLAND PUBLIC WORKS DEPT., 

	Summers 1992-Present





Activities Coordinator 

Supervises local children in a variety of activities at the town playground; crafts, sports, games, etc. Requires knowledge of CPR and First Aid.







	SHARONA REALTORS, Ypsilanti, MI 

	1992-1993





Sales Representative 







	MICHIGAN STATE, East Lansing, MI 

	1990-1991





Instructor, Art History 

Developed curriculum; taught rudimentary aesthetics, method, and appreciation of modern American Art; monitored student progress, intervened where necessary.

EDUCATION 







	DETROIT SCHOOL OF PHOTOGRAPHY, Detroit, MI
Graduate, Applied Photography.
	1995












	DREXEL, Philadelphia, PA
Bachelor and Master of Arts: History.
	1989




	 
	 







[image: iw0] Resume focuses on candidate’s past job experience while incorporating functional qualifications.

[image: iw0] Use of boldface provides a clean and crisp presence.


AT-HOME MOM RE-ENTERING THE WORK FORCE (Interior Design)


CHRIS SMITH

178 Green Street

Mesa, AZ 85203

(602) 555-5555

csmith@e-mail.com

Summary of Qualifications 

• Strong management background; owned and operated a successful interior design store for nine years.

• Experience in delegating authority; managed retail staff of six, and later performed volunteer work with countless children and adolescents.

• Superior training/teaching skills; patient and supportive, having years instructional background in crafts, swimming, sports, CPR, cooking, etc.

• Communicate well with children.

• Strong team player, enthusiastic attitude motivates increased productivity in others.








	Experience
	Girl Scouts of America, Mesa AZ
	2003-Present (Part-time)




Brownie Troop Leader, ages 10-11

Lead weekly troop meetings; work with girls towards achievements of merit badges in camping, cooking, sewing, and crafts. Organize monthly overnight trips to local campgrounds. Teach practical first aid techniques and CPR. Facilitate discussions on personal safety when unaccompanied by an adult; teach girls methods of dealing with unsolicited attention from strangers, peer pressure, drug and alcohol abuse, and eating disorders. Organize annual cookie drive; profits garnered support Girl Scouts across America in both their performance of community service and their journey towards personal growth.








	Weight Watchers, Mesa, AZ
	2002-Present (Part-time) 
	 




Meeting Leader

Educate and motivate members toward healthy lifestyle changes. The topics change weekly and range from healthful eating habits and exercise to behavior modification techniques. Manage cash and bookkeeping for each meeting.







	Baroque Backdrops and Design, Mesa, AZ
	1993-2002




Business Owner/Manager (Interior design company)

Performed all aspects of retail and office management, sales, purchasing, closet and space design, estimates, panning, installations, inventory control, brochure designs, and text publishing. Maintained office and inventory control on a Macintosh.

Community Involvement 








	Parks and recreational department, Mesa, AZ 

	Spring 1999-Present




	Coach Girls’ Softball Team, ages 12-14

	 



	Saint Martha’s Church Choir, Mesa, AZ 

	2005-Present




	Play organ for three services every Sunday morning

	 



	CCD Instructor, Mesa, AZ 

	2002-2003






Taught Catholic doctrine to elementary school children in preparation for Sacrament of First Communion.

Education 

Stonehill College, Easton, MA 
B.A. Early Childhood Education, 1988



[image: iw0] Job descriptions are brief and punchy, without being choppy.

[image: iw0] Volunteer work and community service lend strength to this resume.


AT-HOME MOM RE-ENTERING THE WORK FORCE (Nursing)


Chris Smith 

178 Green Street 

Upper Montclair, NJ 07043 

(201) 555-5555 

csmith@e-mail.com 

CAREER OBJECTIVE 

To utilize my extensive experience in nursing in a challenging position with the health care industry.

PROFESSIONAL EXPERIENCE 







	2001-2005 

	MONTCLAIR HOSPITAL, Montclair, NJ
R.N. Staff Nurse 
Addictions Treatment Program




Patient care on 40-bed Mental Health Unit, assessing patients in crisis, interviewing and counseling, administering medication, Emergency Room consulting, collaborating with health care providers.

• Assess and evaluate patients with substance abuse problems.

• Responsible for the verification and pre-certification of insurance providers.

• Assess medical complications.

• Lead and co-lead educational groups for patients and their families.

• Collaborate with Treatment Team to implement in-patient and after care plans.







	1998-2001 

	Staff Nurse/Psychiatric Addiction Emergency Service




• Assessed addicted and psychiatric patients to determine severity of illness and level of care needed.

• Collaborated with health care providers and medical team.







	1995-1997 

	MONMOUTH COLLEGE/NURSING PROGRAM, West Long Branch, NJ
Instructor/Medical Assisting Techniques 




• Instructed students in the arts and skills of office medical procedures.

• Organized and planned curriculum, tested and graded students in written and practical methods.







	1992-1996 

	CITY OF NEWARK SCHOOL DEPARTMENT, Newark, NJ
Substitute School Nurse




• Administered first aid for students in K-12

• Eye and ear testing, counseling and health teaching.

EDUCATION 

JERSEY CITY HOSPITAL SCHOOL OF NURSING, Jersey City, NJ Registered Nurse: Registration Number 10468, 1987 

ACTIVITIES 

Volunteer, Cedar Grove Nursing Home, 2000-present.

Forward, Women’s Soccer League, 2000-present.



[image: iw0] Job objective gives resume focus without limiting candidate’s opportunities.

[image: iw0] Personal interests and activities are relevant to candidate’s field of interest.


CAREER CHANGER (Advertising) 


Chris Smith

178 Green Street

Austin, TX 78746

(512) 555-5555

csmith@e-mail.com



OBJECTIVE:

To contribute over eight years experience in administration, promotion, and communication to an entry-level position in Advertising.



SUMMARY OF QUALIFICATIONS:

• Performed advertising duties for small business.

• General knowledge of office management.

• Ability to work well with others, in both supervisory and support staff roles.

• Experience in business writing and communication skills.

• Type 55 words per minute



SELECTED ACHIEVEMENTS AND RESULTS:

Administration:

Record keeping and file maintenance. Data processing and computer operations, accounts receivable, accounts payable, accounting research and reports. Order fulfillment, inventory control, and customer relations. Scheduling, office management, and telephone reception.



Promotion:

Composing, editing, and proofreading correspondence and PR materials for own house cleaning service. Large scale mailings.



Communication:

Instruction, curriculum and lesson planning; student evaluation; parent-teacher conferences; development of educational materials. Training and supervising clerks.



Computer Skills:

Proficient in MS Word, Access, and Filemaker Pro.



WORK HISTORY:

Teacher, Self-Employed (owner of housecleaning service); Floor Manager; Administrative Assistant; Accounting Clerk.



EDUCATION:

Southwestern, Georgetown, Texas, BS Education, Summa Cum Laude, 1992 Georgetown Center for Adult Education, Bookkeeping & Accounting, Intermediate Microsoft Word, Introduction to Excel, Filemaker Pro 



AFFILIATIONS:

National Association of Advertising Executives.





[image: ht2] Job objective focuses on the needs of the employer, not the job candidate.

[image: ht2] Job-related affiliations demonstrate candidate’s active participation in field.


CAREER CHANGER (Computer Programming) 


Chris Smith

178 Green Street

Hollywood, CA

(213) 555-5555

csmith@e-mail.com

___________________________

OBJECTIVE

A position in computer programming.



SKILLS SUMMARY

More than eleven years of progressive experience in a professional office setting. Accurate, precise, dedicated, self-motivated; able to set effective priorities to achieve immediate and long-term goals and meet operational deadlines. Excellent communication skills.



HARDWARE

PC, Mac, NT Server, Unix 



SOFTWARE

C++, Cobol, Perl, Linux, HTML



EDUCATION

LOYOLA MARYMOUNT UNIVERSITY, Los Angeles, CA 2004-present

Courses in MIS, Computer Science, Computer Programming

LOMA LINDA UNIVERSITY, Riverside, CA 2002

Courses in Accounting Principles

CALIFORNIA STATE COLLEGE, Sacramento, CA

Bachelor of Science, Elementary Education, 1997 



EXPERIENCE HIGHLIGHTS

ERICKSSON CORPORATION, Hollywood, CA

6/04-Present

Accounting Clerk

Processed Accounts Payable. Acted as vendor and upper-level project personnel liaison. Developed monthly cost accruals. Maintained daily field order log utilizing Excel. Assisted with payroll data input and craft layoffs.



TRIDENT BANK, Burbank, CA

2/01-6/04

Proof Operator

Micro-encoded deposited checks using NCR proofing machine.



THE SOUP MASTER, International HQ, Burbank, CA

6/99-10/00

Assistant Bookkeeper

Coordinated Accounts Receivable/Payable. Compiled nationwide franchise financial/ payment reports. Dispatched Area Director Royalty Reports; recorded payments. Developed General Ledger Summaries. Promoted to International Accounts from Regional Accounts.



LOS ANGELES PUBLIC SCHOOL SYSTEM, Los Angeles, CA

6/97-6/99

Teacher

Taught Elementary, High School, and Adult Students in Mathematics and General Studies.





[image: ht2] Qualifications pertaining to candidate’s field of interest are positioned in top half of resume.

[image: ht2] Valuable computer skills are highlighted in separate section.


CAREER CHANGER (Daycare) 


Chris Smith

178 Green Street

Sioux Falls, SD 57105

(605) 555-5555

csmith@e-mail.com

OBJECTIVE 

A position as a daycare worker utilizing experience caring for people of all ages.



SUMMARY OF QUALIFICATIONS 

• Strong nurturing capabilities, as well as ability to comfort those in time of crisis.

• Excellent communications skills.

• Extremely patient and calm at all times, including high-pressure situations.

• Able to diagnose needs of others.



EXPERIENCE 

CHARGE NURSE/STAFF NURSE–ONCOLOGY, DIALYSIS UNIT







	Sioux Falls Hospital, Sioux Falls, SD 
	January 2004-Present




• Provide clinical services to 40 patients on the Oncology/Dialysis Unit.

• Delegate work assignments and supervise performance of licensed staff, evaluate nursing activities to ensure patient care, staff relations, and efficiency of service.

• Visit patients to verify that nursing care is carried out as directed and treatment is administered in accordance with physicians.

• Participate in orientation and instruction of personnel and interact with all hospital departments in order to provide patient care.

• Responsible for direct ordering of drugs, solutions and equipment; maintain records on narcotics.

• Administer prescribed medications and treatments, prepare equipment and assist physicians during treatments and examinations.

• Provide patient education, assess and provide patients’ needs, and serve as a resource person for patients and families.

• Hands-on experience with the administration of chemotherapy, narcotic pain control, and other protocols.



REGISTERED NURSE–MEDICAL SURGICAL FLOOR







	Brookings Medical Center, Brookings, SD 
	January 1998-December 2003




• Assumed responsibility as Staff Nurse as well as Charge Nurse; supervised a professional nursing staff on a 35-bed floor.

• Covered all areas of surgical/medical clinical treatment and care with other responsibilities similar to above.

• Trained new nurses.



EDUCATION 

May 1997

South Dakota State University

Brookings, South Dakota

Nursing Certificate/Registered Nurse 





[image: ht2] Stating, “References are available upon request” is not essential; most employers will assume that references are available.

[image: ht2] Clean layout makes resume easy to read.


CAREER CHANGER (Education) 


CHRIS SMITH

178 Green Street

Aberdeen, SD 57401

(605) 555-5555

csmith@e-mail.com

OBJECTIVE:


To contribute acquired teaching skills at the Secondary Level.



EDUCATION:


SIOUX FALLS COLLEGE, Sioux Falls, SD

Master of Science in Education (January 2006)

Bachelor of Science in Biology (May, 2001)



CERTIFICATION:


South Dakota, 9-12 Secondary



RELATED EXPERIENCE:










	8/05 –
	DOWNEY HIGH SCHOOL, Aberdeen, SD



	Present
	Student Teacher
 Assist in the teaching of ninth grade Earth Science. Plan curricula for laboratory experiments and lead post-lab discussions. Administer weekly quizzes. Confer with parents and teaching staff.




	9/02-2/05
	HAVEN HILLS HIGH SCHOOL, Sioux Falls, SD

Student Teacher
 Assist in the preparation of instructional materials for tenth grade Social
Studies class. Help teach and evaluate students. Advise students regarding
academic and vocational interests.









 OTHER EXPERIENCE:










	 7/02-Present
	NORTHERN LIGHTS PUBLISHING CO., Sioux Falls, SD
 Freelance Editor



	 5/00-7/02
	Administrative Assistant







 MEMBERSHIPS:



Big Sister Program

Volunteer Tutors of Sioux Falls



[image: ht2] Boldfacing calls attention to relevant experience and qualifications.

[image: ht2] Volunteer work and community service lend strength to this resume.


CAREER CHANGER (Fashion Design) 




Chris Smith

178 Green Street

Decatur, GA 30032

(404) 555-5555

csmith@e-mail.com

OBJECTIVE

To apply my seven years of experience with women’s apparel, as well as my educational background, to a career in fashion design.



SUMMARY

• Area of expertise is creativity – from conception and design to marketing and sales.

• Self-starter with involved style of productivity and workmanship.

• Excellent communicator; adept at sizing up situations and developing new ideas or alternative courses of action in order to design, sell, or increase production.



QUALIFICATIONS

Design:

Conceptualized, coordinated, and designed in-store and window displays, including massive front window of major fashion center. Operated within streamlined material budget appropriated by the manager, yet consistently generated award-winning window themes for $2.1 million department store.



Buying:

Attended fashion shows in New York, Milan, and Paris; assisted in the buying process. Perused fashion magazines on off-time; provided head buyer with information about upcoming styles.



EMPLOYMENT

DISPLAY COORDINATOR/ASSOCIATE BUYER, The Tudor Castle, Athens, GA 2002-2007 



WINDOW DRESSER, Tanglewood’s Decatur, GA, 2000-2003 



EDUCATION

Deverling School of Fashion Design, Decatur, GA A.A. Fashion Design, 2000 



REFERENCES Available upon request.





[image: ht2] Functional format is ideal choice for career changers.

[image: ht2] Candidate includes only information pertaining to his/her field of interest.


CAREER CHANGER (International Business) 


CHRIS SMITH

178 Green Street

New Brunswick, NJ

(201) 555-5555

csmith@e-mail.com



OBJECTIVE:

Position in INTERNATIONAL CORPORATE RELATIONS, which utilizes and challenges my business experience and knowledge of French Customs, Business Practices, and Language.



SUMMARY OF QUALIFICATIONS:



Communication:

Fluent in French, written and verbal. Knowledge of French culture and customs.

Extensive travel in France, Italy, and Germany.



Marketing:

Oversaw marketing, publications, and advertising for Travel Abroad Programs.

Wrote and designed camera-ready ads, brochures, and flyers using desktop publishing system. Wrote, edited, and supervised production of departmental newsletter. Developed travel itineraries and budgets. Compiled and edited faculty brochures.



Administration:

Prepared departmental revenue and budget. Monitored registration progress. Processed faculty appointments and tenure reviews. Wrote minutes for administration meetings. Office support for faculty members. Responsible for letters of appointment. Prepared exams and counsel instructor evaluations.

Assisted with registration and student inquiries.



Fundraising:

Worked on development proposals and College fundraising campaign. Organized special events.



EXPERIENCE:

RUTGERS UNIVERSITY, New Brunswick, NJ

BA in French Language and Culture Studies, 2005

Study Abroad Program, Paris, September 2003-August 2004 



REFERENCES:

Furnished upon request.





[image: ht2] Resume is geared towards candidate’s field of interest.

[image: ht2] Functional skills are highlighted while unrelated work experience is de-emphasized.


CAREER CHANGER (Nursing) 


Chris Smith

178 Green Street

Hartford, CT 06120

(203) 555-5555

csmith@e-mail.com

OBJECTIVE 

A nursing position in a metropolitan hospital.



SUPPORTIVE QUALIFICATIONS 

• Over five years experience in the Medical/Health Care arenas.

• Broad-based knowledge of all aspects of Nursing.

• Calm under pressure; cooperative, flexible team player.

• Bilingual: fluent in English and Portuguese



EDUCATION 

St. Joseph’s Nursing School, Hartford, CT

B.S. Nursing 



May 2006

STUDENT TRAINING AND EXPERIENCE 

Lafayette Hospital, Hamden, CT

Nursing Aide

2006

Responsible for tasks on the Cardiac and Psychiatric Units. Assisted in patient care; counseled patients and families on a variety of health and diet issues.



Primrose Hospital, Fairfield, CT

Cardiac Nursing Aide

2005

Led group sessions, focusing on risk factors including smoking, cholesterol, exercise, blood pressure, and diet.



Meadowcroft Hospital, Greenwich, CT

Maternity-Rotation Assistant

2004

Administered to patients’ needs for physical and emotional support. Taught caretaking classes for new parents.



Ferncliff Hospital, Danbury, CT

Nursing Intern, Intensive Care Unit

2003-2004

Worked closely with staff at major trauma certified facility.

Continuous measurement of intracranial pressure, blood pressure, and cardiac indexes.



Berrylane Nutrition Center, Bridgeport, CT

Clinical Practice Assistant

2002-2003

Assist in preparation of nutritional care plans.



PREVIOUS WORK HISTORY

Naugatuck Bottle, Co., Hartford, CT 
Golem Manufacturing, Hartford, CT 



[image: ht2] Extensive training and educational background supplement resume’s impact.

[image: ht2] Foreign language skills further strengthen candidate’s qualifications.


CAREER CHANGER (Public Relations) 


CHRIS SMITH

178 Green Street

Juneau, AK 99801

(907) 555-5555

csmith@e-mail.com

PROFESSIONAL EXPERIENCE

A position in public relations in which to apply interpersonal, organizational, and conceptual skills.

SUMMARY

• Over twenty years experience in public relations.

• Proven ability to plan and supervise major special events.

• Knowledge of all aspects of media relations

• Skilled educator and public speaker 



RELATED EXPERIENCE








	2005 to
	ALASKANS FOR A CLEANER WORLD, Juneau, AK



	Present
	Public Relations Coordinator





• Contribute time and creative services to non-profit organization

 • Plan and supervise special events

• Organized first annual “A Breath of Life” Walk-a-thon, raising over $15,000

• Handle all aspects of media relations

• Educate public about environmental issues

• Speak at local schools to encourage environmental awareness










	2004 to
	MT. JUNEAU MEDICAL CENTER, Juneau, AK



	Present
	Coordinator, Department of Neurosurgery





• Promote department, oversee public relations

• Coordinate all communications for medical and non-medical activities with department

• Serve as liaison between administrations of two hospitals, physicians, and nurses

 • Educate in-house staff, patients, and families on techniques, equipment, and related subjects 



UNRELATED EXPERIENCE

UNIVERSITY HOSPITAL, Anchorage, AK

Staff Nurse, Surgical Intensive Care Unit, 2003 to 2005 



PRESENTATIONS & LECTURERS

Have given over 25 presentations and lectures to various schools, hospitals, in-house staff, and professional associations 



COMPUTER SKILLS

Word, Excel, Photoshop, Quark 



EDUCATION

UNIVERSITY OF ALASKA, Anchorage, AK

Bachelor of Science degree in Nursing, 2002 





[image: ht2] Related work experience is accentuated while unrelated experience is de-emphasized.

[image: ht2] Summary grabs the reader’s attention with powerful skills and qualifications.


CAREER CHANGER (Publishing) 


Chris Smith

178 Green Street

Savannah, GA 31401

(912) 555-5555

csmith@e-mail.com

OBJECTIVE:

To obtain an entry-level position in the publishing industry.



QUALIFICATIONS:

Editorial:

• Working knowledge of all aspects of the English language.

• Demonstrated copyediting and proofreading skills.

• Author of self-published book titled Birding in the South.

• First-hand knowledge of the book publishing industry.



Prepress:

• Supervise all aspects of book production.

• Assist with layout and formatting process.

• Prepare and organize art work for reproduction.

• Review and approve proofs.



Operations:

• Manage inventory control.

• Filled orders.

• Coordinate shipping and billing.



Promotion:

• Coordinate preparation and distribution of flier to bookstores.

• Design and place advertisement in Publisher’s Weekly.

• Promote book at local book signing.



Computers:

• Thorough knowledge of Microsoft Word, Access, Excel, Internet Explorer, and Windows.

WORK EXPERIENCE:

1998-Present SAVANNAH SCHOOL DISTRICT, Savannah, GA

Reading Specialist (2005-Present), Implement the Publishing Center for Students.

Coordinator/Teacher of the Gifted (2002-2005), Advisor for school newspaper.

Teacher, Fourth Grade (1998-2001), Coordinated procedures for Writing Center.



EDUCATION:

College of Charleston, Charleston, SC

Bachelor of Arts in Elementary Education, May 1998.
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CAREER CHANGER (Travel) 


Chris Smith

178 Green Street

Puyallup, WA 98374

(206) 555-5555

csmith@e-mail.com



OBJECTIVE

A career in the travel industry that draws upon my administrative and communication skills.



SUMMARY OF QUALIFICATIONS

• Over ten years administrative experience.

• Experience booking flight and hotel accommodations for corporate officers and their families.

• Excellent language/communications skills; speak Fluent Italian, French, and Spanish.

• Extensive experience in phone inquiries; able to remain calm and diplomatic under stressful conditions.

• Organized and efficient; able to plan ahead with an eye for potential problems; skilled at implementing solutions to ensure maximum effectiveness of plans.
 1

RELATED EXPERIENCE

NOONAN GRAPHICS, Vancouver, WA

2003-2006

Public Relations Assistant

Coordinated the creative and production phases of monthly informative catalog.

Answered customer mail; filed out of state orders; created a computer filing system on various customer inquiries. Acted as a liaison between international clients and top management; utilized extensive language skills.



BUCHELL AND GORMAN, INC., Puyallup, WA

1999-2003

Administrative Assistant

Provided administrative support and general office assistance. Composed monthly marketing forecast reports; communicated via fax with foreign clients about shareholder status and marketing procedure. Maintained liaisons between client and production staff. Prepared contract bids.



OTHER EXPERIENCE

Insurance Agent, Daycare Worker, Retail Sales Associate, and Front Desk Clerk.



EDUCATION

University of Washington, Seattle, WA

A.S. Business Administration 1996 



East Seattle High School, Seattle, WA

High School Diploma, 1993 



REFERENCES

Available upon request.
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CURRICULUM VITAE (College Administrator) 


CHRIS SMITH, Ph.D.

178 Green Street

Pittsburgh, PA 15213

(412) 555-5555

csmith@e-mail.com

OBJECTIVE:

To secure a challenging college administration position that will assist young adults in maximizing his/her potential.



SUMMARY OF QUALIFICATIONS:

• Designing, implementing, and evaluating programs to facilitate the adjustment, achievement, retention, and career planning of female college students in their first and ensuing years of study.

• Counseling the college woman with varied personal and academic problems.

• Proposal writing, budget planning and analysis.

• Managing personnel, staff development and evaluation.

• Creating strategies and managing admissions and recruitment programs.

• Teaching experience in university and public environments.

• Planning, organizing, and implementing activities for cultural and personal enrichment.

• Active participation in university-wide and community activities.



EMPLOYMENT EXPERIENCE:

1993-Present BROWN UNIVERSITY, Providence, RI

Director of Women’s Studies (2005-Present)
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