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Mr. Johy Doc
Personpe| Director

The Superigr Manufacturin Company
123458 gyrey

Alshere, U 13345

My dedicarioy, fo the fielg nl'nmnnl'amfi»g is evidenced by the courges Thave COmpleted
While carning g fcope, OFARS degree iy Business Manggop e and mainaining , ;g

it average. gy, addition, | latic
abreast of

b "
Creating (e CMVironme g, inereaging ymm»cll‘\il; and
e Y qualificatjons are directly aligneg with

Twouty APPreciate jhe OPportunigy 1 ﬁmll(-(dmm Y qualifications And will be gyp0 3
contact yoy Within g weey 10 address A0y questions YOU may e regarding gy
Credentigf You can algy each mc ar e .-nbownddemorhg Phone 5 M) 2223344
Thank yoy i, ahance for o lime ang Consideration. | look forvarg o hearing frop,
Yo soo,

Rtsm‘_ﬁlll).

James §. Jobsceker

Enclosyze. Résumg
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Topic 2 Content: Cover Letters and Résumés
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James S. Jobseeker
One Opportunity Way
Anylown. US 3432
Jamuary 1, 2019

A cover letter is
important because it
provides a sample of
your written
communication skills.

.
Mr. John Doc tla,
Personnel Dirgetor Essen
crior Manufacturing Company
123 Strect
Amywhere, US 12345

rem e 193 ZRE

Dear Mr. Doc:

1 read your advertiscment for & management position in The American Newspaper on
Deccmber 27% Based upon my d crodentials, | believe 1 am
qualificd candidate for the position and would like 10 submit my résumé for your rev

Respectfully.
Jamead. Jobaceken

James S. Jobsecker

Enclosure: Résumé

R N araaaas

A cover letter is an introductory letter that accompanies a résumé when applying for employment or
other activities. It introduces you and your résumé to a potential employer and is essentially a pitch
to convince the reader to explore your résumé further. You should consider cover letters an essential
part of the application process because they accomplish two goals: they show the reader you possess
the skills he or she is seeking, and they convince your reader that the company or organization will
benefit from hiring you.

Your argument, or reason for being the best person for the job, is the most important part of a cover
letter. You should describe some of the qualifications that prove this, but since you do not have
much space, carefully choose what to include in your argument. You want your argument to be as
powerful as possible, but you do not want to bog down your reader with excessive details.
Remember, a cover letter is only an introduction or first impression; if you are the best candidate,
there will be other opportunities to offer more details about yourself, such as in your résumé or
during an interview.

A cover letter is also important because it provides a sample of your written communication skills.
Showing you can write well demonstrates your intelligence and helps to establish your credibility.
Always write cover letters with care because they create an image of who you are as a professional.
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The content of a cover letter includes three short, well-written paragraphs in which you clearly state
the job or position for which you are applying, discuss your qualifications, and provide a courteous,
closing paragraph in which you provide your contact information. Take a look at this example of a
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James S. Jobsecker

Heading

Onc Opportunity Way
Amitown. US 54321
January 1, 2019

Mr. John Doc.
Personned Dircctor

The Superior Manufactuting Company
123 48* Strect
Amwhere. US 12345

vem w33 285 1 >

Dear Mr. Doe: ]

1 read your advertisement for 3 management position in
December 27 Bascd upon my experience and credeas
qualificd candidate for the position and would like 10 submit

My dedication to the field of manufacturing is cvidenced by the courses | have completed
while caming a Bachelor of Arts degree in Business Management and maintaining a 3 5
grade point average. In addition. | am a member of several professional associations.
allowing me to keep abreast of new developments in the business world My work
experience also makes me an assct 10 your company.  As You can se¢ by the enclosed
résumé, | have several years of management experience at reputable companies. My
strengths as a manager include creating feam environments. increasing productivity. and
overseeing various depantments. Therefore, my qualifications are directly aligned with
our company’s needs.

Inside Address

Salutation

Body

Complimentary Closing |

properly formatted cover letter.

The first part of the letter is the heading, which provides your name, mailing address, and the date of
your letter. The inside address lists the name and title of the person to whom you are writing and his

Name and Signature ‘ :

‘ Enclosures

= - R 4

or her mailing address. This is followed by the salutation, or greeting.

The body of the letter includes the standard three paragraphs in which you discuss why you are
writing, why you are the best person for the job, and when you plan to contact the prospective

employer for follow-up.

After the body of the letter, you need to include the complimentary closing along with your name
and signature. Finally, the Enclosures section lists any other documents that accompany the letter,

such as your résume.
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Mr. John Dos

Personnel Director

‘The Superior Manufacturing Company
123.45° Street

Anywhere, US 12343

Dear Mr. Doe:

ation to the field of manufacturing is evidenced
a1 Ba f Ans degree in Business M

One Page

only
‘ : » ager include creating
Na SPa’"in’ g departments, Tucr:

r your company’s needs.
or 6["d‘m - would appreciate the opportunity to further discuss my qualifications and will be sure &
Errars‘ w week 10 address any questions you may have rega
i Is0 reach me at the above address or by phone at (1

your time and consideration. 1 look forward to

Respectfully,
Jameand. Jobacehen
James S, Jobsccker

Enclosure: Résumé

Take note of a few technical aspects regarding formatting. First, the text of the letter is single-
spaced, not double-spaced as you are accustomed to using in formal papers and essays. However,
observe that there is a double space between paragraphs and between different sections of the letter.

The salutation begins with the word "Dear" and uses the recipient's last name, not first name. You
may have to do some research to determine the name of the recipient. If you cannot determine the
name of the person who is making hiring decisions, you can address the letter to other titles such as
"Human Resources Director" or "Hiring Committee." Instead of a comma, a formal letter such as a
cover letter uses a colon at the end of the salutation. On the other hand, the complimentary closing
should always end with a comma, and only the first word of the closing is capitalized. When typing
your letter, leave three spaces between the closing and your typed name. After printing your letter,
use a blue or black pen to sign your name in that empty space.

Finally, to list your résumé as an attachment, type the word "Enclosure™ with a capital "E" followed
by a colon, and then list the attachment. If you have more than one attachment, such as a résumé and
a sample of work, remember to type "Enclosures™ in the plural form. It is a good idea in this case to
also indicate the number of enclosures and list each attachment on its own line.

As with all formal documents, you should avoid using contractions such as I'm or it's. Also, your
cover letter should not be longer than one page. Make sure to proofread your cover letter numerous
times to ensure there are no spelling or grammar errors. An error makes it appear as though you are
sloppy or just careless, and no one wants to hire someone who does not take the time to make sure
his or her work is correct.
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James S. Jobless
‘One Opportunity Way Email: imastudenti@email com
Anytown, US 54321 Cellular Phone: (111) 222-3344

Education
Great High School, Anytown, US (2015 - Present)
+  Advanced Diploma with concentration in Business and Marketing
« 3.8 Grade Point Average
«  Honor Roll achieved all semesters

Skills and Abilities
«  Drafling professional correspondence using desktop publishing software

d inquiries to
is and

A concise list of .

»  Centified CPR and First Aid

accomplishments, skills, and

. . . Experience
experiences that h|gh ||ght Main Street Market, Anytown, US (2017 - Present)
Assistant Bookkeeper (2018 — Present)
one's strengths + Filed and organized bills under accouns receivable
Ensured timely remittance of accounts payable
& Cashier (2017 - 2018)
o Processed sales transactions accurately and efficiently during peak hours
«  Assumed other job duties adeptly with little 10 no training as needed
Wavy Community Aquatic Center, Anytown, US (2014 - 2017)
Volunteer Lifeguard
o Served as lifeguard ity pool with pancy of 100
*  Maintained clean and safe facilities for patrons

Leadership
«  Varsity Volleyball, Captain (2018 — Present)
*  Bowling Club, President (2017 - Present)
*  Student Volunteers Club of America, Treasurer (2016}
*  Swdent Council, Representative (2016)

A résumé is a concise list of accomplishments, skills, and experiences that highlight one's strengths.
There are several types of résumés, but as a high school senior or recent graduate, you will most
likely start with an entry-level résumé. Take a look at some common sections of an entry-level
résume.

The first section should include your personal contact information like your full name, mailing
and/or email address, and phone number with area code. To keep your résumé professional, avoid
using any nicknames and make sure your email address is appropriate. You can even create a hew
email address for your job search if the one you already have is inappropriate or unprofessional;
remember that you want potential employers to take you seriously.

Education is usually the next section. List all the high schools that you have attended, starting with
the most recent and working backwards. This section may also include your major area of study,
grade point average, scholastic honors, and specific courses you have taken that are relevant to the
job opening.

The next section addresses skills and other qualifications. You can list any special equipment you
can operate, software or other technology in which you are proficient, foreign languages you speak,
musical instruments that you play, and any certifications or professional licenses you have earned.
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James S. Jobless
One Opportunity Way Email: imastudent@email com
Anytown, US 54321 Cellular Phone: (111) 222-3344

Education
Great High School, Anytown, US (2015 - Present)
+  Advanced Diploma with concentration in Business and Marketing
« 3.8 Grade Point Average
«  Honor Roll achieved all semesters

Skills and Abilities

«  Drafting professional correspondence using desktop publishing software

d inquiries to i
ds and

« Balancing a

g accurate
*  Certified CPR and First Aid

Create a résumé for

A Experience
ea Ch pOS ItIO n. Main Street Market, Anytown, US (2017 — Present)
Assistant Bookkeeper (2018 — Present)
+ Filed and organized bills under accouns receivable
Ensured timely remittance of accounts payable
Cashier (2017 - 2018)
o Processed sales transactions accurately and efficiently during peak hours
Focus on recent 3 Wit el i ety i e v o e

Wavy Community Aquatic Center, Anytown, US (2014 - 2017)

accomplishments sy s R —_—-
(high school).

Leadership
«  Varsity Volleyball, Captain (2018 — Present)
«  Bowling Club, President (2017 - Present)
*  Student Volunteers Club of America, Treasurer (2016}
* Swdent Council, Representative (2016)

In the Experience section, you should list any jobs and volunteer experiences you have had. Include
your job title, the name and location of your employer, the length of time you worked there, and
relevant job duties along with any awards or recognition you received while there. In addition to
work or volunteer experience, you can list any other extracurricular activities that require
commitment, leadership, or special skills on your part. For example, playing a sport requires
dedication and skill, and if you have served as a team captain, you can highlight your leadership
skills.

The number and names of sections within your résumé will depend on the information you want to
share with the reader. If one section is disproportionately larger or smaller than the other sections,
you can further divide a section into two categories or merge one section into another to create more
balance.

Your résumé also needs to be relevant and tailored to the position for which you are applying. If you
are applying for two different companies or organizations, you should create a résumé for each
position. As a senior in high school, your résumé will be more relevant if you use your high school
information; do not go back to activities or achievements from middle school. Likewise, in the
future when you apply for employment after postsecondary training or graduation from college, you
should focus on your recent achievements, not what you did in high school.
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James S. Jobless
Opportunity Way Email: imastudent@email com
frown, US 54321 Cellular Phone: (111) 222-3344

\/Com:isz (no longer than 1 page)

High School, Anytown, US (2015 - Present)

m ost im po rtant "nf'o rmation Advanced Diploma with concentration in Business and Marketing

3.8 Grade Poim Average

goes iﬂ the tap 7/3 aF Page Honor Roll achieved all semesters

bilities
s professional carrespondence using deskiop publishing software
= g client concems and inquiries 1o ensure customer satisfaction
List most recent first i vt s

CPR and First Aid

ttrﬂc t,’ve and easy to read treet Market, Anytown, US (2017 — Present)

istant Bookkeeper (2018 — Present)
Filed and organized bills under accouns receivable
Ensured timely reittance of accouns payable
. khier (2017 - 2018)
Use S .h ort Ph rases, no Perlads Processed sales transactions accurately and efficiently during peak hours
Assumed other job duties adepily with ltle to no trining os needed
ommunity Aquatic Center, Anytown, US (2014 - 2017)
fhuntcer Lifeguard

Bulleted lists work well ik e

I, Captain (2018 - Present)

White space, don't crowd text . Clu, Fesidns (2017 rsen)
/olunteers Club of America, Treasurer (2016)
Council, Representative (2016)

Discard irrelevant information

There is no specific format for a résumé, but there are some general guidelines for preparing your
résume.

First, your résumé should be concise and—in this point in your academic career—no longer than one
page in length. The most important information should go in the top third of the page. Information
should be listed with the most recent first, and then work backwards by date. This is called reverse
chronological order. It focuses on the things you are doing now.

Your résumé may be one of many that the reader has to review, so you want to ensure your
document is attractive and easy to read. Within each section, use short phrases, not complete
sentences, and do not put periods at the end of the phrases since they are not complete sentences.
Bulleted lists work well because they allow the reader to quickly skim the document and identify
your qualifications.

Another tip that will make your résumé look presentable and easy to read is to make sure you have
enough white space on the page. If you crowd your page with too much text, reading through it
becomes taxing on the reader's eyes, and the overall look will be unappealing. Making good use of
white space gives the eyes a break and sections the information into more digestible pieces. If you
find that not all of your information fits onto one page or you have to sacrifice white space to include
everything, consider paring down your information by rewording descriptions to be more concise or
removing information that does not directly pertain to the position for which you are applying.
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James S. Jobless
Opportunity Way Email: imastudent@email com
own, US 54321 Cellular Phone: (111) 222-3344

\/ﬁvoid using flashy:

* Colors
ligh School, Anytown, US (2015 - Present)
5 i ; ; i
. Gra P h ics Advanced Diploma with concentration in Business and Marketing

3.8 Grade Point Average

Honor Roll achieved all semesters
« Fonts

bilities
e professional correspondence using desktop publishing software

\/Stand'ard fonts (2 max) o ot ot i

d CPR and First Aid
o Times New Roman

.
. treet Market, Anytown, US (2017 - Present)
ﬁr‘ml istant Bookkeeper (2018 — Present)
Filed and organized bills under accounts receivable
Ensured timely remitiance of accounts payable
shier (2017 - 2018)
. 5
Font sizes 77 or 72 ’ aVo;d I Processed sales transactions accuraiely and efficienily during peak hours
Assumed other job duties adeptly with little to no training as needed
smﬂ”ﬂr tha” ’0 ommunity Aquatic Center, Anytown, US (2014 - 2017)
unteer Lifeguard
Served as lifeguard ity pool with
Maintained elean and safe facilities for patrons

Use a high-quality printer and
8.5” X 77" paper‘ 2 Club, President (2017 - Present)

Volunteers Club of America, Treasurer (2016)
Council, Representative (2016)

Volleyball, Captain (2018 — Present)

No contractions or errors

Avoid using flashy colors, graphics, or fonts in your résumé. To keep it professional, fall back on
standard fonts such as Times New Roman or Arial. You can even use Arial for the headings and
Times New Roman for the information under each heading, but do not use more than two fonts. Size
11 or 12 are preferable font sizes, but do not use anything smaller than 10 or your résumé may be too
difficult to read. Use a high-quality printer to print your résumé on standard 8.5" x 11" paper.

Finally, just like your cover letter, avoid using contractions and make absolutely sure that there are
no spelling or grammar errors in your résume.
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