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96 SIX STEPS TO JOB SEARCH SUCCESS

Overview

A Compelling Marketing Campaign Is More Than a Résumé
At this point in your search, you have completed Step 1, Identifying Your Target, by focusing on a specific
industry, function, and geography.

You have also completed half of step 2 (create a compelling marketing campaign) by creating your
résume.

Now it's time to complete your marketing campaign, which will create additional job search tools that will
get the attention of your target companies and identify yourself as the best candidate available—that is, the
person who can produce for them in a meaningful way.

The marketing component of your job search should be compelling, innovative, and of the highest quality. Think
about how Apple markets their products. At first sight of the Apple logo—an apple with a bite out of it—you think
of a sleek, innovative, quality product. You know that consumers are enjoying Apple iPads and iPods whether they
are in New York or New Zealand, in the United States or in the United Kingdom—the marketing is that ingenious.

[t should be the same with the remainder of your job search marketing campaign. A prospective employer’s
impression of you should be crystal clear in terms of the quality associated with your name, your abilities, and your
overall candidacy, even before they meet you. Your marketing campaign will set the stage for these quality
interactions, especially step 4 (networking and interviewing) and step 6 (negotiating and closing the offer). But let's
not get ahead of ourselves.

Creating a compelling marketing campaign is composed of four distinct tools that can construct a strong,

effective, and successful job search:
1. Your résumé (which was covered in Chapter 4)
2. Your cover letter
3. Your online profile

4. Your networking pitch

It's important to note that Step 2, Create a Compelling Marketing Campaign, is the second step because it is

introductory in nature. Your marketing campaign introduces you to future employers and positions you for success.

© 2013 Flat World Knowledge, Inc. All rights reserved. Created exclusively for cindy.mcclain@bremertonschools.org



CHAPTER5 STEP 2 (CONTINUED): CREATE A COMPELLING MARKETING CAMPAIGN, PART Il: COVER LETTER, PITCH, AND ONLINE PROFILE 97

The better the quality of your marketing, the better will be your interactions with future employers. Just like
creating a strong and successful brand, creating a marketing campaign will enable you to present yourself to
potential employers in the best possible way. Step 2 is about getting their attention long enough to propel your

job search forward.

Your marketing campaign must have high-quality standards because it forms the very first impression an
employer will have of you. It also represents you when you are not present, so your marketing components are
important:

m Your résumé must be written in such a way that it proves your worth to your previous employers. Your future value proposition

The unique value that a
person brings to a potential
company

employers will use this to measure how you can potentially help them, so it's critical to quantify the results of

your projects and efforts.

m Your cover letter is the closest thing you will have to a conversation with your future employer, so it must
make a strong case for why they should hire you. It should be a formal statement of your strong candidacy
and should leave the recruiter with the impression that they absolutely must invest their time in meeting
you. A cover letter should not simply repeat what is in your résumé, but instead, should highlight why an

employer would hire you.

m A huge percentage of recruiters use online profiles to search for potential candidates, so it's imperative that
your online profile be 100 percent complete and very professional. In addition to this, it's a valuable way to

network.

m Lastly, your pitch clearly and succinctly highlights your strengths and value proposition, so it must be well
worded, in a tone that is professional and suitable to your goals, and it must be practiced so that you can

deliver it at a moment’s notice.

The better the quality of the preceding items, the better your chances of being interviewed and subsequently
hired. None of these elements should have any errors whatsoever. All should be well written, showing your strong
command of the English language. Whether your writing skills are exceptional or abysmal, all elements of your
marketing campaign need to be double- and tripled-checked by someone who is knowledgeable about this
process: an advisor at your learning institution’s career services, a trusted and competent peer or friend, or a
professional career coach. This chapter will give you the tools necessary to construct all elements, but they must be

checked and checked again to ensure quality.

High-quality marketing is especially important in down economies, when recruiters literally look for reasons to
discard someone’s candidacy. Do not give them such a reason. Many cover letters are sent in haste without
proofreading each detail. Some are even addressed to the wrong company: cover letters addressed to Goldman
Sachs end up in the hands of a Citigroup recruiter, and many addressed to The Wall Street Journal are sent to The
Washington Post. Marketing documents have a way of blinding proofreading abilities because candidates tend to
look at them so often they lose their ability to identify errors. Pay attention to the details, spell check, and check
again by reading each sentence out loud. Errors of any kind are immediate cause for discarding an otherwise

qualified candidate. Quality should always preempt quantity.
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1. THE COVER LETTER

LEARNING OBJECTIVES

1. Conduct the preliminary work needed to write a cover letter that has purpose and gets noticed.
2. Learn the three basic sections of a cover letter.

Is it worth writing a cover letter knowing it might never be read? The short answer is yes. Some recruit-
ers don’t read cover letters and go straight to the résumé, but other recruiters read and carefully weigh
the information in cover letters. You don’t know which recruiter will receive your résumé and letter, so
write the best cover letter you can. A well-written cover letter is an opportunity to present yourself well
and influence a recruiter, so always take full advantage of that opportunity. A cover letter can also be
viewed as your first conversation with a future employer, so be certain its quality is exceptional.

Your cover letter should be engaging, informative, and show your command of the written word.
It should flow easily from a reader’s perspective, making the connection between the opportunity and
your ability to succeed if given the chance. The tone should be compelling. You should be excited about
the opportunity and you should be confident of your ability to succeed (even if you truly lack the
confidence).

1.1 Cover Letter Preliminary Work

Preparation and practice are critical to every step of the job search process, and the cover letter is no
different. Five actions can help make your cover letter compelling:

1. Make a list of your top ten strengths.
2. Make a list of your top five weaknesses (also known as areas you’d like to strengthen).
3. Decipher the job description to identify each separate skill and qualification.

4. Compare the two lists to see if they are in alignment. Also identify the gaps—does the job
description list something that you haven’t done?

5. Highlight your top three skills that align with the job description as you will use them in your
cover letter.
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Knowing your top strengths is vital to your job search efforts. To find your top strengths, assess your
past successes. Fill out the following chart, and, next to each strength, list a detailed example of how
you have excelled at this particular strength. Quantify as much of your example as possible, and ensure
you include a clear beginning, middle, and end. Table 5.1 lists an example for your reference:

TABLE 5.1 Chartof Top Strengths

1 | Organized = In my last internship, | was asked to manually organize paper work for the past year's real
estate transactions, with little other direction.

m | was given two weeks to complete this, and all of the paper work was in approximately
five boxes.

m | quickly reviewed the contents, which fit into four categories: (1) commercial, (2) private
homes, (3) condos, and (4) incomplete transactions.

m | asked my manager to review this to make sure | was going in the right direction. He
gave me the green light.

= | finished the project in one week, and | not only organized the files but also
computerized the entire process.

m As a result, my manager quickly focused on completing 25% of the outstanding
transactions, adding ~$100K in the last half of the year!

O | 0| N[O |u| M| W N
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Notice that the example is very detailed:

m Time was referenced (in a few ways): This project was during your last internship, and you had
two weeks to complete the task. The work was actually finished ahead of schedule—in one week
versus two.

m The duties were defined: You had to organize the contents of boxes of paper work for the year’s
real estate transactions.
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m The action was emphasized: You took the initiative to organize the work into four categories and
you checked with your manager to make sure you were going in the right direction.

m The accomplishment was highlighted: You completed the task in half the time, and you
automated the process. Most of all, you enabled your employer to close 25 percent of the
outstanding transactions, adding about $100,000 in revenue to the bottom line.

(Whenever possible, identify the result(s) of your actions. Future employers will hire you
because you have proved your worth to your past employers.)

Other strengths and skills could include (in alphabetical order):

= Analytical = Loyal
m Detail oriented m Optimistic
m Client focused m Passionate
= Conscientious m Persistent
= Communicative m Proactive
m Creative m Quick learner
m Hard worker m Team Player
m Industry knowledge m Tenacious
m Technical = Thoughtful
m Leader m Trustworthy
m Vigilant

Many job search candidates are uncomfortable talking about their weaknesses. This should not be the
case. Knowing your weaknesses is just as important to your job search as knowing your strengths.
Three very strong reasons exist to speak fluidly and confidently about your weaknesses:

1. Employers want to hire individuals who are self-aware, and you can be self-aware only if you
know both your strengths and weaknesses. Being self-aware is the only way you can improve.

2. Employers know it takes a certain level of maturity to talk about your weaknesses. They want to
ensure you have achieved that level of maturity before extending an offer.

3. Your weaknesses should in no way contain a hint of the skills necessary to excel at your target
position. Your weaknesses should in no way contain a hint of the skills necessary to excel at any
position.

Remember that everyone has strengths and everyone has weaknesses, including every CEO, every
country’s president, every manager, and every one of your coworkers. You will be in good company
when considering and discussing your weaknesses.

The trick, if there is a trick, to your weaknesses lies in your plan to strengthen them. Having a plan
to strengthen a weakness is impressive, especially if you've already taken steps to do so.

Table 5.2 will help you identify five weaknesses, or areas you’d like to improve.

TABLE 5.2 Chart of Weaknesses

Public = | have given many presentations, and on a scale of 1-10, I'm probably a 6. | do my best
speaking when I'm very prepared and when | rehearse.

m Toimprove, I've registered for a public speaking class next semester, and until then, | raise
my hand more than usual.

m | also volunteer to present whenever | can because the more | practice, the better | get.
Lastly, I'm reading a book about presenting, and it's helped very much.

v M|l Wl N

Notice that the weakness is specifically described with a plan for improvement:

m You are aware that public speaking is a weakness, yet you‘ve already given presentations, are not
an abysmal failure in this area, and have already achieved some success.
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® You quantified where you are on a scale of one to ten and consider yourself a six. You have
shown that you know the topic well, but haven’t yet mastered it. You mention two important
aspects to being a good presenter: (1) you do best when you are prepared and (2) rehearsal and
practice help you as well.

m You already have a plan to strengthen this skill: (1) you will take a public speaking class, (2) you
are raising your hand as much as possible in class (which is a form of public speaking), (3) you
are volunteering to present whenever you can, and (4) you are reading a book about presenting
and it’s already helped.

In addition, it’s important to note that a weakness should never be a core component of the job. For ex-
ample, if you perceive your weakness to be public speaking, you wouldn’t apply for a position as a
trainer. If you perceive your weakness to be analytical skills, you wouldn’t apply for a position as an ac-
countant. A weakness can be a part of a job, for example, if you are applying for a position as an ac-
countant, you would predominately do financial work and only sometimes present (e.g., share your
findings with management), so using public speaking as a weakness in this case is fine.

Most job descriptions can be copied from the employer’s website. Copy the job description and do the
following (if you only have a hard copy, it’s worthwhile to retype it as you’ll want to manipulate each
requirement for the position):
m Put each skill and qualification on a separate line.
m Group like with like. If communication skills are listed as important, in addition to giving
presentations to potential clients, list one after the other.

In the following sample, each component of the job description is considered and deciphered, in pre-
paration for applying and eventually interviewing for the position.

Job Description Sample

Entry-Level Sales

The CML Company, a leading provider of recruiting and staffing services, is currently seeking motivated,
career-oriented individuals to join our recruiting team.

Our recruiters work with our clients and inside sales team identifying, screening, interviewing, and presenting
qualified candidates for contract and permanent positions.

CML promotes from within. Entry-level sales staff start as recruiters. Once they master that role and have a de-
sire to become a member of our sales team, they can be considered for promotion.

Qualified Candidates for the Recruiter Position Will
m Develop recruiting strategies designed to identify qualified candidates through various recruiting
tools.

m FEvaluate candidates’ strengths compared with clients’ requirements by evaluating, screening, and
interviewing the candidate.

= Negotiate wage rates and other terms and conditions of employment with candidates, and gain
commitment from candidates for current and future job requirements.

m Complete necessary preemployment processes, including reference and background checks and
drug tests.

= Work with account executives to identify top accounts, client skill sets, and key market segments, and
to assess clients’ staffing requirements.

m Communicate effectively with others to create a productive team environment.

m Communicate with peers by sharing recruiting best practices and providing accurate, thorough
documentation on contract employees in our applicant-tracking system or by using other
documentation tools.

= Maintain relationships with industry contacts to provide customer service, gain industry knowledge,
and get referrals and sales leads.
Qualified Candidates for the Recruiter Position Must

Have a bachelor’s degree or related sales or recruiting experience

Be available to work before and after typical office hours as work may demand
Possess strong written and oral English communication skills

Be familiar with Microsoft Word and MS Outlook (or similar e-mail applications)
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m Have work experience in a service-oriented business

m Have a desire to learn and advance in a fast-paced sales environment, and be capable of regularly
using good judgment and discretion to accomplish goals and work requirements

m Be currently authorized to work in the United States for any employer
Requirements:

. Bachelor's degree

. Able to work flexible, long hours

. Strong written and verbal communication skills

. Computer literate

. Desire to learn in a fast-paced sales environment
. Good judgment

. Discretion

o N Oy DN —

. Currently authorized to work in the United States

Consider the preceding sample. Study each component of the job description and how it relates to your
skills so you can apply for and gain an interview for the position:

m Eight items are listed in the requirements section. Do your skills match all of these requirements,
or the vast majority of them? It would be wise to compare this list to your list of strengths.

m An additional three requirements are not stated as obviously: (1) individuals must be motivated,
(2) they must have the ability to master the work, and (3) they must have a desire to be a part of
the sales team in order to be promoted. These requirements are found in the first section of the
job description.

= Don’t count out the opportunity if you don’t fit every requirement. Do your best to think of
something that is somewhat related. For example, if you have never worked in a fast-paced sales
environment, focus on your desire to learn. Focus on the fact that you’ve observed fast-paced
sales environments, and those situations appeal to you. At the very least, you could think of the
fact that although you don’t have direct experience in that particular environment, you have
always been very proactive in completing tasks as quickly and efficiently as possible.

m If you are a strong match for the majority of the requirements, ensure you have specific, results-
oriented examples to demonstrate these skills.

m You will not have a clear indication as to which skills are more important than others, so use your
best judgment call. Treat each skill as if it’s the most important. For example, consider
communication skills—have a specific, results-oriented example of your verbal skills and your
written skills. At some point, however, you will want to select the three skills you think are most
important, match them to your strongest skills, and then write your cover letter.

Note that it’s not necessary for you to know how to develop recruiting strategies. You can learn that on
the job. However, a proactive candidate may research recruiting strategies and the identification of tal-
ented individuals.

You now have taken the following two steps:

1. Deciphered the job description into each individual skill and requirement needed

2. Listed your top ten strengths, with examples for each
Your next step is to check if the two lists are aligned:

m If there is alignment, you have a potential good match and you should apply for the job.

m If there isn’t alignment, it’s a clear indication that the job is not the right fit for you and it’s best to
continue your search.
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The last step in this section is to select the top three skills needed in the job description, and decide
which skills fall within your strengths and which you will highlight in the cover letter. These three
skills, if positioned properly, will make the case for why you should be hired.

1.2 The Cover Letter Template

The cover letter template includes three main sections:
1. The introductory paragraph
2. The last paragraph, which reiterates your interest
3. The magic middle

In the introductory paragraph, you introduce yourself to the hiring manager or recruiter. The para-
graph should include five general items:
1. Why you are contacting them
2. How you heard about the position (If someone referred you, mention the name of your contact.)
3. Whether you are still in school and, if so, your major and minor
4. How your work experience pertains to your desired or targeted job

5. Why you are interested in the position

In the last paragraph, you summarize and close, taking the following five steps:

1. Reiterate your interest.

2. State you would be a perfect match because your strengths match the key skills necessary to
succeed at the job.

3. Inform them that you will contact them in a week.
4. Ask that they contact you should they have any questions or an interest in moving forward.

5. Thank them for their time and consideration.

The middle of the cover letter is magical because it makes the case for why you’d be an exceptional hire.
Select three strengths necessary to excel and assign each strength to a bulleted section or brief para-
graph. Boldly indicate your strengths and include your best examples of how you excel at each strength.
See the following sample cover letter as an example of how to highlight your strengths.

1.3 Sample Cover Letters

Figure 5.2 and Figure 5.3 are sample cover letters. There are more sample cover letters at the end of this
chapter, and some of them correspond to the sample résumés at the end of the previous chapter.
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FIGURE 5.2 Cover Letter Sample 1

Joe Student
555 Campus Center Street
Hadley, MA 55555

Company Name
Company Address
City, State Zip

November 20, 2010
Dear Hiring Manager,

| am writing about the Marketing Summer Internship Program that | researched in my
school’s career services department. | am currently a junior at Success University with

a major in marketing and a GPA of 3.6. | have executed several challenging marketing
projects and I'm confident that | can succeed at your internship. Attached is my résumé in
addition to my design portfolio.

My professional experience and various educational activities have prepared me well for
this internship as I've honed the following skills:

«  Research: Last fall, | researched over one dozen potential speakers to select
the final list of three speakers that were invited to speak at my school’s
Women's Leadership Conference, which was attended by over 1,000 students.
My team of five successfully invited the local leaders of various art galleries,
in addition to other prominent leaders in the marketing field. The formal
program featured solid advice given to participants on how to succeed in
business with a particular focus on marketing, and we received extremely
strong feedback from participants. The speakers also commented upon the
overwhelming interest of the audience members and the quality of the
students they spoke to directly.

«  Creative problem solving: | have created many websites and logos to ensure
that the brand image of each was relevant and strong. While working at XYZ
Company last month, | designed a visual template for the new website using
the research | conducted on potential marketing targets. My manager
complimented me on my listening skills as they were critical to creating
quality results.

« Communication: | am the lead campus event coordinator for our five “sister”
campuses in the Massachusetts area. I've used my clear and transparent
communication skills most recently when planning a marketing conference
this past April for all five campuses. The entire project took approximately six
months to plan, and during the first four months, each coordinator met via a
conference call every two weeks. We constructed very clear project plans
outlining everyone’s responsibilities and due dates. We were vigilant in our
communications because it was the only way to ensure success for the 500
participants, and the 10 speakers who attended. The conference received a 90
percent approval rating from participants.

I would like to reiterate my interest in your marketing internship. | am excited about the
prospect of working for your company and I'm confident that my above mentioned skills will
ensure my success. | will call you next week to follow up. In the meantime, please feel free to
reach out to me at the phone number or email below.

Best regards,
Joe Student
Phone

E-mail address

Attachment
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FIGURE 5.3 Cover Letter Sample 2

Jane Smith
555 East 28th Street, Apartment 9E
New York, NY 10022

Company Name
Street
City, State, Zip

September 25,2011
Dear Hiring Manager:

I would like to express my interest in the full-time position with your company which
was posted on your website. | will graduate this spring from Fordham University with
a BA in public accounting. My classmate, Alicia Smith, has shared with me her tax
internship experience at ABC Company and she spoke very highly of her experience
there. | am interested in this position because you have the largest tax practice in the
United States, and | excel in large companies with a culture that is both inclusive and
proactive.

My previous experiences make me a very strong candidate. | had two summer
internships with XYZ Accounting, and partnered closely with my manager to set up
the internal control system which helped us to meet regulatory requirements. In
addition to improving the efficiency of our process, it saved our company significant
time and money.

At EFG Inc., | organized and analyzed large amounts of data using excel and access.
This work was shared with all accountants and strategies were created to compensate
for areas of weakness. I'm proud to say that these programs and processes are still
being used today, even though | worked at the company two years ago.

At Fordham University, teamwork and leadership are critical to our learning. | have
been the vice-president of our accounting club for the past year. | managed the
budget of $7K but more importantly, worked closely with other student clubs
leaders to hold a successful recruiter’s panel discussion, which was attended by
over 100 students. The panels resulted in many positive career discussions and will
hopefully result in full-time jobs for my fellow students. This successful event
would not have been possible without the teamwork of the accounting club, and
the partnership we built with Career Services and the companies that were
represented.

My experience and skills in addition to my enthusiasm for taxes, will allow me to make
an immediate and meaningful contribution to your company. | am very interested in
discussing my qualifications with you.

Thank you in advance for your consideration.

Sincerely,

Jane Smith

xxxxx@fordham.edu
(XXX) XXX-XXXX

Attachment

1.4 Creating a Portfolio: Show and Tell

If you have examples of your expertise in a particular discipline, consider creating a portfolio of that in-
formation to share with potential employers. For example, perhaps you are a communications major
and have written several documents that showcase your talent in this area. Include five or six samples
© 2013 Flat World Knowledge, Inc. All rights reserved. Created exclusively for cindy.mcclain@bremertonschools.org



106 SIX STEPS TO JOB SEARCH SUCCESS

of your communications to help build the case for why you should be hired. Perhaps you are a graphic
design candidate, and you created several visuals that were used by neighborhood businesses, or for a
class project. Include those visuals in a portfolio to help prove your talent to a future employer.

How would you share this information with future employers? You can either attach your samples,
along with your résumé and cover letter, in your e-mail to a future employer, or bring them with you
when you have secured an interview. Either method is an acceptable way to impress a future employer.
A portfolio that you can carry to an interview could simply be a neat and professional-looking folder
that contains hard copies of your work. Or you can include a virtual portfolio of online work with a
link an employer can use to view your samples. You can include this information in a cover letter and
you can also include it in a résumé. Either way, having samples and presenting them can prove to fu-
ture employers that you have the talent to succeed.

1.5 Miscellaneous Things to Consider

Formatting is important and must be neat and professional. It's recommended that you flush all text to
the left, as various software programs can wreak havoc with indentations and tabs.

Put extra effort into identifying the name of the hiring manager, so that your letter can be appropriately
addressed to the specific person who will be reviewing résumés. Employers do not make this an easy
step for you, and you have to do your research. Helpful exercises include researching the company
website, reading news releases, and even calling the company to ask. Laziness will hurt your job search
effort if this special effort is not made. If, after doing all the preceding, you still do not know the name
of the person to whom you are sending your information, by all means, address it using Dear Hiring
Manager or Dear Recruiter.

KEY TAKEAWAYS

m A cover letter should not repeat a résumé.
= You need to specifically align your strengths with the job qualifications to create a compelling cover letter.

m A cover letter includes three things: the introductory paragraph, the closing paragraph, and the magic
middle, where you highlight how your strengths align with the job.

= Simple is best when considering a cover letter format.

EXERCISES

1. What are your top ten strengths, and what examples will you use to prove those strengths?

. ldentify three to five weaknesses (or areas you'd like to strengthen). Create a plan to strengthen each of
your weaknesses.

. Find a job description that interests you and decipher it into each individual skill.
. Find at least two to three job descriptions where you are a strong match.
. What resources can you use, in addition to this textbook, to write your cover letter?

N
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. Draft your cover letter and pair up with a peer in your class and critique each other’s letters.
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2. THE ONLINE PROFILE

LEARNING OBJECTIVES

1. Learn why an online profile can help your job search.
2. Be knowledgeable about all aspects of having an online presence.

Your online profile is the third component of a compelling marketing campaign. An online profile
serves two functions:

1. It's a marketing tool for the passive job search because the majority of recruiters use online
profiles to find qualified candidates.

2. It’s a great networking tool because you can connect with friends, family, former coworkers, and
current schoolmates and stay in touch with them easily regardless of where you or they live or
work.

2.1 Digital Dirt

Various social networking sites allow you to post anything you would like in cyberspace. Twitter, Face-
book, and Second Life are a few examples. Four hundred million individuals have a Facebook presence,
which enables them to connect and reconnect with current and past friends. Facebook allows you to
post pictures of yourself, your friends, your animals, your vacation, and anything else you would like to
include. You can post your birthday, your relationship status, your taste in music, and your interests
and hobbies. Most employers look to LinkedIn for professional information because LinkedIn is often
described as the professional version of Facebook, but employers still will look at your Facebook
profile. When three candidates seem equally suited for a position, researching the candidates on Face-
book may provide information that becomes the deciding factor. A word to the wise: Ensure that in-
formation on your Facebook page can only help your job search. Foul language and inappropriate pic-
tures of social parties and activities will hurt your ability to land the job you are seeking. Do not rely on
privacy settings that you think filter individuals from viewing your information because those settings
have often failed job search candidates. Facebook remains a wonderful tool for social networking,
however, once something is in cyberspace, it’s virtually impossible to delete, so proceed with caution!

2.2 Overview of LinkedIn

More than 100 million people are on LinkedIn, the leading online network for professional profiles,
and that number grows every day. LinkedIn is different from Facebook because it’s intended only for
professional use and to focus on your career. To get started with initial online marketing efforts,
LinkedIn is a great first step.
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Visit LinkedIn at http://www.linkedin.com and follow the tutorial to learn aspects about the site
and create an account. Use a thumbnail sketch of your résumé for your profile. Create a summary sec-
tion, and bear in mind that this is a great place to include specific keywords on which recruiters and
employers may search (e.g., specific technical skills, languages, brand-name companies, industry
knowledge).

2.3 Who Can You Link To?

Think of ten to twenty people you’d like to connect to, such as peers from past jobs, friends and family,
and peers at school. Go line by line through your résumé and think of all the people you know from
each stage in your career. You can use the LinkedIn search function to search by school, organization
name, or other keyword. As you populate your profile, LinkedIn makes recommendations for people
you may know based on the names and keywords you enter. This gives you additional ideas for
connections.

Send an invitation to the ten to twenty people you'd like to connect to. Write a personalized re-
quest to connect that reminds them how you know them, rather than using the generic templates that
LinkedIn provides. With LinkedIn, all the people connected to a profile are visible to people who view
that profile (you can shut off this feature, but it is helpful for networking, so most people do not). This
means that for your connections, you can see their connections. This also means that the more people
you are connected to, the more profiles you can view and the more your profile can be viewed. Increas-
ing your connections improves your marketing reach.

On a regular basis, think of another ten to twenty individuals you can connect to and invite them.
You can also upload some contact databases and e-mail accounts, such as Outlook, Yahoo!, and Gmail,
into LinkedIn so that you can invite your entire existing network in one effort. Some open network-

open networkers

People who choose to
network with any individual,

regardless of whether they ers will link to anyone who requests a link, or they will reach out to a variety of individuals they don’t

know them well, or if they know and ask to link to them. Either way is acceptable and whether you link only with people you

know them at all. know well or are willing to link with people you barely know or don’t know depends on your comfort
level.

Having your résumé details in your LinkedIn profile and connecting to people is the bare minim-
um for an online profile. To have a profile that is a comprehensive marketing platform, you should
consider the next sections, which detail additional options.

Professional photos are helpful as you start meeting more and more people because some people may
remember your face more easily than your name or background.

Your LinkedIn profile is basically a thumbnail sketch of your résumé. It’s important for you to include
a short, succinct summary of your background and where you are now in your career. You should also
include each school you’ve attended, along with the years. Include each work experience you’ve been a
part of, again, along with the years, in a professional and formal format. This will allow individuals to
identify how they have known you in the past.

Include recommendations from two or three individuals who know your work. You must be connected
to people to request they provide a recommendation. Recommendations help your marketing because
they add a dimension to your profile that is not included in your résumé.

Join groups with which you share a common interest. Groups are formed from common associations,
such as college alumni groups (be sure to join your school’s alumni group, even if you've yet to gradu-
ate), industry groups, and mutual goal groups, such as people interested in finding employment.
Groups enable you to connect to more people, translating into even more people who will see your
profile. You can join approximately fifty groups, and you can also elect to have your group member-
ships displayed or not displayed on your profile. Tailor your groups to reflect specific professional in-
terests as another way to market yourself as being involved with that area.
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Use LinkedIn applications such as reading lists and presentation or blog sharing. With a paper résumé,
it is unwieldy to include a lot of attachments, such as a portfolio of your work. An online profile al-
lows you to link to an online collection of your work and create a comprehensive view of everything
you offer. You can share a list of what you are reading with the Amazon reading list application. Listing
books related to your career targets shows that you are staying current about your target industries and

portfolio

A collection or group. A
portfolio of your work for job
search purposes might
include published articles if

functions and are committed to training and development. You can use the SlideShare application to you are a writer or
post PowerPoint presentations you have created. Perhaps as part of a class assignment, you have done a illustrations and designs if
group project that is relevant to prospective employers. If you have a blog and your blog showcases ex- you are a designer.

amples of your work, your LinkedIn profile can be set to update with samples of your work whenever
you post to your blog. While this level of detail seems onerous for a paper résumé, when online it is
easy to page through and access as much data as you’d like, so you can offer the reader (in this case, re-
cruiters and employers) much more information.

Remember that it is important to maintain your online profile. Continually update your LinkedIn
profile because as your career grows and changes, so should your LinkedIn profile. Link to new people
you meet. Update your summary and experience. LinkedIn also has a status section for more frequent
updates that are broadcast to your connections. In this way, you can market your activity on an ongo-
ing basis.

KEY TAKEAWAYS

m Social networking sites have both benefits and disadvantages. Make sure anything you put in cyberspace
only supports your job search efforts.

m Take special care to ensure your Facebook presence gives a positive impression to anyone who may view
it.

m LinkedIn is an online network with over 100 million users worldwide and provides specific connections for
career-related and professional networking.

m Recruiters and employers use LinkedIn to search for candidates, making it a key marketing tool for a
passive job search.

= Ata minimum, you should have your résumé details online and start connecting with people.

m Fora comprehensive campaign, you should also include a professional photo, recommendations, group
memberships and the resulting connections and applications, such as reading lists, presentations, or blogs,
that demonstrate your expertise.

1. Look up five or six individuals on http://www.linkedin.com who are employed in the industry you are most
interested in joining. What have you learned from their profiles?

2. Create an account on LinkedIn (if you don't already have one).
3. Connect with ten to twenty individuals.
4. Think of one or more additional features on LinkedIn you will add to your marketing campaign.
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3. YOUR NETWORKING PITCH

LEARNING OBJECTIVES

1. Learn the key components of an effective pitch.
2. Follow a template to craft your individual pitch.

A networking pitch was originally termed an elevator pitch because in the time an elevator takes to go
between floors (generally thirty to forty seconds), you should be able to articulate your value proposi-
tion (the skills you have and the position you are seeking). The elevator pitch is now also called the
professional pitch, the networking pitch, or simply the pitch.

This thirty- to forty-second summary should be spoken, or delivered, in a confident and convin-
cing manner, making a strong impression. If your pitch is too long and drawn out, it lacks conviction.
When meeting networking contacts, recruiters, and hiring managers, this is your one chance to make a
great impression and present yourself with clarity. No one wants to listen to a long, drawn-out speech.
Make your pitch clear and concise, enabling the person who is listening to know exactly what type of
job search candidate you are.

How do you craft an effective pitch? Three steps will ensure your success:

1. Write your pitch.
2. Edit your pitch until it sounds just right.

3. Practice delivering your pitch verbally, and further edit it as needed because we do not write the
same way that we speak. Continue rehearsing and repeating your pitch to ensure that your
delivery is natural, convincing, and authentic.

Any information you can share that distinguishes you from others is very helpful. Perhaps you have
something unique in your background:

® You speak two or three languages.
® You lived abroad for a particular length of time.
® You achieved something significant athletically or musically.

= You volunteered in a meaningful way and perhaps raised extraordinary funds for various
charities.

Distinguish yourself from others in whatever way you can to ensure you are remembered in a positive
light.
You will deliver your pitch at different times and occasions, including the following:

m Career fairs present an opportunity to meet representatives from various firms. These individuals
will meet many students or candidates, so it is important that you make sure your pitch is short
and crisp. Also be certain to do your research on their company, as many candidates do not.
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m Networking events enable you to first meet someone in a more relaxed setting.

m Interviews often begin with the interviewer asking for a summary of your background or asking
that you take one or two minutes to let them know about you. Include high-level themes in your
past (e.g., you've always been involved in health care at some point in your schooling and in your
career). If themes are not apparent, talk about your achievements and the quality of your efforts.

3.1 Step 1: Write Your Pitch

Your pitch should answer the following five questions:

1. What is your educational background? Detail every college or university you attended, your major
and minor, and your expected degree and graduation month and year (include your GPA if it is
3.3 or higher).

2. Do you have any pertinent experience in the field in which you are interested?
3. What are your critical skills and strengths? Highlight your top two or three skills.
4. What do you want to do? Be specific regarding industry, function, and geography (see Chapter 3).

5. Why would you be good at the position? Focus on presenting your top two or three skills, and the
skills you have that are necessary to succeed at the job you are targeting.

Type the answers to the preceding five questions, filling one complete page (8% x 11).

3.2 Step 2: Edit Your Pitch

Once your pitch is written, review and edit it accordingly. You should use words that come naturally to
you because the more natural the delivery, the more impressive the pitch. Here are some steps you can
consider while editing your pitch:

m After you edit the one-page answers to the pitch questions, ensuring that you’ve covered all the
important items, cut it to half a page; this forces you to prioritize the essential elements.

m After you edit the half-page document, ensuring that you've covered all the important items, cut
it in half again (it’s now one-quarter of the page); this forces you to be even more ruthless in
prioritizing.

m After you edit the quarter-page document, ensuring you've covered all the important items, cut it
in half again, leaving only four or five key bullets; this forces you to be concise and select just the
most important items.

3.3 Step 3: Practice Delivering Your Pitch

Once you have the final pitch in writing, youll need to practice, then practice, then practice some
more. Your pitch should be spoken in a confident and compelling manner.

m Deliver your speech out loud to ensure it flows smoothly and addresses your career highlights.
Practice it until you have it memorized. Practice until you can repeat it when someone shakes you
from your sleep at 3:30 in the morning and you maintain your passion when saying it.

Figure 5.4 through Figure 5.7 are four sample pitches.

© 2013 Flat World Knowledge, Inc. All rights reserved. Created exclusively for cindy.mcclain@bremertonschools.org



112 SIX STEPS TO JOB SEARCH SUCCESS

FIGURE 5.4 Sample Pitch 1

Hi, I'm Eleni.

I'm attending XYZ University and will graduate this May. | have a major in finance and
a GPA of 3.7. 1 work part time for X Bank, conducting research that is used to advise
clients on their portfolios.

My passion lies in finance, and I've had 3 internships in the industry. I'd be an excellent
candidate for this as | have strong quantitative and communication skills along with
highly detailed research skills.

I'm interested in an analyst position in your asset management division as | will be
able to contribute from day one.

FIGURE 5.5 Sample Pitch 2

Hi. My name is Christina.

I'm currently attending ABC University, majoring in marketing with a communications
minor. | selected ABC University because of its quality marketing curriculum.

I've seen the power marketing has to sell products. I've worked in retail for the past
three years and sales tripled in cases where items were marketed well.

This is the career for me because | thrive on being creative and client focused, and |
enjoy using these skills to grow revenue.

| would be a strong match for your opportunity. | have also studied your company,
and I'm drawn to your culture of constant innovation.
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FIGURE 5.6 Sample Pitch 3

Hi, I'm Aaron, a tax specialist with an Enrolled Agent Certification.

I have an undergrad in accounting, and | will earn my Masters in Tax at Fordham in
2012.

I volunteer by preparing income tax returns for low-income individuals.

I'm a natural leader and team player: | was a sergeant in the Korean army and | led a
team of 15, and was awarded the best guerilla fighter award for exceptional
leadership and teamwork skills.

My quantitative skills are strong and | expect a 4.0 this semester.

Nice to meet you!

FIGURE 5.7 Sample Pitch 4

My name is Alyse and | graduated last year from SUNY Buffalo, with an undergrad
degree in psychology. I've always been fascinated by people, and my passion is

to work with people in the health-care industry. I'm a runner, and while at the track
team in school, I hurt my leg and needed to go for physical therapy. The team at the
rehab unit was impressive and guided me through the exercises that eventually got
me running again. | was truly inspired by their knowledge and abilities and ever since
then, | knew | wanted a career in health care. It’s really nice to meet you today!

KEY TAKEAWAYS

= A networking pitch articulates your value proposition (i.e,, the skills you have that match the position you
are seeking).

= Your pitch should contain your education background, experience related to the field in which you are
interested, your critical skills and expertise, what you want to do, and why you would be good at it.

= Writing your pitch and editing it will enable you to get the right content and tone.
m Practicing the delivery of your pitch will ensure your delivery is natural and confident.

1. Type your pitch on a one-page document, and trim it until it's just four or five bullets in length.

2. Pair up with a pitch buddy to practice with each other and critique and strengthen your pitch. Does your
buddy understand your value and what you want to do? Does your buddy's pitch give you any ideas on
how to improve yours?

3. Practice your pitch until you can say it naturally, without any hesitation.
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4. CHAPTER REVIEW AND EXERCISES

Creating a compelling marketing campaign is a vital step in your job search because it markets your
skills and abilities to future employers, in most cases, before you meet them. The four components of
this step are the following:

1. Creating a résumé
2. Writing a cover letter
3. Creating an online profile
4. Composing a pitch
Your marketing campaign will be more effective when you are more specific, targeted, and thoughtful
of how to construct your marketing campaign elements:
® Your résumé will prove your success with your past employers, which then proves your worth to
your future employers.
m Your cover letter makes the case for why you should be hired because it highlights the two or
three critical skills necessary to succeed in the job you are seeking.

= Your online profile works behind the scenes to ensure you are seen by recruiters who seek talent.
In addition, your profile provides a great way to stay connected with your network.

m Your pitch allows you to introduce yourself in a clear and concise way, highlighting the strengths
you have that will enable you to succeed.

Remember that the better you market yourself, the more successful your job search will be. Apple’s
marketing campaign leaves no doubt about the quality of what they offer. You should do the exact
same!

The next step, step 3, is research, which will help you gather vast amounts of information about
your industry, your function, your geography, and the companies you are targeting.

Chapter Takeaways

m Creating a compelling marketing campaign is vital to your job search and is composed of four things:
arésumé, a cover letter, an online profile, and a pitch.

m Your marketing campaign must have high-quality standards because it represents you when you are
not there.

= Even though some recruiters do not read cover letters, it is always worthwhile to write a compelling
cover letter, just in case the recruiter who reviews your information values them.

= You should do five things before writing a cover letter: (1) assess your strengths, (2) assess your
weaknesses, (3) decipher the job description, (4) compare your strengths, weaknesses, and the job
description for alignment, and (5) select the top three skills you will include in your cover letter.

m The cover letter template includes three sections: (1) the introductory paragraph, (2) the last
paragraph, which reiterates your interest, and (3) the magic middle (which highlights your top three
skills).

= Your online profile serves two functions: (1) it's a passive job search strategy because recruiters search
online profiles, and (2) it's a great networking tool because you can connect with friends, family,
former coworkers, and current schoolmates and stay in touch with them easily regardless of where
you or they live or work.

m A pitch should be short (less than one minute), concise, and include the following: (1) your
educational background, (2) any pertinent experience in the field in which you are interested, (3) your
critical skills and strengths, (4) what you want to do, and (5) why you would be good at it.

Chapter Review

1. Why is quality so important when crafting a marketing campaign?

2. Why is it important to assess your strengths and weaknesses when preparing to write a cover letter?
3. Why do you need a cover letter when some recruiters don't read them?
4

. How do you decipher a job description? How do you identify most important criteria needed for this
position?

5. What are the three main parts of a cover letter?
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. What are the two main benefits to having an online profile?

. What is the minimum to get started with an online profile? What are some useful additional features?
. Why is a pitch important to your job search?

. What components are included in your pitch?

. Why should your pitch be short?

. Why do you have to practice your pitch?
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SuccessHawk: Cover Letters

To get started on preparing cover letters, thank-you notes, and references, go to the menu bar on the right
and click on Letter Templates.

My Workspace  Logout (| SuccessHawk Domo )

successmwm\

JOB SEARCH PRODUCTIVITY SOLUTIONS

Letter Templates

Home 1 My % oi » Later Templates

Letter Templates 5 My Contacts
Cover Letter
Advice &
Always send a parsonalized cover lafiar with your resume. This is your opportunity to emphasize how your
knowledge, skills or expariances make you an ideal candidate. Itis also a uniquea sample of your writing and Research
conceptual skills. Career Exploration
Resumes
Tip: Lettar Templates
Search Job Listings
Your cover lefier must be flawless. Run a spelling and grammar check and read it yourself muliiple imes io Intarviewing
make sure thera are no spelling of grammar amors Managing a Layoff
Guide to Notworking
Cover Letier Template - Students and Recent Graduates: downioad Word doc | download PDF
Cover Letier Template - Experienced Profassionals: download Word doc | download PDF Interactive

| P Y

SuccessHawk: Networking Pitch

For assistance in writing your personal statement, go to the menu bar on the right, and click on Personal
Statements.
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suce \ My Workspace  Logout | SuccessHawk Demo )

JOB SEARCH PRODUCTIVITY SOLUTIONS

Create Statement

Home » My Workspace » Personal Statements » Create Statement

Create New Personal Statement

Creafe 8 Personal Stefement, somelfimes known 85 an "slevator pifch, " fo use when

introducing yourself in various nefworking sifustions. You may wanf fo create
different Personsl Statements depending on the opporfunifies.

Your first and last name:

Employment status: o Uinemployed
o Employed but looking
Do you have a college degres? o Yes

College/Liniversity name:

Advice &
Research

Career Exploration
Resumes

Letter Templates
Search Job Listings
Interviewing
Managing a Layoff
Gulde to Networking

Interactive
Your degree eamed: Features
My Workspace
Your cumrent or most recent My Contacts
employer is... My Action ltems
What do/did you do at this Goal Setting
o7 Personal Statements
"At this job 1..." Resume Creator
My Flles
Perfect Interview
Self-Directed Search
Briefly deacribe your My Account
accomplishments at thes job. Change me Info
What were the challenge, your Current Job Status
actions, and the result? Personal Proflle
P User Control Panel
= User Preferences
What responsibilities are you Logout
looking for in a job?
Help Center
Contact SuccessHawk
Contact Support
A
Enter one interesting or unique
fact that someone will
remember
about you, your experience, or
your best attributes:
EA
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5. SAMPLE COVER LETTERS

FIGURE 5.8 Sample 1—Brian Thanis

Brian Thanis
50 Dairy Street
Austin, Texas 55555

Mr. Avis, Director of Campus Recruiting
Novartis

555 Health Way

Parsippany, New Jersey 55555

May 6, 2011
Dear Mr. Avis:

| am writing to apply to your summer intern program that | researched via the Vanderbilt Career Services
Office. Novartis is a company | have followed for many years and | am impressed with your drug pipeline and
your culture of excellence. | am currently a freshman at Vanderbilt, with an expected graduation date of
Spring 2014. 1 am currently a biomedical engineering major, with classes in chemistry, multivariate calculus,
physics, and programming.

The strengths | bring to your company include:

+ Analytical Skills:  am confident in my knowledge of advanced math and science. | received a 5 on my
Advanced Placement BC Calculus exam at SI Academy (high school), as well as two 4s in both Physics
exams. At Vanderbilt, | currently have an A in physics, and am looking forward to the various engineering
courses that | will be taking that will require me to use my knowledge of math and science.

+ Leadership: | served as a representative in student government throughout all four years of S| Academy
(high school), was elected Sophomore Vice President, and | served as the Vice President of my Economics
Club. I led in my extracurricular activities as well. | was the trumpet section leader in band for all four years
and the J.V. Basketball Captain my sophomore year. | also served as a member of the School Safety and
Leadership Committee and | was one of only fourteen students from my school selected to participate in
a Russian exchange.

»  Communication and Teamwork: In my first semester at Vanderbilt, | took a class that was split into three
individual engineering modules and my teams built a toy car, a model building, and researched various
types of medical equipment, making presentations on all of them. In every instance, deadlines were met,
and my teams received two grades of an A and one of a B. In addition to the great work we accomplished,
we ensured we helped each other at every turn!

In closing, | am a strong match for your internship program as it fits very well with my biomedical
engineering studies at Vanderbilt and | am confident that | would make a perfect candidate for your team. |
am excited at the prospect of working for Novartis and should you have any questions, please don't hesitate
to contact me at the e-mail address or phone number below.

Sincerely,

Brian S. Thanis
brian.s.thanis@vanderbilt.edu
5555553555
Refer to matching resume at the end of Chapter 4
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FIGURE 5.9 Sample 2—Alyse Day

Alyse Day
34 East Terrace
Staten Island, New York 10312

August 11,2011
Dear Dr. Stella:

I'm writing to you regarding your Dental Assistant and Dental Receptionist position that | researched on
CareerBuilder. | currently attend college in the evening, and | am excited about this full-time opportunity. |
would be an excellent fit because | have the strengths necessary to succeed, including interpersonal and
communications skills in addition to a passion for the health-care industry. My strengths are demonstrated
in the examples below:

+ My interpersonal skills are exceptional. Last summer, | was a camp counselor at Child Activities Unlimited.
My day-to-day responsibilities included working closely with children who had all types of issues, from
being homesick to not feeling well, to wanting to explore every single activity we offered. | interacted
well with them and their parents, ensuring open communication, a focus on safety, and a caring attitude
for all.

+ lrespectand am inspired by health-care professionals, so | have genuine interest in this work. | was a
runner on my school’s track team, and when I had a leg injury last year, | was amazed by how the team of
rehab professionals partnered with me until | was able to run again.

« My work ethic is very strong, as | ensure the gift store at University Hospital is impeccably clean and in
complete order. There isn't a job too small or too big for me to manage, and | appreciate adding
responsibilities to what | already manage.

In reviewing your job description, | am confident in my ability to complete all of the tasks mentioned. The
only qualification | do not currently have is proficiency in taking x-rays, however, | am a very quick study, and
I know | can do well with minimum training. In addition, I'm energetic, very willing to learn, and always give
a 110% effort. | will call you in a week to follow up, but in the meantime, please feel free to contact me at
your convenience.

Sincerely,

Alyse Day
555.555.5555

alyse.day555@verizon.net
Refer to matching resume at the end of Chapter 4
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FIGURE 5.10 Sample 3—Louise Ng

Louise Ng
Flat 2D Miami Way, 5555 Greenwich Inlet
Hong Kong

Human Resource Director

Ogilvy Public Relations Worldwide

23rd Floor, The Center 99 Queen's Road Central, Hong Kong
Hong Kong

August 18,2011
Dear Hiring Manager:

I am writing about the internship at Ogilvy Public Relations Worldwide, as | researched this
opportunity at the Career Services Center at my school. | graduated in July 2010 from Queen's
College London, University of London, with a major in Business and | have experience in the
garment manufacturing and property consultancy industries. Attached please find my resume.

The following skills make me a strong candidate for your opportunity:

«  Strong Interpersonal and Communication Skills: While working in the garment-manufacturing firm,
my company was undergoing an expansion from sportswear to fashion garments, and |
assisted the senior managers in communicating with the company we partnered with, Diesel.
After a few meetings, we had developed a mutual understanding of our goals and we
adapted to each other’s culture. Eventually, we agreed to sign a short-term contract and
manufactured a line of product for two seasons for Diesel, which was very successful for both
companies.

+  Research Skills: While at ST Richard Ellis, | had to undertake a retail consultancy study
commissioned by the Hong Kong Housing Authority (HKHA). | had researched various
commercial activities in local housing estates and gained a better knowledge of the link
between economic growth and government development. Also, from attending meetings
with the HKHA, | had a more in-depth view on government and corporation relationships.

«  Teamwork and Leadership Skills: In my last job, | took the post of acting manager in my
family’s business for a summer. | ensured that resources were allotted in an efficient and
effective way, and that opportunities were identified in order to make the company more
profitable. Most important was the effort the entire team put forth to accomplish our
business goals. In addition, at school, | am an exceptional team player, and always willing to
proactively lead our efforts and projects. | have led teams with four to twelve students each
semester, ensuring strong communication and accountability for all tasks necessary to
complete a quality project on time.

Thank you for considering me for this internship position. | am excited at the prospect of working
with Ogilvy, and | am confident that my people and communication skills, combined with my
research and leadership skills, make me a perfect candidate for this role. | will call you next week
to follow up. In the meantime, please feel free to reach out to me at the below phone number or
e-mail address.

Sincerely,
Louise Ng

louiseng55@gmail.com
+555 55555555

Enclosure

Refer to matching resume at the end of Chapter 4
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FIGURE 5.11 Sample 4—Helen Patty

Helen Patty
33 West Terrace
Washington, DC 22202

Business for Social Responsibility
555 Moral Way
Chicago, IL 55555

August 11,2011
Dear Hiring Manager:

| am writing to apply for the position of Associate in Advisory Services, at the Business
for Social Responsibility (BSR). | was advised to apply for this position by Mr. Ron
Martin, who is the Vice President of Fundraising at your company. | am currently an
Assistant Account Executive of Communications at CTC Strategic Services, and 1 am
confident that my exceptional communications and research skills make me a perfect
candidate for this position.

| have a passion for corporate social responsibility, as | know it to be vital to social
change and development. AtCTC, | have worked with nonprofits and national and
global advocacy campaigns to ensure that vital issues stay at the forefront of the
media. For example, | worked on the media pieces for the Komen Community
Challenge, and during this campaign, | prepped over ten activists with their Capitol
Hill visits, and garnered media coverage in various cities.

Research is vital to what | do. At CTC, while conducting communications audits, |
interviewed key stakeholders and analyzed internal and external communications
structure, This process ultimately led to the creation of recommendations that called
for constructive improvements. For example, recommendations included staffing
structure and reallocation changes, sample job descriptions, and suggestions to hold
a messaging tabletop with organization leadership to crystallize a uniform identity
and brand.

At CTC, | have thrived and been promoted in a fast-paced, multiclient environment
because | am organized, client focused, and teamwaork oriented. | am also very
comfortable and adept at working with limited resources and tight deadlines.

Lastly, | appreciate diversity because | have had the opportunity to live, study, and
work internationally in Canada, Spain, France, Austria, Luxembourg, Costa Rica, and
the Philippines. | am fluent in French and Spanish, and have solid knowledge of
German as well. This perspective has helped me to understand and contribute in a
more meaningful way with a wide variety of individuals.

Thank you for considering me for the position of Associate in your Advisory Services
business. | am confident that my communication, research, and effective business
skills make me a perfect candidate for the BSR team. | will call you next week to follow
up, and, in the meantime, please don't hesitate to contact me at the e-mail address or
phone number below.

Sincerely,

Helen Patty
555.555.5555
helenpatty@verizon.net

Refer to matching resume at the end of Chapter 4
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