Date

Name

Job Title
Company
Street

City, State Zip

Dear Mr. Name:

F—LZES

My proven track record of successfully performing complex analyses on various corporations
makes me an ideal candidate for the Analyst opportunity that you listed through the Name

University Career Services Office.

You specify that you are looking for someone with leadership, quantitative, analytical and

played an active role within the group and helped them to solve these issues. This process

[My ability to work well as part of team also related to my success within this group. These
attributes, combined with my enthusiasm to learn, were essential to my contributions and

success during this internship.]

consideration.
Sincerely,
Signature

FirstName LastName
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F—L My Pace

Name
Address
Tel

June 10, 2009
Name
Title
Company
Address

Dear Mr. Name,

I am pleased to present my resume to you for the position of crime reporter, in response to
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with Morning Herald | have worked on several important criminal cases as a reporter. Some :
of the famous cases on which | have worked include White Dalmia, Jason Kourne case, the

kidnapping of a St. Thomas school bus, etc. | have been rewarded many times for my
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Name

Title

Company

Address

City, State, Zip Code

F—.L\s Ringo Star

Date

Dear Mr./Ms. LastName,

I would like to express my interest in an entry-level analyst position with Company. | B

Throughout my job search and conversations with investment advisors | have come to respect
the professionalism that characterizes your firm and its employees. | am confident that the
Company team’s values and objectives would highly complement my own strengths and

enthusiasm. || would like to be considered for your Investment Banking Analyst Program, ora

similar position that requires refined analytical and communication skills.

I was impressed to learn of Company’s recent acquisition of Hambrecht Group, a tactic
which | see as indicative of Company’s commitment to achieving growth and success in the
future. Innovative and exciting approaches such as this, coupled with Company’s highly
regarded Analyst Program,
business career.

|Evidence of my leadership and analytical skills can be seen in my responsibilities as analyst
intern at Company, and my commitment to my academics. My educational background in
government and business, combined with my internship experiences, has been excellent

preparation for a career with Company. | B

Please review the enclosed resume and references and consider my application for your
Investment Banking Analyst program. | would appreciate the opportunity to come to New
York to meet with you and explore the company environment, as well as possible job
opportunities at Company. | will call your office next week to discuss these possibilities. I
look forward to exchanging ideas with you concerning a career at Company and the positive

contributions | would offer as a member of your organization. | B

Thank you for your consideration.

Signature
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F—LEHE

March 7%, 2005

Name
Title
Company
Address

Dear Mr. XXXX:

Re: Application for Analyst Position

I am writing to express my interest in securing an analyst position with your firm, in response to your job
posting in the National Post. I am currently employed as a financial analyst at Solaris Ltd., an emerging
software company providing management information system solutions to the telecommunications sector.

I come to you with a solid understanding of the MIS software industry and market participants. Reporting
directly to the CFO at Solaris, [ worked closely with management on financial and strategic issues. Asa
highlight of my experience, [ participated in three annual budgets, was instrumental in engineering one
major corporate restructuring, and collaborated on diverse process development and monitoring initiatives.
My work required me to interface with key actors in every department of the company to meet deadline-
oriented deliverables.

At this stage in my career, [ am ready to make the leap to consulting. My background working in an
emerging software company provided me with an insightful perspective on problems that companies
encounter in their day to day operations. I ask for the opportunity to translate that experience into
business solutions for your customers.

In that regard, [ would appreciate the opportunity to meet with you to discuss my qualifications and the
possibility of joining your organization. Please find enclosed my resume for your review. [ look forward
to hearing from you.

Yours very truly,

Amanda Jones
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Name
Address

July 15, 2006

Mr. Name

Human Resource Manager
ABC Company

Address

Dear Mr. Name:

Your advertisement for an experienced Marketing Manager, posted on the CareerCross
website, caught my attention. /After reviewing my enclosed resume, | hope you will agree
my qualifications match your needs, and consider me for the position. \

September, | was promoted to Team Leader at XYZ because of my talents for organizing and '
supervising. “ successfully improved the team productivity by raising the frequency of |
internal communications, and introduced a new system to measure the effectiveness of |
XYZ’s advertising. \

Through my practical experience and my Master’s Degree in Marketing Management at \

Nottingham University, | feel fully prepared to meet the demands of your fast-paced
marketing division. According to your advertisement, the position requires someone who is
very dynamic, energetic, outgoing, flexible and responsible, and works well both
independently or as a part of team. | have these skills, and am confident that together with my
experience, and linked with the vision of your company, they will serve to create profitable
results for ABC Worldwide.

Thank you for taking the time to review my credentials. | am excited about the idea of
working for Japan’s national leader in imported food, and look forward to hearing from you
shortly to arrange a meeting. | may be reached by phone at 048-829-123x or by Email at
xxxx@email.com.

Sincerely,
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F—L Kinki

Name
Title
Company
Address

Dear Mr. Name:

My extensive top-level background in information-technology makes me exactly the kind of
value-added executive you need in the Senior IT Manager position you are advertising.

With my more than 13 years of progressively responsible experience, | offer a distinguished
career earmarked by accomplishments in leading and directing information-technology
operations across broad disciplines, including hardware, software, development, testing,
production support, project management, database technologies, customer satisfaction,
vendor relationships, strategic planning, staff development, promoting change and
improvement, and technology implementation.

My proven track record includes planning implementation of new technology projects and
developing technology strategies that align with business needs while ensuring that products
meet customer needs and corporate goals.

In fact in several organizations, | have played a major role in planning and directing IT
solutions to support operations and achieve goals. Your organization will gain from my
strong sense of dedication, solid work ethic, teamwork skills, and ability to find solutions.

The bottom line is that | can walk into a troubled business situation and say, “There’s got to
be a better way.” | then excel at guiding the organization past the obstacles and on course to
meeting its goals. Employing a unique combination of expertise in key areas in which
businesses require assistance, along with practical, intuitive management skills that make me
a motivated, dynamic problem-solver, | can grasp the larger picture, envision broader
challenges, marshal resources, and motivate team members — and do it all with energy,
resourcefulness, and tenacity.

I’d like to meet with you to discuss adding value to your firm as I’ve done for my previous
employers. I’ll contact you in the near future to arrange a meeting. Should you wish to reach
me before then, please call XXX-XXX-XXXX or e-mail me at xxxx@xxxx.com. | appreciate
your consideration.
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Name 9=_AI49

Title

Company
Address
City, State, Zip Code

Date

Dear Mr./Ms. LastName,

| am a senior at the State University interested in interviewing for a job as a Marketing Assistant
with ABCD. | believe that ABCD has the ideal culture in which to pursue my goal of becoming an
innovative and responsible arts administrator and contributing to the ABCD company's outstanding
record as a center for exhibition and discussion of contemporary art and culture.

Academically, my extensive course work in the art history department at the State University has
allowed me to gain an understanding and appreciation for the art your Company exhibits. | also
have studied broader elements of arts management, including audience development and fund-
raising as a part of my recent arts management class at State University. As a part of that class, |
worked for the BCE Museum examining their marketing strategies, as well as other institutions, in
an effort to discover the most effective and efficient manner to promote their upcoming exhibition.
This rewarding experience working for the BCE Museum sharpened my desire to continue in this
field and helped me develop the tools | need to be an effective arts administrator. | have also been
able to spend time working for BCE Museum specifically as a survey assistant, which has further
strengthened my interest in museum studies.

My previous summer work experience as a staff reporter for The XWZ newspaper, as well as my
experience working for my school's paper, has provided me with a strong base of communication
knowledge and helped me learn how to develop and work on several projects at once, write about
a diverse range of topics, work quickly and efficiently, and further developed my interest in
becoming a better marketer.

I firmly believe that | will be a good fit in ABCD's innovative environment. Thank you for your time
and consideration.

Sincerely,
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Movember 20, 2000

Name
Title
Company
Address

Dear Mr Maple:

With a passion for the oil field industry, the motivation o succeed, strong imerpersonal and
communication skills and a particular talent for forward planning o develop effective and cost-
efficiem solutions, | believe 1 have the qualifications 10 join your reputable organization as g well
site supervisor.

Some of the key talents that | can bring your company i lude:

« Expert in team building 10 achieve productivity. performance. quality, and cost
abjectives,

=  Experience working in on-and offshore, high artic, Western Canada, and Middle and Far
East,

= The ability 10 “think on my feet” and make modifications in the field, when appropriate.
Often I have been able to save time and money by making decisions m the field that solved
probems and achieved clisnts” objectives,

= Extensive hunds-on experience i all facets of oil Beld activities including: eompletions,
workovers, drilling, and pipeline,

Mow, | would like 1o put my dove, energy, and experience 10 work for vour team. To help vou
discover o little about who I am and what 1 have done, [ hove enclosed o brief résumé, As you
revicw it [ hope & central point stands out: | do excel when | am aceountable for results managers
and clients can see.

Words on paper do not replace face-to-face conversation - 1 would weleome o personal interview
to discuss my gqualifications in detail, [ offer the necessary experience; dedication and personal
qualitics to serve as an excellent consullant in assisting your organization reach its objectives.

Thank vou for vour consideration. | koek forward to our comversation.

Sineerely,
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