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Dorls Johnson

Human Rescurces Manager
Optimal Waorkplace Inc,

321 Employment Avenue,
Los Angeles, CA

B . Py
Dear Mx. Johnson,

with a formal background in marketng, paired with my proven success in retal scles, | am looking 1o transttion into
public refotions | bakave my skills ond bockground moke me on excellent fil for the position of Public relotions
Speciaist at your PR Frm in the department of consumar goods

Hoving used your prodicts, | om olready knowledgeatie about your brand and yow offerings £ have foliowed with
exciterment as you launched new liagrances for varicus caletr ities and have introducéd on edgy persondity 1o youwr
bronding and product lines. | would bring both passion and knomiedge 1o promoting your brands to the prass and
public

Already traned in creating buzz, | was responsiole for the soclal medic content at my previous caompany. When my
team decided 1o participote In the polor plunge two yeors ago, we used socal medio 1o create inferest in donoting to
our couse, ond we roised more than $25.000 for the avent

1 om confident thot the skils | daveloped In previous pasitions have prepared mie for this opportunity with your firm.
My expertise In your products and my experience in customes service ond retall sales moke me a great condidote for
this opening | would love to meet you and share more aboul my previous expearienca if you have any questans,
ploose gve me o coll at 123-654.0987 or emal me at anzo@novoresume com

Thank you for your consideration,

A.-

Sincerely,
Enzo Fulgenzio

N novoresume.com



Martin Lane

Doris Johnson

Human Resources Manager
Optimal Workplace Inc.

321 Employment Avenue.
San Francisco, CA

Dear Ms. Johnson,

| am writing to express my Interest in the summer internship program with your marketing company. | leamed
about your company through the student center at my university and, after visiting your website, | have immersed
myself In your groundbeeaking work in the transportation industry.

Currently majoring in marketing, with a minor In statistics, and will recaive my degrae next spring. While | have a
comprehensive marketing and analytics background, my emphasis 5 on government campaigns. | feef that your
agency places promnence in similar areas and having the privilege of serving as an intern with you will increase
my leaming opportunities and glve me the exposure | need to advance my career while using what I've already
learned to make an impact on your clients

After graduation, | bope to waork for an agency like yours to grow my experience, serve clients and eventually start
my own agency. With the right opportunities and experience working with prominent clients, 1 believe that | can
achleve my goal

Praviously, | held an internship at ancther local advertising agency, working on critical projects for thes chents.
During that imermship, | had the opportunity 10 leam the Adobe Creative Suite of products, mcluding Photeshop
and InDesign | also learned how to craft compelling campalgns that garner attention In the healthcare space. |
bedove that my knowledge of digital marketing and social media could be of interest to you, as | read that you are
looking to grow your soGal media team

| would like the opportunity 1o meet with you and discuss the internship opportunities you have available. Please
lat me know if you have any questions or would like to see specific work samples. You can reach me by phona at
416-B21-9876 or by emad at martin@novoresume com.

Thank you for your considaration

Sincerely,
Martin Lane

N novoresume.com
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Doris Johnson

Human Resources Manager
Optimal Workplace Inc.

321 Employment Avenue.
Amsterdam, the Netherlands

Dear Ms. Johnson,
As a3 highly skilleg project manager with 11 years of experence, | am writing 10 express my | in tho projact manager
postion at your company. My experience algns well, as | have warked in project 9 for | years with &

promenent retailer, and | know | woukd make a valuable addition to your team.

Mwwwm!umnmmmmmwmmImmmmmwudwmmuw SCOpEs, keaping

projects mowing, submitting deliversbles on teme, and g8 sence for all parties involved Moreaver,
while my previous position afforded me a well-roundes sklset. including uoeleo( relationsh bullding and time
management shills, | excef at:

« Outlining project scopes, managing timefines, and deadines.
+ Tracking and reparting an averall peog

« Managing dally operations and Impiementation of new programs.
+ Ferecasting proj and ing all goals are met.

In addition to my expenence and relationship-tulding expenence, | have » sold educational foundation and passion for
furthering progects that buld loyalty and, Inxmmmmmmomwwm | would much sppreciate the
opportunity to contribute to your ongoing gr inued success,

Plexse review my sttached apphbcation foe additional details regaeding my expertise and achs Da not hesitate to
reach out If you have any questions or need further clarification of my expenence. | woulkd love to meet with you and
dscuss the position , detail

Thank you for your considaration

Sincerely,
Michelle Meindert

N novoresume.com



YOUR NAME —

YOUR DESIGNATION mary jones@cvowi.com

10 July, 2007

XYZ Inc
1.square street, New York, USA

Dear Ms. ABC,

| read with interest your posting for [name of positien] on the [name of the job board]. | believe | possess the
necessary skills and experience you are seeking and would make a valuable addition to your company As my
resume indicates, | possess more than [number of years] years of progressive experience in the [job field] field. My
professional history includes position such as [job title] at [company name] as well as [job title] at [company
name)

Most recently, my responsibilities as [job title] at [company name] match the qualifications you are seeking. As the
[job title], my responsibilities included [two or three responsibilities which are similar to ones stated in job posting].
| assisted in the successful completion of [project which is similar to one that job posting stated you will work on),
My supervisor also relied on my ability to [skills such as proofreading and excellent communication skills].| have
attached my resume for your review and | look forward to speaking with you further regarding your available
position

Sincerely,
YDOUR NAME

Davwered by @cv
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Cover Letter

Erik Maddigan

23 East Meadow Street
New York City, NY 12345
Phone No: 123 - 876 5443
Email Id: enkm(@email.com

May 6, 2012

James Emerson
Recruiting Officer

Human Resource Manager
Robins Securities Office
New York City, NY 12345

Dear Mr. Emerson,

I am writing this letter to express my interest after reading the advertisement on NY Post on 3 May
2012 regarding job vacancy as Customs Broker in your organization. I am a highly proficient Customs
Broker who has been dealing with the duties and responsibilities of this job for more than seven years.
With my fulfillment of the requirements and the experience | possess, | believe I am a suitable and
perfect candidate that you can choose for thz position.

After achieving my bachelor’s degree in Financial from New York University, applied my skills and
knowledge as a Broker in Lee Securities, Little Rock, Arkansas, for three years. And then | moved back
to New York City and became a Customs Broker in Geller Financial Securities. I possess strong
attentive, detail oriented, and dedicated personalities that really help me in performing my duties in my
former positions. For further reference, | enclose my resume along with this letter.

It would be highly appreciated if we could have a discussion in person regarding this position as soon
as possible. Please call me once you have time in my contact number and email.

Sincerely,
Erik Maddigan



