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[Write hereyou title] [Put phone, fax, and e-mail here]
Objective [write here your aim]
Experience 1990-1994 Arbor Shoes

National Sales Manager

¢ Increased sales from $50 million to $100 million.

e Doubled sales per representative from $5 million to $10 million.
e Suggested new products that increased earnings by 23%.

1985-1990 Ferguson and Bardwell

District Sales Manager

e Increased regional sales from $25 million to $350 million.
o Managed 250 sales representatives in 10 Western states.

e |mplemented training course for new recruits — speeding
profitability.

1980-1984 Duffy Vineyards
Senior Sales Representative

e Expanded salesteam from 50 to 100 representatives.
e Tripled division revenues for each sales associate.
e Expanded sales to include mass-market accounts.

1975-1980 Lit Ware, Inc.
Sales Representative

e Expanded territorial sales by 400%.
e Received company’s highest sales award four yearsin arow.
e Developed Excellencein Sales training course.

Education 1971-1975 University of Khartoum, School of Management Studies

B.A., Business Administration and Computer Science.

Interests South Ridge Board of Directors, running, gardening, carpentry,
computers.
Tips Select text you would like to replace, and type your information.
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Dear Human Resource Manager:

| am extremely interested in obtaining the (Job Title) with your
corporation. | have outlined some background information about myself below
and attached a copy of my resume for your consideration.

I am organized and detail-oriented, work well under pressure and
deadlines, enjoy working with a variety of people, and have a great attitude.
I am looking for a creative, challenging, growth-oriented position and would
like the opportunity to learn more about your corporation. What you need
and what | can do sounds like a match!

| have enclosed a copy of my resume for your perusal. Thank you
for your time and courtesy in reviewing this material and for your
consideration of my qualifications for the open position. Please contact me at
your earliest convenience so that | may share with you my background and
enthusiasm for the position.

Sincerely,

(Your Name)

Enclosure: (Resume, photos, certificates, etc)
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«(End your cover letter on a strong note) abl 3y s+ JJbe wld dlast Sl
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"Good to begin well, better to end well.” e 2

Ftead) hillas (3 sl LS8 o) ol Jan OV S|

® "As this letter and my attached resume show, | am well suited to
take on the responsibilities of your open legal assistant position. |
will call your office next week to discuss my qualifications and your
staffing needs in greater depth."”

® "Thank you for your time. | look forward to hearing from you in
the new future."”

® "Please, before you blow me off as ‘overqualified,’ understand that
what | am overqualified for is being a department-store greeter."

® "Making me an addition to this workforce will not be a problem."

® "All | ask is for you to consider my perspicacious aspiration to
become an erudite factotum in your organization."
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