THE COVER LETTER

the basic rules:

v’ Sell yourself in one page or less

v’ Use short, clear sentences |

v' Make sure your contact information is emphasized -
v" Highlight impressive points in your resume

specific guidelines: . |
v’ Address the letter to a specific person/party
¥ Grab the reader’s attention |
~ > use conventional business letter format
v’ Demonstrate knowlédge of the pOsition
> mention any relevant research
> mention any referrhls .
v'Express desire for the position
> I am writing because...
»1 am the perfect candidate because...
v"Close the deal
» initiate contact

Don’t forget: -
v"To send a follow-up cover letter in few weeks
v’ To proofread thoroughly
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ResuMes THAT KNock M DEAD

9 Central Avé | ' '
Sunnyside, NY 11104

Dear Ms. Pena, .

-1 ave ahwvays followed the performance of your fund in Mutual

Feinds Newsletter.

Recentfy, yownoﬁoeregarcﬁngaMarket'AnaIystmkweStOtSDaﬂy
caugmmveye—aﬂdvowwmpaﬂvnﬂmé caught my attenfion— -

' because your record over the last three years shows exceptional portfo-
lio management. With my Mtboneofyowcmnpelftors.l :
X would fike to telk to you about your personnel needs and how 1

would be able to contribute to you dzparlmérfsiﬁi‘)'ai&' T

Jin experienced market analysi, I liave an economics badrg}omd :

- -and a strong analytical approach to market fiuctuations. This

combination has enabled me to consistently pick the new technology
flotations that are the backbone of the growth-oriented mutial fund.

For example, 1 first recommended Fidelity Magellarysix years ago.
More recently, my clients have been sﬂonglymestedeadﬁcHomon
'mommmemgtx-ﬂskm&gmv). and Fidelity Growth and Income (for .
the cautious investor). - : ' _

Those following my advice ovet the last sixyears have owned shares
mfgmdswlﬂdioonsistetﬂymnpdonnedmemadm B .

I knowthat resumes help you sort out the probables from the

- possibles, but they are no way to judge thepatsona]caﬁberofan

mdmdua”wouldﬁketomeetwnhyouanddanonsnatethat. along
with the credentials, I have the personality antmakesforasumsﬁﬂ




