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Your cover letter is what decides if a company looks at your resume, contacts you for an interview, or gets you
placed in the rejection pile. Knowing that, it is important to create a well-written, eye-catching letter that sells
your achievements and job skills to impress the recruiter. However, many people are unable to effectively
translate their thoughts into words when faced with the task. That is where The Complete Guide to Writing
Effective Resume Cover Letters comes in. With this book you will be able to craft a letter that will undoubtedly
land you the interview. In this new book, you will learn how to address your letter, how to grab the reader s
attention immediately, how to format your letter, how to choose the font, how to be professional but
persuasive, how to choose the type of paper, and how to target your letter. You will also learn about writing
the different kinds of letters, including those in response to a classified advertisement, those in response to a
blind advertisement, those sent to employment agencies, cold letters, and broadcast letters; writing style
guidelines; what to include in your letter; writing for an online audience; cover letter styles; and common
mistakes recruiters abhor. Additionally, you will find examples of effective and ineffective letters, proven tips
for making your letter stand out, sample phrases to use, and letters for new graduates, for professionals, and
for those changing careers. Also included are samples specific to job industries, including administration and
clerical; accounting; banking and finance, government; health care and social services; hospitality and food
service; human resources; law enforcement and legal; manufacturing; sales, marketing, and customer service;
skilled trades; technology; and science and engineering. The companion CD-ROM is packed with samples and
worksheets to help you brainstorm and create a successful cover letter. By following the step-by-step
instructions outlined in The Complete Guide to Writing Effective Resume Cover Letters you will ensure that
your letter will impress the recruiter and that you will be contacted for an interview. In the end you will create
a tool that will be of enormous importance to you in your job search. The companion CD-ROM is included with
the print version of this book; however is not available for download with the electronic version. It may be
obtained separately by contacting Atlantic Publishing Group at sales@atlantic-pub.com Atlantic Publishing is a
small, independent publishing company based in Ocala, Florida. Founded over twenty years ago in the
company presidentâe(tm)s garage, Atlantic Publishing has grown to become a renowned resource for nonfiction books. Today, over 450 titles are in print covering subjects such as small business, healthy living,
management, finance, careers, and real estate. Atlantic Publishing prides itself on producing award winning,
high-quality manuals that give readers up-to-date, pertinent information, real-world examples, and case
studies with expert advice. Every book has resources, contact information, and web sites of the products or
companies discussed.
This popular guide contains everything you need to create a stunningly effective cover letter. The first edition
of "Dynamic Cover Letters" helped over 100,000 job-hunters dress up their resumes and job applications with
the kind of spirited, informative letters that employers respond to. And respond they did -- with interviews, job
offers, and high praise. Now, this updated, expanded edition takes on the most vital issues in the professional
world today, such as job-hunting on the Internet, as well as the rock-solid basics that readers have come to
depend on.
'Ask A Manager is the book I wish I'd had in my desk drawer when I was starting out (or even, let's be honest,
fifteen years in).' - Sarah Knight, New York Times bestselling author of The Life-Changing Magic of Not Giving a
F*ck and Get Your Sh*t Together 'I am a HUGE fan of Alison Green's "Ask a Manager" column. I never miss it
and always want more. This book is even better.' - Robert Sutton, bestselling author of Good Boss, Bad Boss
and The No Asshole Rule What do you say when your new job is very different from what you agreed to? How
do you tell your boss that your workload is too heavy, or that you need more training? How do you deal with a
colleague whose loud speaker phone calls are driving you insane? And how do you repair your reputation after
getting drunk at the company holiday party? Ten years of writing a workplace advice column have taught
Green that people tend to avoid difficult conversations in the office because we simply don't know what to say.
But the stakes are just as high if we don't speak up, because problems that could be solved with a simple
conversation can fester if they aren't addressed. In this witty and practical guide, Green tackles 200 of those
delicate discussions that you need to have, but might not be sure how to begin - and arms you with the
wording to do it. Along the way, she shares some of the most outlandish and hilarious letters she's received
from readers over the years - from an employee who placed a black magic 'curse' on her coworkers to a boss
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who repeatedly stole an employee's lunch. You'll learn what to say when: *Your coworker keeps pushing her
work on you *Your new job is very different than what you agreed to *Your boss seems unhappy with your
work *You catch an employee in a lie *Colleagues keep making judgemental comments about your diet *Your
coworker's loud speaker phone calls are making you homicidal . . . and plenty more difficult or awkward
situations you might find yourself in!
Branded resumes that illuminate the candidate's unique value proposition and ROI are a must in today's quest
for the executive suite. Top Notch Executive Resumes not only explains how to integrate branding into careermarketing communication, but also how to craft resumes that address your fit with the organization's mission
and meet an employer's specific business needs. Hansen instructs high-level professionals in framing past
accomplishments so that the employer can visualize the executive's strategic vision and industry insights, as
well as what he or she can contribute. Highlights of the book include: A huge collection of resume samples in
cutting-edge formats, organized by profession for easy navigability. Examples of a wide variety of
complementary documents—including leadership profiles and executive bios—that top-level professionals
need to round out their executive portfolios. Special additional features, including the preferences and peeves
of hiring decision-makers, guidelines for working with recruiters, frequently asked questions, and case studies
detailing complete job-search marketing campaigns. Let Top Notch Executive Resumes get you into that
corner office!
A well-designed cover letter can prove to be a more powerful selling tool than a CV, showcasing your thinking
abilities, writing skills and personality traits in ways that an employer cannot detect from the more rigid CV
Your Cover Letter Is an Employer's First Impression of You. Too many job seekers make the critical error of
ignoring the importance of a well-written cover letter. If your cover letter is skimpy, sloppy, or boring, your
resume could go straight into the trash. Don't let this happen to you! Use simple, step-by-step techniques to
make your cover letter stand out from the competition. Create attractive and relevant cover letters for paper,
e-mail, and computerized scanning. Learn "The 10 Types of Cover Letters" and determine which will work best
for you. Transform your coyer letters from average to stunning.
"Robin Ryan is the hottest career expert in America today." --Susan Cowden, TV anchor, NW Cable News LAND
YOUR DREAM JOB WITH THE PERFECT COVER LETTER With the expert advice of Robin Ryan, one of America's
top careercoaches, thousands of job hunters have beaten the competition andlanded their ideal jobs. Her
innovative and simple step-by-stepplan incorporates the results of an extensive, nationwide survey ofhiring
managers and human resources personnel to offer proven,world-class job hunting techniques and strategies.
You'll create powerful, attention-grabbing letters, avoid costlymistakes, and learn to sell yourself and your
skills to theemployers you want to work for. With Ryan's popular and highlyeffective Power Impact
Technique(TM), you'll have employers huntingyou. This newly updated Second Edition features even more
WinningCover Letters, examples of what not to do, and new chapters onusing the Internet, marketing yourself,
and much more: * Fatal mistakes to avoid as viewed by human resourcesprofessionals who've seen it all *
World-class cover letters that landed interviews and jobs * Exercises to help you assess your skills
andaccomplishments * The writing technique selected by 96% of hiring managers as theirpreferred style * A
new, special section for top executives-including CEOs,presidents, and vice presidents * New advice for those
in the creative arts, new graduates,volunteers, and career changers * Tips on writing target letters to catch the
eye of the employersyou want to work for "This book is a major breakthrough,teaching you how to easily
writeeffective cover letters that employers will respond to." -Mark Tranter, founder, America4Hire "By far, this
is the best book ever written on writing coverletters." -Sandy Dehan, HR Manager, Fortune 500 company "My
dream job called after I mailed my first cover letter. I landedthe job and owe it all to Robin Ryan's effective
techniques." -Marianne Jones, client
Designed specifically for doctoral-level psychology graduate students, this volume will act as a personal
mentor with step-by-step instructions to land an internship placement. This resource is just one of several
services provided for students by the American Psychological Association of Graduate Students.
In a world focused on high tech networking, Darrell Gurney reveals how old-fashioned yet innovative high
touch wins hearts, minds, and opportunities for the savvy job seeker or career expansionist. Drawing on basic
principles of human psychology, Gurney shows readers how to open doors to influential players in their fields
of interest to gain top-of-mind awareness and top-drawer connectedness. Through 10 simple and easy-tofollow principles, Gurney teaches readers how to create powerful relationships with anyone, anywhere, for
lifetime career management. You'll learn how to: Devise compelling ways to meet influential people Determine
whom to talk to and where to go for connections Use the power of ego to gain another’s favor Stay awake to
opportunities at all times
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