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A WORD FROM THE EDITOR:
ABOUT THE REAL-RESUMES SERIES

Welcome to the Real-Resumes Series. The Real-Resumes Series is a series of books
which have been developed based on the experiences of real job hunters and which
target specialized fields or types of resumes. As the editor of the series, I have carefully
selected resumes and cover letters (with names and other key data disguised, of course)
which have been used successfully in real job hunts. That’'s what we mean by “Real-
Resumes.” What you see in this book are real resumes and cover letters which helped
real people get ahead in their careers.

The Real-Resumes Series is based on the work of the country’s oldest resume-preparation
company known as PREP Resumes. If you would like a free information packet
describing the company’s resume preparation services, call 910-483-6611 or write to
PREP at 1110° Hay Street, Fayetteville, NC 28305. If you have a job hunting experience
you would like to share with our staff at the Real-Resumes Series, please contact us at
preppub@aol.com or visit our website at http://www.prep-pub.com.

The resumes and cover letters in this book are designed to be of most value to people
already in sales or to people who want to be in a sales career. If we could give you one
word of advice about your career, here’s what we would say: Manage your career and
don’t stumble from job to job in an incoherent pattern. Try to find work that interests
you, and then identify prosperous industries which need work performed of the type
you want to do. Learn early in your working life that a great resume and cover letter
can blow doors open for you and help you maximize your salary.

vii

This book is dedicated to
the sales professionals who
are on the “front line” of
our economy. Without sales
professionals, no profit-
making company and few
organizations of any type
would exist because every
product and every service
needs to be sold. Thanks to
the sales professionals who
make it happen!
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As the editor of this book, I would like to give you some tips on how to make the best
use of the information you will find here. Because you are in sales or want to be in
sales, you already understand the concept of managing your career for maximum
enjoyment and self-fulfillment. The purpose of this book is to help you manage your
career and show you resumes and cover letters that will be essential career tools.

Overview of the Book

Every resume and cover letter in this book actually worked. And most of the resumes
and cover letters have common features: all are one-page, all are in the chronological
format, and all resumes are accompanied by a companion cover letter. The book is
divided into two parts. Part One provides some advice about job hunting. Step One
begins with a discussion of why employers prefer the one-page, chronological resume.
In Step Two you are introduced to the direct approach and to the proper format for a
cover letter. In Step Three you learn the 14 main reasons why job hunters are not
offered the jobs they want, and you learn the six key areas employers focus on when
they interview you. Step Four gives nuts-and-bolts advice on how to handle the
interview, send a follow-up letter after an interview, and negotiate your salary. At the
end of Part One, you’ll find advice about how to research and locate the companies and
organizations to which you want to send your resume.

Part Two of the book shows you resumes and cover letters that have worked for sales
professionals from all types of industries. You'll find the resumes and cover letters of
professionals involved in sales related to financial services, retail, bookselling, cosmetics,
credit card services, food products, furniture and home comfort products, industrial
products, insurance, medical and pharmaceutical products, mortgage services, nutrition
products, automotive parts, automobiles, personnel recruiting services, printing
products and services, property rentals, real estate, software products, telephone
services, television advertising, wholesale food and beverages, travel industry services,
and many more. You will see people seeking both inside sales and outside sales positions,
and you will see examples of people who want to manage sales in a store, area, territory,
district, and many other settings.

But before you proceed further, think about why you picked up this book.

e Are you dissatisfied with the type of work you are now doing?

¢ Would you like to change careers or change companies?

¢ Are you satisfied with your career field but not with your opportunities for advancement?

¢ Do you like the product or service you sell but desire a different compensation package?

¢ Do you enjoy sales but want to transfer your skills to a new product or service?

* Are you in sales seeking promotion to sales management?

¢ Has a competitor requested that you send a resume?

¢ Do executive recruiters call you frequently to ask for your resume?

¢ Are you aware of the importance of a great cover letter but unsure of how to write one?

* Are you preparing to launch a second career after early retirement?

e Have you been downsized, or do you anticipate becoming a victim of downsizing?

¢ Do you need expert advice on how to plan and implement a job campaign that will
open the maximum number of doors?

¢ Do you want to make sure you handle an interview to your maximum advantage?

* Would you like to master the techniques of negotiating salary and benefits?

¢ Do you want to learn the secrets and shortcuts of professional resume writers and
employment placement specialists?

Real-Resumes for Sales: Anne McKinney Career Series 1
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The “direct approach” is the
style of job hunting most
likely to yield the maximum
number of job interviews.

Using references in a skillful
fashion in your job hunt
will inspire confidence in

prospective employers and
help you “close the sale”
after interviews.

Using the Direct Approach

Even if you are not now in a job hunt or career change, you need to be aware that most
people end up having at least three distinctly different careers in their working
lifetimes, and often those careers are different from each other. Yet people usually
stumble through each job campaign, unsure of what they should be doing. Whether you
find yourself voluntarily or unexpectedly in a job hunt, the direct approach is the job
hunting strategy most likely to yield a full-time permanent job. The direct
approach is an active, take-the-initiative style of job hunting in which you choose
your next employer rather than relying on responding to ads, using employ-
ment agencies, or depending on other methods of finding jobs. You will learn how to
use the direct approach in this book, and you will see that an effective cover letter is a
critical ingredient in using the direct approach.

Lack of Experience In an Industry Not a Major Barrier to Entering New Field
“Lack of experience” is often the last reason people are not offered jobs, according to the
companies who do the hiring. If you are an experienced sales professional changing
industries so that you can apply your sales skills on a new service or product, you will be
glad to learn that even experienced professionals often are selling “potential” rather
than experience in a job hunt. Companies often seek proven sales performers and look
for personal qualities that they know tend to be present in their most effective
professionals, such as communication skills, initiative, persistence, organizational
and time management skills, and creativity. Frequently companies are trying to

. ” « ” «

discover “personality type,” “talent,” “ability,” “aptitude,” and “potential” rather than
seeking actual hands-on experience, so your resume should be designed to aggressively
present your sales accomplishments. Attitude, enthusiasm, personality, and a track
record of achievements in any type of sales are the primary “indicators of success”
which employers are seeking, and you will see numerous examples in this book of
resumes written in an all-purpose fashion so that the sales professional can approach

various industries and types of companies.

The Art of Using References in a Job Hunt

You probably already know that you need to provide references during a job hunt, but
you may not be sure of how and when to use references for maximum advantage. You
can use references very creatively during a job hunt to call attention to your strengths
and make yourself “stand out.” Your references will rarely get you a job, no matter
how impressive the names, but the way you use references can boost the employer’s
confidence in you and lead to a job offer in the least time. You should ask from three to
five people, including people who have supervised you, if you can use them as a
reference during your job hunt. You may not be able to ask your current boss since
your job hunt is probably confidential. A common question in resume preparation is:
“Do I need to put my references on my resume?”’ No, you don’t. And even if you create
a page of references at the same time that you prepare your resume, you don’t need to
mail your references page with the resume and cover letter. The potential employer is
not interested in your references until he meets and gets interested in you, so the
earliest you need to have references ready is at the first interview. An excellent
attention-getting technique is to take to the first interview not just a page of references
(giving names, addresses, and telephone numbers) but an actual letter of reference
written by someone who knows you well and who preferably has supervised or
employed you. A professional way to close the first interview is to thank the
interviewer, shake his or her hand, and then say you’d like to give him or her a copy of

2 Introduction



a letter of reference from a previous employer. Hopefully you already made a good
impression during the interview, but you’ll “close the sale” in a dynamic fashion if you
leave a letter praising you and your accomplishments. For that reason, it’s a good idea to
ask employers during your final weeks in a job if they will provide you with a written
letter of recommendation which you can use in future job hunts. Most employers will
oblige, and you will have a letter that has a useful “shelf life” of many years. Such a
letter often gives the prospective employer enough confidence in his opinion of you that
he may forego checking out other references and decide to offer you the job in the next
few days. Whom should you ask to serve as references? References should be people who
have known or supervised you in a professional, academic, or work situation. Most
employers know that your pastor will almost certainly be your ally, so avoid asking your
minister. References with big titles, like school superintendent or congressman, are
fine, but remind busy people when you get to the interview stage that they may be
contacted soon. Make sure the busy official recognizes your name and has instant
positive recall of you! If you’re asked to provide references on a formal company
application, you can simply transcribe names from your references list. In summary,
follow this rule in using references: If you've got them, flaunt them! If you've obtained
well-written letters of reference, make sure you find a polite way to push those
references under the nose of the interviewer so he or she can hear someone other than
you describing your strengths. Your references probably won’t ever get you a job,
but glowing letters of reference can give you credibility and visibility that can make you
stand out among candidates with similar credentials and potential!

In general, you will find that the approach taken by this book is to (1) help you master
the proven best techniques of conducting a job hunt and (2) show you how to stand out
in a job hunt through your resume, cover letter, interviewing skills, as well as the way
in which you present your references and follow up on interviews.

The best way to “get in the mood” for writing your own resume and cover letter is to select
samples from the Table of Contents that interest you and then read them. A great resume is
a “photograph,” usually on one page, of an individual, and you will meet some talented
people between the covers of this book. If you wish to seek professional advice in preparing
your resume, you may contact one of the professional writers at Professional Resume &
Employment Placement (PREP) for a brief free consultation by calling 1-910-483-6611.

Real-Resumes for Sales: Anne McKinney Career Series 3
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Part One:Some
Advice About Your
JobHunt

Figure out what interests
you and you will hold the
key to a successful job hunt
and working career. (And
be prepared for your
interests to change over
time!)

“Lack of exact
experience”

is the last reason people
are turned down for the
jobs for which they
apply.

STEP ONE: Planning Your Job Campaign and Assembling the Right Tools

What if you don’t know what you want to do?

Your job hunt will be more comfortable if you can figure out what type of sales you want
to do. But you are not alone if you have no idea what you want to do next! You may have
knowledge and skills in certain areas but want to get into another type of work. What
The Wall Street Journal has discovered in its research on careers is that most of us end
up having at least three distinctly different careers in our working lives; it seems that,
even if we really like a particular kind of activity, twenty years of doing it is enough for
most of us and we want to move on to something else!

That’s why at PREP we strongly believe that you need to spend some time figuring out
what interests you rather than taking an inventory of the skills you have. You may
have skills that you simply don’t want to use, but if you can build your career on the
things that interest you, you will be more likely to be happy and satisfied in your job.
Realize, too, that interests can change over time; the activities that interest you now
may not be the ones that interested you years ago. For example, some professionals
may decide that they’ve had enough of retail sales and want a job selling another
product or service, even though they have earned a reputation for being an
excellent retail manager. We strongly believe that interests rather than skills should
be the determining factor in deciding what types of jobs you want to apply for and what
directions you explore in your job hunt. Obviously one cannot be a lawyer without a
law degree or a secretary without secretarial skills; but a professional can embark on
a next career as a financial consultant, property manager, plant manager, production
supervisor, retail manager, or other occupation if he/she has a strong interest in
that type of work and can provide a resume that clearly demonstrates past excellent
performance in any field and potential to excel in another field. As you will see later in
this book, “lack of exact experience” is the last reason why people are turned down for
the jobs they apply for.

How can you have a resume prepared if you don’t know what you want to do?
You may be wondering how you can have a resume prepared if you don’t know what you
want to do next. The approach to resume writing which PREP has used successfully for
many years is to develop an “all-purpose” resume that translates your skills, experience,
and accomplishments into language employers can understand. What most people need
in a job hunt is a versatile resume that will allow them to apply for numerous types of
jobs. For example, you may want to apply for a job in pharmaceutical sales but you may
also want to have a resume that will be versatile enough for you to apply for jobs in the
construction, financial services, or automotive industries.

Based on 20 years of serving job hunters, we at PREP have found that an all-
purpose resume and specific cover letters tailored to specific fields is often
your best approach to job hunting rather than trying to create different resumes for
different occupational areas. Usually, you will not even need more than one “all-
purpose” cover letter, although the cover letter rather than the resume is the place
to communicate your interest in a narrow or specific field. An all-purpose resume and
cover letter that translate your experience and accomplishments into plain English are
the tools that will maximize the number of doors which open for you while permitting
you to “fish” in the widest range of job areas.

4 Part One: Some Advice About Your Job Hunt



Your resume will provide the script for your job interview.

When you get down to it, your resume has a simple job to do: Its purpose is to blow as
many doors open as possible and to make as many people as possible want to meet you.
So a well-written resume that really “sells” you is a key that will create opportunities
for you in a job hunt.

This statistic explains why: The typical newspaper advertisement for a job opening
receives more than 245 replies. And normally only 10 or 12 will be invited to an interview.

But here’s another purpose of the resume: it provides the “script” the employer uses
when he interviews you. If your resume has been written in such a way that your
strengths and achievements are revealed, that’s what you'll end up talking about at
the job interview. Since the resume will govern what you get asked about at your
interviews, you can’t overestimate the importance of making sure your resume makes
you look and sound as good as you are.

So what is a “good” resume?

Very literally, your resume should motivate the person reading it to dial the phone
number you have put on the resume. (If you are relocating, that’s one reason you should
think about putting a local phone contact number on your resume, if possible, when
your contact address is several states away; employers are much more likely to dial a
local telephone number than a long-distance number when they’re looking for potential
employees.)

If you have a resume already, look at it objectively. Is it a limp, colorless “laundry list”
of your job titles and duties? Or does it “paint a picture” of your skills, abilities, and
accomplishments in a way that would make someone want to meet you? Can people
understand what you're saying?

How long should your resume be?

One page, maybe two. Usually only people in the academic community have a resume
(which they usually call a curriculum vitae) longer than one or two pages. Remember
that your resume is almost always accompanied by a cover letter, and a potential
employer does not want to read more than two or three pages about a total stranger in
order to decide if he wants to meet that person! Besides, don’t forget that the more you
tell someone about yourself, the more opportunity you are providing for the employer to
screen you out at the “first-cut” stage. A resume should be concise and exciting and
designed to make the reader want to meet you in person!

Should resumes be functional or chronological?

Employers almost always prefer a chronological resume; in other words, an employer
will find a resume easier to read if it is immediately apparent what your current or most
recent job is, what you did before that, and so forth, in reverse chronological order. A
resume that goes back in detail for the last ten years of employment will generally
satisfy the employer’s curiosity about your background. Employment more than ten
years old can be shown even more briefly in an “Other Experience” section at the end of
your “Experience” section. Remember that your intention is not to tell everything you've
done but to “hit the high points” and especially hit the employer with what you learned,
contributed, or accomplished in each job you describe.

Your resume is the
“script” for your job
interviews. Make sure you
put on your resume what
you want to talk about or
be asked about at the job
interview.

The one-page resume

in chronological format is
the format preferred by
most employers.
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Never mail or fax your
resume without a cover
letter.

What if the ad asks for your
“salary requirements?”

STEP TWO: Using Your Resume and Cover Letter

Once you get your resume, what do you do with it?

You will be using your resume to answer ads, as a tool to use in talking with friends
and relatives about your job search, and, most importantly, in using the “direct
approach” described in this book.

When you mail your resume, always send a “cover letter.”

A “cover letter,” sometimes called a “resume letter” or “letter of interest,” is a letter that
accompanies and introduces your resume. Your cover letter is a way of personalizing
the resume by sending it to the specific person you think you might want to work for
at each company. Your cover letter should contain a few highlights from your resume—
just enough to make someone want to meet you. Cover letters should always be typed or
word processed on a computer—never handwritten.

1. Learn the art of answering ads.
There is an “art,” part of which can be learned, in using your “bestselling” resume to
reply to advertisements.

Sometimes an exciting job lurks behind a boring ad that someone dictated in a hurry, so
reply to any ad that interests you. Don’t worry that you aren’t “25 years old with an
MBA” like the ad asks for. Employers will always make compromises in their
requirements if they think you’re the “best fit” overall.

What about ads that ask for “salary requirements?”

What if the ad you're answering asks for “salary requirements?” The first rule is to
avoid committing yourself in writing at that point to a specific salary. You don’t
want to “lock yourself in.”

There are two ways to handle the ad that asks for “salary requirements.”

First, you can ignore that part of the ad and accompany your resume with a cover
letter that focuses on “selling” you, your abilities, and even some of your philosophies
about work or your field. You may include a sentence in your cover letter like
this: “I can provide excellent personal and professional references at your request,
and I would be delighted to share the private details of my salary history with you

in person.”

Second, if you feel you must give some kind of number, just state a range in your
cover letter that includes your medical, dental, other benefits, and expected bo-
nuses. You might state, for example, “my current compensation, including benefits
and bonuses, is in the range of $30,000-$40,000.”

Analyze the ad and “tailor” yourself to it.

When you’re replying to ads, a finely-tailored cover letter is an important tool in
getting your resume noticed and read. On the next page is a cover letter which
has been “tailored to fit” a specific ad. Notice the “art” used by PREP writers of
analyzing the ad’s main requirements and then writing the letter so that the
person’s background, work habits, and interests seem “tailor-made” to the
company’s needs. Use this cover letter as a model when you prepare your own
reply to ads.
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Date

Mr. Arthur Wise

Chamber of Commerce of the U.S.
9439 Goshen Lane

Dallas, TX 22105

Dear Mr. Wise:

I would appreciate an opportunity to show you in person, soon, that I am the
energetic, dynamic salesperson you are looking for as a Membership Sales
Representative of the Chamber of Commerce.

Here are just three reasons why I believe I am the effective young
professional you seek:

e I myselfam “sold” on the Chamber of Commerce and have long been an admirer
of its goal of forming a cohesive business organization to promote the well-being of
communities and promote business vigor. As someone better known than I put it
long ago, “the business of America is business.” I wholeheartedly believe that the
Chamber’s efforts to unite, solidify, and mobilize American business can be an
important key in unlocking the international competitiveness and domestic
vitality of our economy. I am eager to contribute to that effort.

e [ am a proven salesperson with a demonstrated ability to “prospect” and produce
sales. In my current job as a sales representative, I contact more than 150 business
professionals per week and won my company’s annual award for outstanding sales
performance.

e [ enjoy traveling and am eager to assist in the growth of Texas and vicinity. I am
fortunate to have the natural energy, industry, and enthusiasm required to put in

the long hours necessary for effective sales performance.

You will find me, I am certain, a friendly, good-natured person whom you would

> &

be proud to call part of the Chamber’s “team.”

I hope you will call or write me soon to suggest a convenient time when we might
meet to discuss your needs further and how I might serve them.

Yours sincerely,

Your Name
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The “direct approach” is a
strategy in which you
choose your next employer.

2. Talk to friends and relatives.

Don’t be shy about telling your friends and relatives the kind of job you're looking for.
Looking for the job you want involves using your network of contacts, so tell people
what you're looking for. They may be able to make introductions and help set up
interviews.

About 25% of all interviews are set up through “who you know,” so don’t ignore this
approach.

3. Finally, and most importantly, use the “direct approach.”

More than 50% of all job interviews are set up by the “direct approach.” That means
you actually send a resume and a cover letter to a company you think might be
interested in employing your skills.

To whom do you write?

In general, you should write directly to the exact name of the person who would be
hiring you: say, the vice-president of marketing or data processing. If you're in doubt
about to whom to address the letter, address it to the president by name and he or she
will make sure it gets forwarded to the right person within the company who has hiring
authority in your area.

How do you find the names of potential employers?

You’re not alone if you feel that the biggest problem in your job search is finding the
right names at the companies you want to contact. But you can usually figure out the
names of companies you want to approach by deciding first if your job hunt is
primarily geography-driven or industry-driven.

In a geography-driven job hunt, you could select a list of, say, 50 companies you want to
contact by location from the lists that the U.S. Chambers of Commerce publish
yearly of their “major area employers.” There are hundreds of local Chambers of
Commerce across America, and most of them will have an 800 number which you can
find through 1-800-555-1212. If you and your family think Atlanta, Dallas, Ft.
Lauderdale, and Virginia Beach might be nice places to live, for example, you could
contact the Chamber of Commerce in those cities and ask how you can obtain a copy of
their list of major employers. Your nearest library will have the book which lists the
addresses of all chambers.

In an industry-driven job hunt, and if you are willing to relocate, you will be identifying
the companies which you find most attractive in the industry in which you want to
work. When you select a list of companies to contact by industry, you can find the
right person to write and the address of firms by industrial category in Standard and
Poor’s, Moody’s, and other excellent books in public libraries. Many web sites also
provide contact information.

Many people feel it’s a good investment to actually call the company to either find out or
double-check the name of the person to whom they want to send a resume and cover
letter. It’s important to do as much as you feasibly can to assure that the letter gets to
the right person in the company.

At the end of Part One, you will find some advice about how to conduct library
research and how to locate organizations to which you could send your resume.
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What’s the correct way to follow up on a resume you send?

There is a polite way to be aggressively interested in a company during your job hunt.
It is ideal to end the cover letter accompanying your resume by saying “I hope you’ll
welcome my call next week when I try to arrange a brief meeting at your convenience
to discuss your current and future needs and how I might serve them.” Keep it low
key, and just ask for a “brief meeting,” not an interview. Employers want people who
show a determined interest in working with them, so don’t be shy about following up
on the resume and cover letter you've mailed.

STEP THREE: Preparing for Interviews

A resume and cover letter by themselves can’t get you the job you want. You need to
“prep” yourself before the interview. Step Three in your job campaign is “Preparing for
Interviews.” First, let’s look at interviewing from the company’s point of view.

What are the biggest “turnoffs” for companies?

One of the ways to help yourself perform well at an interview is to look at the main
reasons why companies dont hire the people they interview, according to companies
that do the interviewing.

Notice that “lack of appropriate background” (or lack of experience) is the last reason
for not being offered the job.

The 14 Most Common Reasons Job Hunters Are Not Offered Jobs (according to the
companies who do the interviewing and hiring):

Low level of accomplishment

Poor attitude, lack of self-confidence

Lack of goals/objectives

Lack of enthusiasm

Lack of interest in the company’s business
Inability to sell or express yourself
Unrealistic salary demands

Poor appearance

© XN o W

Lack of maturity, no leadership potential

—
o

. Lack of extracurricular activities

—
—

. Lack of preparation for the interview, no knowledge about company

=
»

Objecting to travel

H
w

Excessive interest in security and benefits

=
>

Inappropriate background

Department of Labor studies since the 1950s have proven that smart, “prepared” job
hunters can increase their beginning salary while getting a job in half the time it
normally takes. (4° months is the average national length of a job search.) Here, from
PREP, are some questions that can prepare you to find a job faster.

Are you in the “right” frame of mind?

It seems unfair that we have to look for a job just when we’re lowest in morale. Don’t
worry too much if you're nervous before interviews (Johnny Carson said he usually was,
too!). You're supposed to be a little nervous, especially if the job means a lot to you. But
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Research the company
before you go to
interviews.

Anticipate the questions
you will be asked at the
interview, and prepare
your responses in
advance.

the best way to kill unnecessary fears about job hunting is through 1) making
sure you have a great resume and 2) preparing yourself for the interview. Here are
three main areas you need to think about before each interview.

Do you know what the company does?
Don’t walk into an interview giving the impression that, “If this is Tuesday, this must
be General Motors.”

Find out before the interview what the company’s main product or service is. Where is
the company heading? Is it in a “growth” or declining industry? (Answers to these ques-
tions may influence whether or not you want to work there!)

Information about what the company does is in annual reports as well as newspaper
and magazine articles. Just visit your nearest library and ask the reference librarian to
guide you to materials on the company. Internet searches may also yield valuable infor-
mation. At the end of Part One you will find many suggestions about how to research
companies.

Do you know what you want to do for the company?

Before the interview, try to decide how you see yourself fitting into the company. Re-
member, “lack of exact background” the company wants is usually the last reason
people are not offered jobs.

Understand before you go to each interview that the burden will be on you to “sell” the
interviewer on why you're the best person for the job and the company.

How will you answer the critical interview questions?
Put yourself in the interviewer’s position and think about the questions you're most
likely to be asked. Here are some of the most commonly asked interview questions:

Q: “What are your greatest strengths?”

A: Don’t say you've never thought about it! Go into an interview knowing the three
main impressions you want to leave about yourself, such as “I’'m hard-working, loyal,
and an imaginative cost-cutter.”

Q: “What are your greatest weaknesses?”

A: Don’t confess that you're lazy or have trouble meeting deadlines! Confessing that
you tend to be a “workaholic” or “tend to be a perfectionist and sometimes get
frustrated when others don’t share my high standards” will make your prospective
employer see a “weakness” that he likes. Name a weakness that your interviewer
will perceive as a strength.

Q: “What are your long-range goals?”

A: If you're interviewing with Microsoft, don’t say you want to work for IBM in five
years! Say your long-range goal is to be with the company, contributing to its goals
and success.

Q: “What motivates you to do your best work?”

A: Don’t get dollar signs in your eyes here! “A challenge” is not a bad answer, but it’s
a little cliched. Saying something like “troubleshooting” or “solving a tough
problem” is more interesting and specific. Give an example if you can.
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Q: “What do you know about this company?”

A: Don’t say you never heard of it until they asked you to the interview! Name an
interesting, positive thing you learned about the company recently from your
research. Remember, company executives can sometimes feel rather “maternal” about
the company they serve. Don’t get onto a negative area of the company if you can
think of positive facts you can bring up. Of course, if you learned in your research
that the company’s sales seem to be taking a nose-dive, or that the company
president is being prosecuted for taking bribes, you might politely ask your
interviewer to tell you something that could help you better understand what you’ve
been reading. Those are the kinds of company facts that can help you determine
whether you want to work there or not.

Q: “Why should I hire you?”

A: “I'm unemployed and available” is the wrong answer here! Get back to your strengths
and say that you believe the organization could benefit by a loyal, hard-working
cost-cutter like yourself.

In conclusion, you should decide in advance, before you go to the interview, how you will
answer each of these commonly asked questions.

Have some practice interviews with a friend to role-play and build your confidence.

STEP FOUR: Handling the Interview and Negotiating Salary

Now you’re ready for Step Four: actually handling the interview successfully and
effectively. Remember, the purpose of an interview is to get a job offer.

Eight “do’s” for the interview
According to leading U.S. companies, there are eight key areas in interviewing
success. You can fail at an interview if you mishandle just one area.

1. DO Wear Appropriate Clothes.
You can never go wrong by wearing a suit to an interview.

2. DO Be Well Groomed.
Don’t overlook the obvious things like having clean hair, clothes, and fingernails for
the interview.

3. DO Give a Firm Handshake.
You’'ll have to shake hands twice in most interviews: first, before you sit down, and
second, when you leave the interview. Limp handshakes turn most people off.

4. DO Smile and Show a Sense of Humor.
Interviewers are looking for people who would be nice to work with, so don’t be so
somber that you don’t smile. In fact, research shows that people who smile at
interviews are perceived as more intelligent. So, smile!

5. DO Be Enthusiastic.
Employers tell PREP they are “turned off” by lifeless, unenthusiastic job hunters
who show no special interest in that company. The best way to show some
enthusiasm for the employer’s operation is to find out about the business beforehand.

Go to an interview
prepared to tell the
company why it
should hire you.

A smile at an interview
makes the employer
perceive you as
intelligent!
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Employers are seeking
people with good
attitudes whom they can
train and coach to do
things their way.

Don't appear excessively
interested in salary and
benefits at the interview.

6. DO Show You Are Flexible and Adaptable.
An employer is looking for someone who can contribute to his organization in a
flexible, adaptable way. No matter what skills and training you have, employers
know every new employee must go through initiation and training on the company’s
turf. Certainly show pride in your past accomplishments in a specific, factual way (“I
saved my last employer $50 a week by a new cost-cutting measure I developed”). But
don’t come across as though there’s nothing about the job you couldn’t easily handle.

7. DO Ask Intelligent Questions about the Employer’s Business.
An employer is hiring someone because of certain business needs. Show interest in
those needs. Asking questions to get a better idea of the employer’s needs will help
you “stand out” from other candidates interviewing for the job.

8. DO “Take Charge” when the Interviewer “Falls Down” on the Job.
Go into every interview knowing the three or four points about yourself you want the
interviewer to remember. And be prepared to take an active part in leading the
discussion if the interviewer’s “canned approach” does not permit you to display your
“strong suit.” You can’t always depend on the interviewer’s asking you the “right”

questions so you can stress your strengths and accomplishments.

An important “don’t”
Don’t ask questions about salary or benefits at the first interview.

Employers don’t take warmly to people who look at their organization as just a place to
satisfy salary and benefit needs. Don’t risk making a negative impression by
appearing greedy or self-serving.

The place to discuss salary and benefits is normally at the second interview, and the
employer will bring it up. Then you can ask any questions you like without appearing
excessively interested in what the organization can do for you.

“Sell yourself” before talking salary
Make sure you've “sold” yourself before talking salary. First show you’re the “best fit” for
the employer and then you’ll be in a stronger position from which to negotiate salary.

Interviewers sometimes throw out a salary figure at the first interview to see if you'll
accept it. Don’t commit yourself. You may be able to negotiate a better deal later on. Get
back to finding out more about the job. This lets the interviewer know you're interested
primarily in the job and not the salary.

Now...negotiating your salary
You must avoid stating a “salary requirement” in your initial cover letter, and you must
avoid even appearing interested in salary before you are offered the job.

Never bring up the subject of salary yourself. Employers say there’s no way you can
avoid looking greedy if you bring up the issue of salary and benefits before the

company has identified you as its “best fit.”

When the company brings up salary, it may say something like this: “Well, Mary, we
think you’d make a good candidate for this job. What kind of salary are we talking about?”
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Never name a number here, either. Give the ball back to the interviewer. Act as though
you hadn’t given the subject of salary much thought and respond something like this:
“Ah, Mr. Jones, salary. . .well, I wonder if you’d be kind enough to tell me what salary
you had in mind when you advertised the job?” Or ... “What is the range you have in
mind?”

Don’t worry, if the interviewer names a figure that you think is too low, you can say so
without turning down the job or locking yourself into a rigid position. The point here is
to negotiate for yourself as well as you can. You might reply to a number named by the
interviewer that you think is low by saying something like this: “Well, Mr. Lee, the job
interests me very much, and I think I’d certainly enjoy working with you. But, frankly,
I was thinking of something a little higher than that.” That leaves the ball in your
interviewer’s court again, and you haven’t turned down the job, either, in case it turns
out that the interviewer can’t increase the offer and you still want the job.

Last, send a follow-up letter
Finally, send a letter right after the interview telling your interviewer you enjoyed the
meeting and are certain (if you are) you are the “best fit” for the job.

Again, employers have a certain maternal attitude toward their companies, and they
are looking for people who want to work for that company in particular.

The follow-up letter you send might be just the deciding factor in your favor if the
employer is trying to choose between you and someone else.

A sample follow-up letter prepared for you by PREP is shown at the end of this section.
Be sure to modify it according to your particular skills and interview situation.

And, finally, from all of us at PREP, best wishes in your job hunt and in all your future
career endeavors. We hope we may have the pleasure of serving you as a customer
in the future should you find yourself in a job hunt or in a career transition.

Company Information Available at Libraries

Figuring out the names of the organizations to which you want to mail your resume is
part of any highly successful job campaign. Don’t depend on just answering ads, waiting
for the ideal job to appear in a newspaper or magazine. Aggressively seek out a job in
the companies you want to work for. Here is some information which you can use in
researching the names of organizations for which you might be interested in working.

Most libraries have a variety of information available on various organizations throughout
the U.S. and worldwide. Most of these materials are only available for use in the reference
room of the library, but some limited items may be checked out. Listed below are some of
the major sources to look for, but be sure and check at the information desk to see if there
are any books available on the specific types of companies you wish to investigate.

The Worldwide Chamber of Commerce Directory

Most chambers of commerce annually produce a “list of major employers” for their
market area (or city). Usually the list includes the name, address, and telephone
number of the employer along with information about the number of people employed,

Salary negotiation can be
tricky.

A follow-up letter can help
the employer choose
between you and another
qualified candidate.
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kinds of products and services produced, and a person to contact about employment.
You can obtain the “list of major employers” in the city where you want to work by
writing to that chamber. There is usually a small charge.

The Worldwide Chamber of Commerce Directory is an alphabetical listing of
American and foreign chambers of commerce. It includes:

All U.S. Chambers of Commerce (with addresses and phone numbers)

American Chambers of Commerce abroad

Canadian Chambers of Commerce

Foreign Chambers of Commerce in principal cities worldwide

Foreign Embassies and Consulates in the U.S.

U.S. Consulates and Embassies throughout the world

Standard and Poor’s Register of Corporations, Directors, and Executives
Standard and Poor’s produce three volumes annually with information concerning over
77,000 American corporations. They are:

Volume I—Corporations. Here is an alphabetical listing of a variety of information for
each of over 77,000 companies, including:

¢ name of company, address, telephone number

e names, titles, and functions of several key officers

* name of accounting firm, primary bank, and law firm

¢ stock exchange, description of products or services

¢ annual sales, number of employees

¢ division names and functions, subsidiary listings

Volume 2—Directors and Executives. This volume lists alphabetically over 70,000
officers, directors, partners, etc. by name. Information on each executive includes:

¢ principal business affiliation

¢ business address, residence address, year of birth

¢ college and year of graduation, fraternal affiliation

Volume 3—Index.

Moody’s Manuals
Moody’s Manuals provide information about companies traded on the New York and
American Stock Exchanges and over the counter. They include:

Moody’s Industrial Manual

Here, Moody’s discusses detailed information on companies traded on the New York,
American, and regional stock exchanges. The companies are listed alphabetically. Basic
information about company addresses, phone numbers, and the names of key officers is
available for each company listed. In addition, detailed information about the financial and
operating data for each company is available. There are three levels of detail provided:

Complete Coverage. Companies in this section have the following information:

¢ financial information for the past 7 years (income accounts, balance sheets, financial
and operating data).

e detailed description of the company’s business including a complete list of
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subsidiaries and office and property sites.

e capital structure information, which includes details on capital stock and long-term
debt, with bond and preferred stock ratings and 2 years of stock and bond price
ranges.

e extensive presentation of the company’s last annual report.

Full Measure Coverage. Information on companies in this section includes:

e financial information for the past 7 years (income accounts, balance sheets,
financial and operating data).

e detailed description of company’s business, with a complete list of subsidiaries and
plant and property locations.

e capital structure information, with details on capital stock and long term debt, with
bond and preferred stock ratings and 2 years of stock and bond price changes.

Comprehensive Coverage. Information on companies in this section includes:

e 5 years of financial information on income accounts, balance sheets, and financial
and operating ratios.

e detailed description of company’s business, including subsidiaries.

* concise capital structure information, including capital stock and long term debts,
bond and preferred stock ratings.

Moody’s OTC Manual

Here is information on U.S. firms which are unlisted on national and regional stock
exchanges. There are three levels of coverage: complete, full measure, and
comprehensive (same as described above). Other Moody’s manuals include: Moody’s
Public Utility Manual, Moody’s Municipal and Government Manual, and Moody’s
Bank and Finance Manual.

Dun’s Million Dollar Directory

Three separate listings (alphabetical, geographic, and by-products) of over 120,000
U.S. firms. There are three volumes:

Volume 1—The 45,000 largest companies, net worth over $500,000

Volume 2—The 37,000 next largest companies

Volume 3—The 37,000 next largest companies

U.S. industrial directories

Ask your librarian to guide you to your library’s collection of industrial directories.
Almost every state produces a manufacturing directory, for example, and many
libraries maintain complete collections of these directories. You may find information
on products and the addresses and telephone numbers of industrial companies.

Thomas' Register of Manufacturers

16 volumes of information about manufacturing companies.

Volumes 1-8—Alphabetical listing by product.

Volumes 9-10—Alphabetical listing of manufacturing company names, addresses,
telephone numbers, and local offices.

Volumes 11-16—Alphabetical company catalog information.
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Information About Foreign Companies

If you’d like your next job to be overseas or with an international company, you can find
much helpful information in the library. You approach these companies in the same
way as you would approach U.S.-based companies.

Directory of Foreign Manufacturers in the U.S.

Alphabetical listing of U.S. manufacturing companies which are owned and operated by
parent foreign firms. The information provided includes the name and address of the U.S.
firm, the name and address of the foreign parent firm, and the products produced.

Directory of American Firms Operating in Foreign Countries
Alphabetical listing of the names, addresses, chief officers, products, and country
operated in of U.S. firms abroad.

International Firms Directory
This lists foreign corporations.

Hoover's Handbook of World Business
This lists corporations in Asia and Europe.

Principal International Businesses
This is a comprehensive directory of international businesses.

Information Available From The Internet

Information about companies is also available through the Internet. You can use all the
search engines to help you in your search for company information and company website
addresses.
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Date

Exact Name of Person

Title or Position

Name of Company

Address (number and street)
Address (city, state, and zip)

Dear Exact Name:

I am writing to express my appreciation for the time you spent with me on
December 9, and I want to let you know that I am sincerely interested in the Sales
Manager position which we discussed.

I feel confident that I could skillfully manage your 12-person work force, and I
would cheerfully travel as your needs require. I want you to know, too, that I would not
consider relocating to Salt Lake City to be a hardship! It is certainly one of the most
beautiful areas I have ever seen.

As you described to me what you are looking for in a sales manager, I had a sense
of “déja vu” because my current company was in a similar position when I went to work
there. They needed someone to come in and “turn around” a demoralized sales force
and restore profitability to the district. I have played a key role in the growth and
profitability of the district, and both my district colleagues and the sales associates
whom I manage have come to depend on my leadership and resourcefulness. I have
transformed a “secondary market” which was unattractive to most sales associates
into a vital and profitable region which is now appealing as a sales environment to
some of the most talented sales professionals. As a sales manager, I have come to
believe that a key to success is attracting ambitious, quality individuals.

Although I have spent much of my career in the copier industry, I am confident
that my sales abilities and “natural” sales personality would transfer effectively to
the computer field. I am skilled at developing effective working relationships with
fellow workers and customers, and I truly enjoy the challenge of playing a key role in
solving my customers’ business problems. I like your company’s motto that you “provide
business solutions” and I want to be a part of your team.

Although I have become an award-winning sales professional and feel I have much
to offer, I am humbly aware of how much I have to learn in a new industry. It would
be a pleasure to work for a company on the fast track, and I feel I could contribute
significantly to your profitability. I would welcome being trained to do things your
way, and I can assure you that I would, on my own initiative, seek out opportunities
to become a top sales producer as well as an effective sales manager and motivator.
I will look forward to hearing from you soon, and thanks again for your time.

Yours sincerely,

Jacob Evangelisto
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style and tone of
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PARTTWO
REAL-RESUMES
FORSALES

In this section, you will find resumes and cover letters of sales professionals. How does
a sales professional differ from other types of job hunters? Sales professionals are the
true backbone of any company. A company can have a great product, or an organiza-
tion can have a great service, but if there aren’t people who are effective at selling the
product or service, the organization will not last long or be successful.

The resumes of sales people must really “sell!”

This is not just a slogan in a book. One of the main motivating beliefs behind this book
is that the resumes and cover letters of sales professionals must be “a cut above” the
resumes and cover letters of ordinary job hunters. If a sales professional can’t generate
excitement in his resume and cover letter, how good is he or she?

How to use this book...

By deliberate design, this book has been developed as a manageable size so that its
owner will have time to look over all of the resumes and cover letters. Visit the Table of
Contents and you will find the resumes and cover letters shown in alphabetical order by
type of industry or service. But regardless of what you are selling now or want to sell,
you can learn something from any resume in this book.

e Even if you are not in the furniture industry, Ken Soifer’s resume on page 95 will
show you an example of a resume and cover letter of someone in career transition.
And George Louik’s resume and cover letter on page 165 show a sales professional
in technical industrial sales transitioning from the textile industry.

¢« Want to see an example of a sales representative seeking a sales management job?
See Ellie Hatherly’s resume on page 157.

¢ Wonder how to write a cover letter if you are relocating to a new area? There are
numerous examples of cover letters which will show you what to say and how to say
it, including Sun L. Kagawa’s resume and cover letter on page 153.

e If you are wondering what a cover letter and resume would look like for someone
trying to transition to outside sales in a new industry, see the resume and cover
letter of Robert W. Doyle on pages 166 and 167.

* Areyou trying to respond to an ad for a specific job? Frances Rothstein’s resume and
cover letter on page 174 and 175 will be helpful to you.

e If you are a hard-working sales professional with limited time to put into a job
hunt, you may wonder what an “all-purpose” resume and cover letter would look
like. Several examples in the book, especially those on pages 26-33, illustrate all-
purpose presentations which could be used for a variety of industries.

Learn from other sales professionals...

In conclusion, what we are saying is this: keep this book and use it throughout your
sales career. You have probably gotten to your current level of success by learning from
others, and that is true of this book, too. Inside these exciting pages, you will see the
stories and the careers of other sales professionals. You can learn something from every
resume and cover letter in this book. And we sincerely hope you do.

Sales professionals often
have an advantage over
other types of professionals
when they come to prepare
their resume and cover
letter. Usually sales
professionals can express
their accomplishments in
numbers, percentages, and
dollar amounts which will
show off their ability to
boost profit, sales, market
share, and so forth.
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Account Sales

In a gracious way, this
professional is announcing
his desire to become a part
of an organization which
will use him in sales or
sales management roles.
Here’s a tip about
employers: they like people
who know what they want
to do, because if you are in
a job doing what you want
to do, you are more likely
to excel — and make
money for the company.

Date

Exact Name of Person
Exact Title

Exact Name of Company
Address

City, State, Zip

Dear Exact Name of Person (or Dear Sir or Madam if answering a blind ad):

With the enclosed resume, I would like to make you aware of my desire to seek
employment with your organization and to contribute to your success through my strong
sales skills.

As you will see from my resume, I am currently servicing 75 accounts and
prospecting for new ones for a company which provides direct mail services.

In my prior work experience, I excelled in a track record of accomplishment as a
military professional working for the famed “Special Operations Command,” which is
headquartered at the nation’s largest U.S. military base. I was entrusted with a Top
Secret security clearance, and I was handpicked for jobs which required an outstanding
communicator who could “sell” ideas and concepts. In one position, I worked as the
“right arm” for a three-star general and I was constantly involved in coordinating with
the media and high-ranking VIPs including the Secretary of State and the Vice
President of the U.S.

In another job, I managed three people while managing a budget of up to $1
million used for engineering projects. I was authorized to purchase up to $5,000 on a
government credit card without approval.

My computer skills are very strong, and I have prepared numerous slide show
presentations using PowerPoint. I am proficient in utilizing Microsoft Office, Excel,
PowerPoint, Windows 95, WordPerfect, Lotus, and Word, and I offer a proven ability to
rapidly master any type of software application.

If you can use a disciplined hard worker with a proven ability to contribute to the
bottom line while satisfying customers and assuring the delivery of quality services, 1
hope you will contact me to suggest a time when we might meet to discuss your needs.

Thank you in advance for your time.

Sincerely,

Wes T. Sevier
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WES T. SEVIER
1110° Hay Street, Fayetteville, NC 28305 * preppub@aol.com -+ (910) 483-6611

OBJECTIVE

EDUCATION

COMPUTERS

EXPERIENCE

PERSONAL

To benefit an organization that can use an articulate professional with exceptional communi-
cation and organizational skills who offers strong computer proficiency and a track record of

excellence in executive-level liaison, operations management, and administration.

College: Completed nearly two years of college course work towards a Bachelor of Sci-
ence in Business Administration, Washington State University, Seattle, WA; will com-
plete my degree in my spare time in the evenings while working full-time.

Professional Development: As a military professional, completed extensive technical and
management training including the Mid-Level Manager’s Course, Primary Leadership De-
velopment Course, and the Administrative Specialist Course.

Proficient with many of the most popular computer operating systems and software, includ-
ing Windows 95 & 98; Microsoft Office, including Word, Excel, Access, and PowerPoint; Lo-
tus 1-2-3; and Harvard Graphics, among others.

SALES MANAGER. Mountain Money Mailer, Olympia, WA (1998-present). Service 75 ex-

isting accounts and prospect for new business; promote sales of advertising space in the

direct mail “Money Mailer” marketing tool on behalf of a local radio station.

¢ Develop a strong rapport with clients from diverse backgrounds, calling on local busi-
nesses to encourage them to place advertising or coupons in the “Money Mailer.”

¢ Am an Ambassador for the city’s Chamber of Commerce and am extensively involved in
public relations and business liaison.

While serving with the U.S. Army, was promoted ahead of my peers and individu-
ally selected for highly sensitive positions of responsibility:

1997-1998: SUPERVISOR. Ft. Lewis, WA. Supervised and trained up to 60 employees while
overseeing all operational aspects of the Special Operations Command mail room; held ac-
countable for three vehicles and numerous pieces of mail handling equipment.

1994-1996: OFFICE MANAGER. Ft. Lewis, WA. Managed the engineering office for Spe-

cial Operations Command, monitoring budgetary compliance, inventory control, and records

keeping as well as reviewing all correspondence and personnel actions.

e Effectively managed an annual budget of up to $1 million dollars for engineering projects,
verifying engineering requirements for pending work orders.

e Supervised three personnel; maintained records and prepared reports accurately and
under deadlines.

1992-1994: GENERAL’S AIDE & EXECUTIVE ASSISTANT. Ft. Lewis, WA. Was hand-

picked for this high-visibility job as the “right arm” to a 3-star general; was selected because

of my outstanding previous work performance as well as my reputation for impeccable man-

ners and poise when dealing with others.

e Assisted the General and his staff on all matters pertaining to protocol, diplomacy, and
customs; coordinated hotel and travel arrangements for worldwide itineraries.

» Assisted in developing itineraries for all VIPs to the headquarters; constantly interacted
with the media and VIPs, including the Vice President of the U.S., the Secretary of
State, and Ambassadors who visited the General.

Excellent references on request. Outstanding reputation. Held a Top Secret clearance.
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Advertising Sales

This is a young professional
who has excelled in the
advertising sales business.
Her resume and cover
letter are designed to sell
her ability to perform any
type of inside or outside
sales job. Notice how her
cover letter focuses on the
topics employers care most
about: making a profit,
satisfying customers,
increasing market share,
and improving sales.

Date

Exact Name of Person

Title or Position

Name of Company

Address (number and street)
Address (city, state, and zip)

Dear Sir or Madam:

With the enclosed resume, I would like to make you aware of my background as
a self-motivated and persistent sales professional with exceptional communication and
time-management skills who offers the proven ability to find and develop new ac-
counts while increasing sales of existing accounts.

In my most recent position with WMdJV Rock 99.5, I served ably as an Account
Executive in the advertising sales department. Within two years on the job, I had nearly
quadrupled my monthly sales average, from $15,000 per month when I took the posi-
tion to nearly $60,000 per month. Due to my exceptional salesmanship, I was able to
acquire or was given the responsibility for 60 additional accounts. I quickly built a
strong rapport with clients, determining their goals and expectations in order to de-
velop marketing and promotional strategies that will satisfy the needs of each indi-
vidual customer.

Earlier, with Lancome cosmetics/Hecht’s stores, I was entrusted with the respon-
sibility of making all purchasing and inventory control decisions for this exclusive prod-
uct line; I also supervised three Beauty Advisors at the Savannah Mall location. By
planning and implementing innovative and effective marketing strategies, promotions,
and other events, I was able to grow sales and increase market share for all products in
the line.

If you can use an articulate sales professional with highly-developed account man-
agement and prospecting skills as well as the proven ability to increase market share
while providing exceptional customer service, then I look forward to hearing from you
soon. I can assure in advance that I have an outstanding reputation and would quickly

become a valuable asset to your organization.

Sincerely,

Julia Creese
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JULIA CREESE
1110° Hay Street, Fayetteville, NC 28305 * preppub@aol.com * (910) 483-6611

OBJECTIVE

EXPERIENCE

EDUCATION

To contribute to an organization that can use an experienced sales professional with
exceptional communication, customer service, and time-management skills who offers a
background in radio advertising sales and brand management for consumer products.

ACCOUNT EXECUTIVE. WMJV Radio Menley Communications), Savannah, GA (2000-

present). Service existing accounts and develop new clients, presenting the benefits and

services of radio advertising and promotional events to businesses in our listening area.

¢ Intwo years, increased monthly sales from an average of $15,000 per month to nearly
$60,000 per month; acquired or was given responsibility for 60 additional accounts.

e Create and develop radio ads and promotional campaigns designed to present the client’s
products and services to local consumers.

¢ Quickly build a rapport with clients, determining their goals and expectations in order to
develop marketing/promotional strategies.

¢ Determine reasons for customer resistance, then overcome objections by presenting solu-
tions in a positive, client-focused manner.

¢ On my own initiative, took over a territory which was considered a “secondary market”
and which previously had been unprofitable and, through aggressive prospecting and
effective sales, transformed the area into a top producer which is now a sought-after
assignment.

¢ Became known among my clients for my ability to listen to their ideas and then commu-
nicate them to the graphics professionals in such as way that great advertising cam-
paigns and slogans were born.

BUSINESS MANAGER. Lancome-Hecht’s, Savannah, GA (1995-2000). Managed all as-

pects of marketing and sales for this major cosmetics company’s operations in Hecht’s retail

locations throughout Georgia.

e Supervised three Beauty Advisors at Savannah Mall and one at Westridge, providing
customer service and sales activities for the Lancome line of cosmetics.

*  Collaborated with the Account Coordinator; planned and implemented marketing strat-
egies and promotional events to increase market share.

¢ Maintained thorough records and conducted regular inventories to optimize ordering and
ensure strong in-stock position.

* Assisted customers in the selection, use, and purchase of cosmetics.

DEPUTY CLERK. Superior Court, Savannah, GA (1991-1995). Performed a variety of

administrative and clerical duties in support of the Clerk of Court’s office.

e Processed records for Juvenile Court cases.

¢ Planned case loads and scheduled court cases in direct cooperation with the Judge and
District Attorney.

Attended the Regional Supervisory Program training course, sponsored by Hecht’s Store
Services, 1996.
Graduated from Meadowdale High School, Columbus, OH, 1990.
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Agricultural Sales

Sometimes the Objective
on a resume emphasizes
personal qualities, as this
one does. Since his job
titles are nearly identical
in each of his three jobs,
he has a chance to reveal
something about his
strong personal
characteristics in his
Objective. Remember
that a great resume
helps an employer
“get to know you.”

Date

Exact Name of Person
Title or Position

Name of Company
Address (no., street)
Address (city, state, zip)

Dear Exact Name of Person: (or Dear Sir or Madam if answering a blind ad.)

I would appreciate an opportunity to show you soon in person that I am the young,
energetic, dynamic salesperson you are looking for.

As you can see from my resume, I am a proven professional with a demonstrated
ability to “prospect” and produce sales. Under my direction, The Tobacco Warehouse was
able to maintain a sales volume of $3.5 million despite a depressed agricultural economy.
As a salesman and warehouse supervisor with Industrial Agricultural Cooperative, I
increased sales from $500,000 to $1.5 million in two years. I have earned a reputation for
my dedication and hard work in addition to a sincere concern for the customers I serve.

I feel certain you would find me to be a well-organized, reliable professional with a
genuine customer service orientation. I pride myself on my ability to make “cold calls” and
relate to people at all levels of any organization, from the mail clerk to the president. I can
provide excellent personal and professional references.

I hope you will welcome my call soon to arrange a brief meeting at your conve-
nience to discuss your current and future needs and how I might serve them. Thank you

in advance for your time.

Sincerely yours,

Larry McPhail

Alternate last paragraph:

I hope you will call or write me soon to suggest a time convenient for us to meet and
discuss your current and future needs and how I might best serve them. Thank you in
advance for your time.
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LARRY MCPHAIL

1110° Hay Street, Fayetteville, NC 28305 * preppub@aol.com * (910) 483-6611

OBJECTIVE

EXPERIENCE

SPECIALIZED
TRAINING

PERSONAL

To offer my leadership, problem-solving ability, and public relations skills to an organization
that can use a hard-working young professional who is known for unquestioned integrity,

unflagging enthusiasm, and tireless dedication to excellence.

SALES MANAGER. The Agricultural Market, Inc., Marietta, GA (1995-present).

Applied my financial expertise and excellent public relations/communication skills to

contribute to the “bottom line” of this agricultural chemical and fertilizer manufacturer.

e Performed “cold calls” within a 30-mile sales territory; established and maintained ap-
proximately 175-200 accounts with dealers and individual customers.

*  Ensured timely delivery of products and services.

¢ Billed customers and collected on delinquent accounts.

*  Supervised three employees in administration/distribution.

SALES SUPERVISOR. The Tobacco Warehouse, Graceland, KY (1990-1995).

Built “from scratch” this successful tobacco sales and distribution center with sales totaling

$3.5 million even though the agricultural economy was at a low point.

* Asco-owner, managed all administrative and financial aspects of operations.

e Hired, supervised, and trained 12 employees, including floor workers, secretaries, and
bookkeepers.

e Developed and maintained a loyal customer network of local farmers.

¢ Organized and conducted auctions to sell the product to tobacco companies.

SALESMAN and WAREHOUSE SUPERVISOR. Industrial Agricultural Cooperative,

Lexington, KY (1986-90).

Excelled in a variety of roles because of my versatile management skills.

e Was accountable for warehouse inventory; determined product line and ordered
fertilizers and agricultural chemicals.

e Performed collections and made bank deposits.

e Astutely managed finances and purchasing, meeting the company’s budget goals each year.

e Through exceptional customer service to approximately 200 accounts, was able to

increase sales from $500,000 to $1.5 million in two years.

SALESMAN. Best Seed Co., North Carolina (1990).
As a “sideline” to my other sales positions, applied my top-notch customer service skills to

introduce this company’s cottonseed line to 12 distributors throughout the state.
Attend more than 36 hours of instruction on pesticides each year at Georgia State University,
Kentucky University, and North Carolina State University to maintain GA, NC, and KY

Dealers Association licenses.

Am a hard worker with a high energy level. Enjoy the challenge of motivating a team of

employees while contributing to my organization’s “bottom line” and serving customers.
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All-Purpose Sales

This young manager is
using her cover letter and
resume to formally apply
for a variety of sales
positions. She has
succeeded in (1) owning
and managing her own
company and in (2)
working for a large
corporation, and she has
decided that she prefers
specializing in marketing
and sales in a large
corporate environment
rather than running a small
business.

Date

Exact Name of Person

Title or Position

Name of Company

Address (number and street)
Address (city, state, and zip)

Dear Sir or Madam:

With the enclosed resume, I would like to make you aware of the considerable
sales, management, and marketing skills I could offer your organization.

As you will see from my resume, I have excelled most recently in managing a
women’s clothing store which has closed its doors after 25 years due to intensive
pressure from the name-brand retailers in the malls. As General Manager, I hired
and trained employees, handled accounts payable and receivable, and coordinated with
a variety of vendors while handling the buying function.

In my previous position as Marketing Director and Events Coordinator with
Towertech Corporation, I was involved in a wide range of management and marketing
activities and was credited with playing a key role in the rapid growth of this multimillion-
dollar company. I managed up to 10 branch managers while developing and coordinating
advertising, marketing, and special events.

In a prior job with WGJX Broadcasting as an Advertising Consultant, I created
effective advertising and became skilled in cold-calling business owners to sell them on
radio advertising. While working with Towertech Corporation and WGJX Broadcasting,
I was active with community organizations including the Chamber of Commerce.

If you can use a vibrant and hard-working professional with versatile sales and
marketing skills, I hope you will contact me to suggest a time when we could meet to
discuss your needs and how I might meet them. I feel certain that I could make valuable
contributions to your organization through my diversified marketing and management
experience as well as through my creativity, aggressive sales skills, and highly positive
personal attitude. I can provide excellent references at the appropriate time.

Sincerely yours,

Leslie R. Miller
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LESLIE R. MILLER
1110° Hay Street, Fayetteville, NC 28305 . preppub@aol.com * (910) 483-6611

OBJECTIVE

EXPERIENCE

EDUCATION

PERSONAL

To contribute to an organization that can use an experienced manager who offers a back-
ground in managing retail and marketing operations, buying and controlling inventory, su-
pervising and managing personnel, as well as in handling public relations.

GENERAL MANAGER. Belle’s Boutique, Inc., Dunn, NC (1997-present). In charge of all

areas of operation as the General Manager of this high-end women’s fashion store.

¢ Interview, hire, and train all employees; manage three people.

e Prepare business plans four times a year and review goal accomplishments on a monthly
basis.

e Handle accounts payable and accounts receivable; reconcile invoices.

¢ Reconcile daily, weekly, and monthly receipts with actual deposits; handle all liaison
with the bank.

¢ Make buying decisions and order inventory; coordinate with vendors and perform exten-
sive liaison with suppliers and manufacturers who act as vendors.

e Purchase and distribute the full line of beauty control makeup products; create innova-
tive and effective sales and marketing strategies.

MARKETING DIRECTOR & EVENTS COORDINATOR. Towertech Corp., Dunn, NC

(1991-96). Joined one of the state’s fastest-growing companies with sales of $18 million an-

nually; played a key role in its impressive growth to well over $22 million; utilized my previ-

ous advertising sales and copywriting experience to create effective advertising and market-

ing concepts.

¢ Developed a newsletter of current events which acquainted the business community
and employees with Towertech’s business strategy and successes.

e Assumed a variety of management roles within this fast-growing company; managed 10
branch managers located throughout southeast North Carolina.

¢ Created and managed special events which celebrated company milestones and which
established excellent public relations.

¢ Designed and directed innovative marketing activities; handled the development of co-
op advertising for all branches and assisted the branches in developing their budgets.

¢ Became skilled in identifying the strengths and talents of key personnel in order to
effectively delegate appropriate activities to them.

* Traveled extensively to coordinate with branch managers and others.

¢ Became known for my enthusiastic and outgoing personality and learned that a positive
attitude is essential in developing an attitude of teamwork.

ADVERTISING CONSULTANT. WGJX Broadcasting, Dunn, NC (1987-90). While work-

ing with this popular radio station, excelled in numerous roles including working as an on-

air personality in the News/Talk format.

e Prepared proposals for advertising plans and established projected budgets and goals
for local businesses; became skilled in cold-calling companies.

*  Performed on live remotes to promote products.

*  Wrote effective advertising copy including jingles which became memorable.

Completed extensive training related to marketing, management, sales, and other areas
sponsored by employers including Towertech and WGJX Broadcasting.

Can provide excellent personal and professional references. Am highly creative and enjoy
new challenges. Enjoy the challenge of representing a quality product or service.
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All-Purpose Sales

Employers are very
inquisitive about why an
entrepreneur wants to
make a change. This
accomplished individual
uses his cover letter to
emphasize that he has
worked in a big company as
well as in the small
company which he founded,
and he makes it clear that
he now wishes to be
involved in sales.
(Employers are looking for
people who know what they
want to do; entrepreneurs
are usually definite in their
preferences about what
they want to do next.)

Date

Exact Name
Exact Title
Company Name
Address

City, state zip

Dear Sir or Madam:

With the enclosed resume, I would like to introduce you to the sales expertise, leader-
ship ability, and management skills which I could put to work for your organization.

I am in the process of selling a company which I built “from scratch” and which,
through my strong sales and management skills, I have grown into a profitable and
respected small company in only two years. Although I have been successful in this
entrepreneurial venture, I have decided that I wish to devote most of my energies to
sales rather than to the day-to-day management details of a small business.

As you will see from my resume, I also offer a track record of proven results in
managing a large company. In my first job after leaving the University of North Caro-
lina at Chapel Hill, I went to work for a company in the oil industry and I advanced
into the General Manager position. During the 20 years which I spent managing
this large, diversified business with wholesale and retail operations, I took the initia-
tive in building the first 10-minute oil change unit in VA. After acting as sales manager
and developing the commercial fleet business, I sold the business to the Fast Lube
franchise for a profit.

I can assure you that I am a tireless hard worker who thoroughly enjoys selling and
developing a new marketing program as well as a great product/service. Although much
of my experience has been in petroleum operations/sales and in automotive parts/sales
with specialized knowledge of lubricants sales, I have proven my ability to sell products
in other industries. As a Sales Representative of insurance products, I exceeded all
quotas and was named a National Quick Start winner.

A naturally outgoing individual with a proven ability to lead and motivate
others, I have been active in numerous leadership capacities in my community. I am
a past president of the Rotary Club and former director of the Chamber of Commerce.
If you can use my considerable sales and management abilities, I hope you will write

or call me to suggest a time when we could meet in person.

Sincerely,

Wallace Jackson
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WALLACE JACKSON
1110° Hay Street, Fayetteville, NC 28305 * preppub@aol.com * (910) 483-6611

OBJECTIVE

EXPERIENCE

EDUCATION

AFFILIATIONS

PERSONAL

To benefit an organization which can use a dynamic communicator and creative sales
professional with outstanding negotiating and management skills along with a proven
ability to transform ideas into operating realties while maximizing profit and market share.

PRESIDENT & SALES MANAGER. Tidewater Sales & Rentals, Richmond, VA (1995-

present). Utilized my entrepreneurial ability, aggressive sales orientation, strategic

planning capabilities, and management skills to start a pre-owned car business “from scratch.”

e Although I have been successful in starting up and managing a profitable business, I
have decided to sell the company and seek a full-time sales situation.

SALES REPRESENTATIVE. State Farm Insurance, Richmond, VA (1993-1995). As a Prop-
erty and Casualty Insurance Sales Professional for State Farm, handled “Family Insurance
Checkups” and personal lines.

e Excelled in my first sales experience outside the automotive and petroleum industry;
was selected as a National Quick Start winner in 1993; received a company-paid excursion
to Los Angeles, CA, for advanced training.

e Exceeded quotas and boosted insurance sales by introducing a unique insurance con-
cept: a membership benefits package for independent business owners which provided
clients with maximum insurance coverage through membership in the National Asso-
ciation for the Self-Employed (NASE) or other association programs.

GENERAL MANAGER. Jackson Oil Company Inc., Tidewater, VA (1973-1993). In my first
job out of college, began with Mayfield Oil Company and advanced into the General Manager
position; provided leadership in turning around a marginally profitable company and then
helped it to achieve higher levels of sales and profitability each year; negotiated the buyout
of key assets of Mayfield Oil Company by Jackson Oil Company in 1989 and continued as the
corporation’s chief executive officer.

* At the head of a diversified multiplex consisting of an oil company and a chain of
convenience stores, worked at the wholesale buying level of the petroleum industry
while gaining experience in managing a chain of retail convenience stores.

e Oversaw staffing, sales, purchasing, bookkeeping, financial management including
accounts receivable/payable, vendor relations, and inventory control.

¢ Transformed a business with only 5 employees into a leading competitor in the region
with a 40+ work force and profits which multiplied sevenfold.

e Took the initiative in building the first 10-minute oil change unit in VA and developed
the operation from start-up to 35 cars a day; developed the commercial fleet accounts
and then sold the business to the Fast Lube franchise for a profit in 1985!

e Established and managed a profitable automatic car wash business.

Completed two years of college coursework, University of North Carolina at Chapel Hill, 1971-73.
Sales Training: Completed extensive sales and management seminars since 1973 includ-
ing Dale Carnegie and A.L. Williams Management Seminars.

Technical Training: Completed numerous petroleum industry seminars and training
programs sponsored by automotive and oil industry giants.

Former President, Rotary Club of the Tidewater Region. Membership Chairman, Social Chair-
man, and Chairman of the Board.

Other: Chairman of Miss Tidewater Pageant; Chairman of Tidewater Christmas Parade for
five years; Chairman, Tidewater Centennial Parade; Co-Chairman of the Tidewater Heart
Fund Drive; Member Tidewater ABC Advisory Board for five years.

Enjoy hunting, saltwater fishing, golf, and UVA athletic events. Outstanding references.
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All-Purpose Sales

This businessman offers
experience in establishing a
successful company and
then selling it to a chain. He
may attract the attention of
a small or medium-size
company that would like to
be turned into a viable
acquisition candidate. On
the other hand, a large
company may be attracted
to his creativity, sales skills,
and proven ability to “make
it happen.”

Date

Exact Name of Person
Title or Position

Name of Company
Address (no., street)
Address (city, state, zip)

Dear Exact Name of Person: (or Dear Sir or Madam if answering a blind ad.)

I would appreciate an opportunity to talk with you soon about how I could
contribute to your organization through my business management, sales, and com-
munication skills.

As you will see from my resume, I have founded successful businesses, tripled the
sales volume of an existing company, and directed projects which required some-
one who could take a concept and turn it into an operating reality. While excel-
ling as a retailer and importer of products that included Oriental rugs and En-
glish antiques, I have become accustomed to working with a discriminating cus-
tomer base of people regionally who trust my taste and character. In addition to a
proven “track record” of producing a profit, I have earned a reputation for honesty and
reliability. I believe there is no substitute in business for a good reputation.

I am ready for a new challenge, and that is why I have, in the last several months,
closed two of my business locations and turned over the management of the third opera-
tion to a family member. I want to apply my seasoned business judgement, along with
my problem-solving and opportunity-finding skills, to new areas.

If you can use the expertise of a savvy and creative professional who is skilled at
handling every aspect of business management, from sales and marketing to
personnel and finance, I would enjoy talking with you informally about your needs and
goals. A flexible and adaptable person who feels comfortable stepping into new situations,
I am able to “size up” problems and opportunities quickly through the “lens” of experi-
ence. I pride myself on my ability to deal tactfully and effectively with everyone.

T hope you will welcome my call soon to arrange a brief meeting at your conve-
nience to discuss your current and future needs and how I might serve them. Thank you

in advance for your time.

Sincerely yours,

Desmond Vaughn
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DESMOND VAUGHN
1110° Hay Street, Fayetteville, NC 28305 * preppub@aol.com * (910) 483-6611

OBJECTIVE

EDUCATION

AFFILIATIONS
&
COMMUNITY

LEADERSHIP

EXPERIENCE

PERSONAL

To add value to an organization that can use a resourceful entrepreneur and manager who
offers a proven ability to start up successful new ventures and transform ailing operations
into profitable ones through applying my sales, communication, and administrative skills.

Earned a B.A. degree in Sociology, University of Pennsylvania, Philadelphia, PA.
Completed numerous executive development courses in business management and sales.

Have served by invitation on the Board of Directors of the following organizations:
Philadelphia Business Guild Heart Association
Olde Philadelphia Association Philadelphia Family Life Center
Philadelphia Hospital Pastoral Foundation New South River Association
City of Philadelphia Downtown Revitalization Commission
Have earned a reputation as a creative strategist with the ability to transform ideas into
operating realities and with the communication and leadership skills necessary to instill
enthusiasm in others.

FOUNDER & MANAGER. The Captain’s Den, Philadelphia, PA (1991-present). Established

“from scratch” this business which grew to three locations with sales in seven figures;

developed a product line which I bought from sources worldwide, and developed a customer

base which included discriminating purchasers from all over the east coast.

* Refined my expertise in all aspects of business management, including financial
planning and reporting, hiring and training personnel, designing advertising and
marketing plans, selling products valued at up to thousands of dollars, and overseeing
accounts payable and receivable.

e Simultaneously acted as an Importer and Management Consultant for an English
antiques business; traveled to England three times a year as an importer.

*  From 1993-95, after being recruited as Development Director by the Methodist State
Convention, took on the paid job of coordinating the pledging and collection of $1.5 million
to construct a dormitory and cafeteria for the Methodist State Convention; set up all
systems and procedures and managed funds until construction was finished.

* Recently closed down the center city locations of The Captain’s Den, and have turned
over the midtown location to a family member.

ENTREPRENEUR. Desmond Vaughn, Inc., Philadelphia, PA (1990-95). While simultaneously
managing the Captain’s Den, was successful in this separate entrepreneurial venture; after
extensive market research to determine the viability of establishing a business in the gifts
and accessories niche, set up a store in the affluent midtown district which rapidly became
successful through innovative promotions, vigorous marketing, and word of mouth.

e Inless than two years, the business was producing sales in the low six figures.

e Sold the business to a large chain in the gifts and accessories industry.

SALES MANAGER. Solomon’s Carpet Co., Inc., Philadelphia, PA (1981-89). Took over

the management of an existing business and tripled the sales volume while increasing the

staff from four to 11 employees.

e Used radio and newspaper in innovative ways which boosted traffic and sales.

e Supervised a five-person sales staff and trained them in techniques related to
prospecting, closing the sale, overcoming objections, and solving customer concerns.

Other experience: CAPTAIN & COMPANY COMMANDER. U.S. Army. Was awarded
the Bronze Star and Army Commendation Medal for service in Vietnam.

Offer a proven ability to manage several functional areas and projects at the same time.
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All-Purpose Sales

Although he doesn’t reveal
this fact in his cover letter
or resume, this
entrepreneur lost his zest
for his business when two
of his employees got killed
on the job. He is seeking a
sales position in a large
company.

Date

Exact Name of Person

Title or Position

Name of Company

Address (number and street)
Address (city, state, and zip)

Dear Exact Name of Person: (or Dear Sir or Madam if answering a blind ad.)

With the enclosed resume, I would like to introduce you to the proven leadership
ability, management skills, and sales/marketing experience which I could put to work
for your organization.

Through my strong sales and management skills, I built a business “from scratch”
which rapidly grew into a profitable venture grossing more than $2 million last year. I
am a very hard-working individual and am highly confident in my ability to sell any
type of service or product to any type of individual or organization.

You will see from my resume that I offer a proven ability to prospect not only for
new customers and new accounts but also for new business opportunities and new niches,
markets, and segments in which to position a product and grow market share. Although
I established a residential landscaping business, I rapidly perceived of new sales oppor-
tunities and became a major force in the wholesale and retail sod brokerage business.
Through my ability to deal with people and establish strong personal relationships,
I became a respected individual who was often called in on complex commercial projects
after a low bidder or initial contractor had botched the job. I am experienced in negoti-
ating large commercial projects.

Although I am a very successful businessman who is effective in hiring and re-
taining quality employees, I have decided that I wish to become involved full-time in
sales and marketing, since I feel that is where my strongest abilities lie.

If you can use a dedicated person with an outstanding personal and professional
reputation to enhance your growth and profitability, I hope you will give me a call to
suggest a time when we might meet to discuss your needs and how I might help you.

Thank you in advance for your time.

Sincerely,

William Goldman
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WILLIAM GOLDMAN
1110° Hay Street, Fayetteville, NC 28305 * preppub@aol.com *+ (910) 483-6111

OBJECTIVE

EXPERIENCE

EDUCATION

PERSONAL

To contribute to an organization which can use a motivated professional with exceptionally
strong sales, leadership, stress management, and customer relations skills along with proven
abilities related to managing operations, boosting profitability, and solving problems.

PRESIDENT & SALES MANAGER. Quality Turf, Inc., Virginia Beach, VA (1990-2000).
With only a pickup truck and an aggressive sales orientation, started “from scratch” a busi-
ness which grew from $54,000 in gross revenue in its first year to over $2 million last year;
started out by providing residential landscaping services and then expanded and diversified
into other areas as I gained knowledge, experience, and a reputation for reliability and
quality.

*  Once established in residential landscaping, identified an opportunity for statewide sod
sales; became a broker and eventually serviced customers from Atlanta to Washington,
DC, while providing quality sod and grading services to prominent golf courses.

e As a large sod wholesaler and retailer, achieved an 80% market share in the Virginia
Beach market; serviced most landscapers and gardeners.

¢ Negotiated numerous multimillion-dollar contracts for services provided to organizations
such as AT&T, the City of Virginia Beach, privately owned golf courses, Target
Stores, Home Depot Stores, and large construction companies.

e Expanded the company into the tree surgery business, and personally completed
extensive formal training which resulted in my becoming a Certified Arborist (tree
surgeon); became a member of the International Society of Arboculture.

* Acquired a million-dollar inventory of pickup trucks, dump trucks, tractors, fork lifts,
front-end loaders, tree chippers, and other equipment.

e  Employed up to 40 people including three crew foremen while always acting as General
Sales Manager and negotiating all commercial contracts.

* Gained extensive experience in bidding on government and commercial contracts;
on numerous occasions was called in on a job after a low bidder had mishandled and
often abandoned the project.

COMMUNICATIONS TECHNICIAN. U.S. Army, Ft. Bragg, NC (1987-90). Received an
Honorable Discharge and several medals for exceptional performance while serving my
country as a Radio Technician.

FOREMAN. Bekins Moving and Storage, Phoenix, AZ (1985-87). In my first job after high
school, began working for one of the world’s largest moving and storage companies, and
became the company’s youngest-ever full-time employee and youngest-ever foreman.

e Supervised 30 individuals involved in moving office and industrial goods.

Completed extensive management and technical training sponsored by the U.S. Army.
Excelled in numerous executive development programs related to sales and marketing,
effective communications, and operations management.

Am a highly motivated hard worker who excels in communicating with others. In sales
situations, have always sold my strengths rather than my competitor’s weaknesses. Believe
that establishing a personal relationship based on trust is the key to sales success. Have a
visionary approach to business; am able to troubleshoot problems before they arise.
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Automobile Dealership
Managementand Sales

After a failed attempt at
retirement, this ambitious
professional is attempting

to take his sales
background and automotive

industry knowledge to a
higher level by owning his

own dealership. His first

strategy is networking
among well-placed
industry colleagues.

As a general rule, it's best
to keep the objective on
your resume

versatile and all-purpose,
but you will notice that this
resume and cover letter are
narrowly targeted to a
specific purpose and
industry.

Date

Exact Name of Person

Title or Position

Name of Company

Address (number and street)
Address (city, state, and zip)

Dear Sir or Madam:

Although I have tried to retire from my career in the car business, I have dis-
covered that I don’t play golf well enough to retire! I believe you will recall that the last
time I saw you was, in fact, on a golf course when we played the tournament in Pebble
Beach two years ago. Hope your golf game has fared better than mine in the meantime!

Although I believe you are well acquainted with my background, I am sending
you an updated resume to refresh your memory. I want you to know that I am very
interested in pursuing a franchise opportunity with the Lincoln-Mercury Company.

I can assure you that I have the necessary capital for this business opportunity,
and I believe you know that I would be an individual who could make a success out of
such a franchise. I would feel honored, too, to be a part of the Handicapped Dealers
Program and feel that my success would be a credit to the fine program which you
direct.

I enjoyed our brief phone conversation recently, and I hope the enclosed brings
you up to date on my most recent successes and accomplishments. I hope you will con-
tact me to suggest what you think is the next suitable step in light of my desire to

become associated with this program and with the Ford franchise program.

Best regards to you and your family.

Sincerely,

Rich Arnett
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RICHARD T. ARNETT (“RICH”)
1110° Hay Street, Fayetteville, NC 28305 * preppub@aol.com -+ (910) 483-6611

OBJECTIVE

EDUCATION

EXPERIENCE

PERSONAL

I want to contribute to an organization that can use a dynamic leader who has excelled in
recruiting and training personnel, developing and implementing effective human resources
policies, as well as troubleshooting difficult problems and identifying creative solutions.

M.S. Business Administration, University of Arizona, Tempe, AZ.

Masters of Science in Guidance and Counseling, Yale University, New Haven, CT.
B.S. Degree, Sable University, Sable, MS.

Completed two-year Dealer Trainee Program of Chrysler-Plymouth Company.

PRESIDENT & GENERAL MANAGER. Rich Arnett’s Used Cars, Manhasset, NY (1999-
2000). Supervised 15 individuals including six sales professionals, two finance specialists,
one manager, one assistant sales manager, office personnel, and the Recon Department.

¢ Founded a company which rapidly became a major competitor.

PRESIDENT & GENERAL MANAGER. Randolph Chrysler-Plymouth, Manhasset, NY

(1992-99). Supervised 60 individuals who included 18 sales professionals, two finance spe-

cialists, the Used Car Manager, the New Car Manager, the Service and Parts Manager, the

Service Department, the Recon Department, and the office personnel.

¢ Led the company to achieve gross sales of $32 million a year, and achieved a $1 million
profit-before-tax income for seven consecutive years.

¢ Became recognized as a Five Star Dealer.

* Exceeded all goals and projections for growth, market share, and profitability; for ex-
ample, doubled assigned market penetration each year for three consecutive years.

¢ Received “Just the Best” award and the Outstanding Dealer’s Award from Chrysler for
three consecutive years.

GENERAL SALES MANAGER. Falls Court Lincoln-Mercury, Manhasset, NY (1991-92).

Supervised 10 sales professionals including the Used Car Manager, the New Car Manager,

and the finance specialist.

¢ For this dealership with a $6 million inventory and gross sales of $25 million per year,
increased market penetration by 60%.

¢ Was rated one of the top Lincoln-Mercury dealerships in Manhasset for CSI.

INTERIM OPERATOR & CONSULTANT. Capital Lincoln-Mercury, Vienna, VA (1989-

91). Was recruited to serve as Interim Operator and Consultant until a major buy/sell was

negotiated and implemented.

¢ During this time, served for one year as a Consultant at two different dealerships.

e As a consultant in Keithville: In 90 days, turned around a franchise which had been
losing $100,000 a month and restored it to profitability.

e As a consultant in Towa City: Led a new dealership to achieve phenomenal results in
profitability and sales through advertising, merchandising, and expense control.

GENERAL MANAGER. Paramount Lincoln-Mercury, Lansing, MI (1986-89). Supervised
65 individuals including one General Sales Manager, one Used Car Manager, one New Car
Manager, and a New Truck Manager along with finance specialists, service and parts techni-
cians, office personnel, the Recon Department, the body shop, and 20 sales professionals.

e Increased CSI to the Top 10 in a group of 50 dealers within 18 months.

Can provide excellent personal and professional references. Dynamic and results-oriented.
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Automobile Dealership
Managementand Sales

Management

This senior manager is
similar to Mr. Rich Arnett on
the previous page in that
their goals are the same: to
take over as manager of an
automobile dealership and
manage a sales force.
Notice how this individual
stresses his community
standing as well as his
willingness to relocate
according to employer
needs.

Date

Exact Name of Person

Title or Position

Name of Company

Address (number and street)
Address (city, state, and zip)

Dear Sir or Madam:

With the enclosed resume, I would like to make you aware of my desire to become
General Manager of a Chevrolet Automobile Dealership.

As you will see from my enclosed resume, I have excelled in a track record of
accomplishment with Chevrolet of Portland. I am proud of the results I achieved as
Sales Manager, Finance & Insurance Manager, Used Car Manager, and General Sales
Manager. My exceptionally strong leadership skills have been refined in the highly
competitive environment of the automobile sales business, and I offer a reputation as a
powerful leader and motivator with the ability to inspire people to perform to their
highest levels of competence. You will notice on my resume that I have used my out-
standing personal reputation and ability to influence others to take action in high-vis-
ibility community leadership roles when a trusted leader was needed to take on a tough
job and mobilize people to accomplish difficult tasks.

I am willing to relocate according to company needs in order to accomplish my
goal of becoming General Manager of a dealership. I can assure you in advance that I
am confident in my ability to take a good dealership and make it great or to transform
a troubled operation into a well-oiled machine. My skills as a motivator and team builder
are highly respected, and I can provide outstanding references throughout the industry.

Please favorably consider my desire to take the next logical step in my career of
becoming a General Manager and suggest a time when we might meet to discuss your

goals and how I might help you achieve them. I will look forward to your response.

Yours sincerely,

Roderick F. MaClure
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RODERICK F. MACLURE (“ROD”)
1110° Hay Street, Fayetteville, NC 28305 . preppub@aol.com * (910) 483-6611

OBJECTIVE

EDUCATION

COMMUNITY
LEADERSHIP

EXPERIENCE

PERSONAL

To benefit an organization that can use a General Manager with exceptional motivational
and communication skills who offers a strong background as a sales trainer and a track
record of excellence as a general sales manager, used car manager, and finance manager.

Bachelor of Arts degree in History, Bryant College, Orono, OR, 1990.
Associate of Arts in General Education, Western Community College, Orono, OR, 1988.

Offer a reputation as a highly respected local leader who believes in helping my community:
1997-99: President, Portland Sports Association. Took control of a small athletic association
comprised of 8 teams totaling 120 people and, in three years, transformed it into a 43-team
organization with more than 700 people affiliated. Established new programs for children
including flag football and persuaded city government to better equip playing fields.
1995-98: Appointed President, Portland Middle School Athletic Booster Club; organized the
club from scratch, served as its first president, and created revenue-generating plans.

With Chevrolet of Portland, have advanced in the following “track record:”

1999-present: GENERAL SALES MANAGER. Portland, OR. Advanced to this position

after excelling as Used Car Manager and Sales Manager; was tasked with the additional

responsibility of overseeing the operation of the entire sales department; continued to serve

as Used Car Manager.

e Supervise 14 Sales Representatives, Finance Managers, and Sales Managers.

e Serve as director of employee training for all departments; track completion of training
courses required by Chevrolet and ensure that all employees receive proper instruction.

e Achieved and maintained a Customer Service Index of #1 or #2 among all dealerships.

¢ New car sales consistently exceed national and territory averages.

1997-99: USED CAR MANAGER. Portland, OR. Promoted from a Sales Manager position;

responsible for managing all operational aspects of the Used Car department.

¢ Monitored used car inventory, ensuring that the dealership didn’t become overstocked;
controlled the number of overaged units and ordered program vehicles.

e Performed appraisals of vehicles being traded in based on condition, black book value,
and existing unsold inventory of the same or similar used vehicles.

¢ Due to my initiative, net profit for the used car department increased by 47%, and
returned a net-to-gross profit ratio greater than 29%; the used car department was
consistently ranked in the top four among all Lumpert Chevrolet dealerships.

1994-97: SALES MANAGER and FINANCE & INSURANCE MANAGER. Portland, OR.

Hired by Chevrolet of Portland to serve as Sales Manager of their existing sales team; also

acted as a backup Finance and Insurance Manager.

¢ Supervised a staff of Automotive Sales Representatives; set daily, weekly, and monthly
sales goals and monitored progress towards achieving those goals.

¢ Maximized the dealership’s profit by selling aftermarket products such as warranties.

Other experience: FINANCE & INSURANCE MANAGER. Bronson Cadillac and
Franklin Lincoln/Mercury, Orono, OR. Gained expert knowledge of how cars are financed

and leased. Maintained high conversion percentage while maximizing profit per retail deal.

Excellent personal and professional references on request. Outstanding reputation.
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Automobile Rental Sales

Notice the aggressive and
dynamic first sentence of
his cover letter. What
employer couldn’t use an
employee who could
improve sales and
profitability? Also notice the
similar nature of the
Objective on his resume. It
is specific without “nailing
him down” to a particular
industry. (He is actually
seeking a change from
automobile rental sales.)

Date

Exact Name of Person
Exact Title

Exact Name of Company
Address

City, State, Zip

Dear Exact Name of Person (or Dear Sir or Madam if answering a blind ad):

Can you use a dynamic young professional with a proven ability to boost market
share, achieve exceptionally high customer satisfaction levels, develop new sales oppor-
tunities, and boost profitability?

I have been excelling with Dollar Rent-A-Car in positions of increasing responsi-
bility. In my most recent position as Regional Manager for the city of Utica, NY, I super-
vised 105 personnel in a region with annual sales of $8.8 million dollars. Earlier, as
Area Manager for the western region of St. Louis, I launched the highly successful
start-up of this new region, which quickly grew to six locations employing 49 personnel.
By designing and implementing innovative and effective marketing plans, our sales
increased 47% per year over a three-year period and the region achieved annual sales of
$4.8 million.

As Branch Manager, I was responsible for opening a new office, which became the
first location in the Southeast region to reach a monthly net profit of $40,000. Despite
being a newly-launched branch with a new manager and staff, we were one of the top
five branches in the region for total sales. I was promoted to this position after excelling
as a Management Trainee in a branch where I had the highest inside sales of any
management trainee in the region, and was promoted to Assistant Manager after only
six months with Dollar.

If you can use a confident, self-motivated management professional whose excep-
tional supervisory, communication, and organizational skills have been proven in posi-
tions of ever-increasing responsibility, then I look forward to hearing from you soon, to

suggest a time when we might meet to discuss your needs.

Sincerely,

Scott T. Sears
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SCOTT T. SEARS
1110° Hay Street, Fayetteville, NC 28305 . preppub@aol.com * (910) 483-6611

OBJECTIVE

EDUCATION

EXPERIENCE

PERSONAL

To benefit an organization that can use an articulate, results-oriented professional with ex-
ceptional sales and management skills who offers a background in managing multiunit op-
erations as well as a track record of success in territory development and management.

Associate of Applied Science, Marketing, Utica Technical College, Utica, NY, 1998.
Completed three years of college course work towards a Bachelor of Science in Marketing,
University of Kentucky, Lexington, KY.

With Dollar Rent-A-Car, have excelled and been promoted to positions of increas-
ing responsibility by the largest automotive rental and leasing company in North
America, with sales of $5.2 billion annually:

1997-present: REGIONAL MANAGER. Utica, NY. Promoted from Area Manager for St.

Louis, oversee all aspects of operations in this region with multimillion-dollar annual sales;

provided valuable leadership in quickly turning around an unprofitable operation and show-

ing a profit in only eight months.

¢ Planned and executed the expansion of branch offices from five locations to 14.

e Supervise 105 personnel including two area managers, a corporate recruiter, one sales
manager, one corporate sales manager, one trainer, and an administrative assistant.

¢ Developed and launched new pricing, rebate, and incentive programs, increasing sales
more than 23% annually, from $3.9 million to $8.8 million annually; increased net prof-
its from $420,000 to $2.1 million over a 3° year period.

e Serve as Director of Human Resources, conducting final interviews on all potential em-
ployees and determining labor needs and personnel budgets for 14 branch offices.

e Provided strong leadership to a young management team with diverse backgrounds during
corporate restructuring, instilling them with pride in their accomplishments and a posi-
tive attitude during this difficult transitional period.

e Worked with office personnel to ensure the highest levels of customer service; our cus-
tomer service scores went from below the company average to the top 5% of all regions.

1993-1997: AREA MANAGER. St. Louis, MO. Launched the start-up and managed all

aspects of the western region of St. Louis as part of the Midwest Expansion Team; the new

region overcame the costs associated with start-up and turned a profit in its first year.

¢ Interviewed, hired, and trained all new employees in a team that eventually grew to 49
employees at six locations; through my efforts in personnel development, nine of my
hires were promoted to Branch Manager.

¢ Designed and implemented innovative marketing plans, achieving average growth of
47% per year over three years, and annual sales of $4.8 million.

e Achieved customer service scores in the top 10% of the entire company.

1989-1993: BRANCH MANAGER. Charlotte, NC. Managed the start-up of a new branch

office, directing the marketing and sales strategies, training employees in the presentation

of company products and services, and performing administrative tasks.

¢ Created, developed, and maintained strong relationships with insurance companies, auto
dealerships and autobody repair shops to ensure a large base for referral customers.

¢ Became the first branch office in the southeast to achieve a net profit of $40,000 in one
month; strong revenues placed our branch in the top five in the region.

¢ In my first position as a Management Trainee in 1989, was promoted after six months.

Outstanding personal and professional references are available upon request.
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Automobile Rental Sales

This young professional has
proved her sales abilities
since graduating from
college. Now she wishes to
explore sales opportunities
in numerous industries.
Although she has enjoyed
selling automobile rentals,
she wants to “see what’s
out there.”

Date

Exact Name of Person
Exact Title

Exact Name of Company
Address

City, State, Zip

Dear Sir or Madam:

With the enclosed resume, I would like to formally initiate the process of being
considered for a position within your organization which can use my exceptionally strong
sales, marketing, communication, and management skills.

As you will see from my resume, since earning my B.S. degree in Business
Administration with a Marketing major, I have excelled in both sales and customer
service. In my most recent job as a District Sales Manager, I traveled frequently while
prospecting for new accounts and establishing outstanding relationships with insur-
ance adjustors and car dealers throughout the state.

I am familiar with numerous types of software and offer a proven ability to rap-
1dly master new programs.

After graduating with my college degree, I was promoted to increasing levels of
responsibility related to customer service by a bank in Williamsville. I enjoy dealing
with people and have often been commended for my gracious manners and positive
approach to solving customer problems. While with First Bank, I received two awards
recognizing my exceptional communication and customer service skills.

If you can use a highly motivated young professional with a strong bottom-line
orientation, I hope you will contact me to suggest a time when we might meet to discuss

your business needs and how I might serve them. Thank you in advance for your time.

Yours sincerely,

Marilyn P. Hall
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MARILYN P. HALL
1110° Hay Street, Fayetteville, NC 28305 + preppub@aol.com * (910) 483-6611

OBJECTIVE

EDUCATION

TECHNICAL
SKILLS

EXPERIENCE

PERSONAL

To benefit an organization that can use a hard-working young professional with outstanding

sales, communication, customer service, marketing, and management skills.

B.S. in Business Administration and Marketing, Middlebury College, Middlebury, VT, 1995.
Graduated from Smith High School, Williamsville, VT, 1990.
¢ Was co-captain of the Cheerleading Squad.

Computers: Familiar with WordPerfect 6.0, 5.2, 5.1; Microsoft Word; Lotus; Windows.
Offer a proven ability to rapidly master new software.

Other: Experienced in using E-Mail, 10-key, PBX Phone, copiers, fax machines, and all
other office equipment.

DISTRICT SALES MANAGER. Enterprise Rent-A-Car, Middlebury, VT (1997-present).

Travel frequently while prospecting for and managing sales within a large territory in Ver-

mont which includes Middlebury and ranges from Norwich, to Wilmington, to Williamsville.

e Aggressively prospect for new accounts; acquired excellent prospecting skills.

e Target primarily insurance adjustors and car dealerships in my sales strategies; estab-
lish long-term accounts through which customers can secure rental cars while their own
automobiles are being repaired.

* Have become known for my ability to provide excellent customer service; maintain rap-
port with a team of professionals within the parent organization so that the promises I
make will be reliably delivered.

¢ Maintain extensive paperwork related to sales calls, scheduling of meetings and sales
calls, as well as travel records.

¢ Have been commended by company officials as a highly self motivated individual with
outstanding communication and interpersonal skills.

CUSTOMER SERVICE REPRESENTATIVE. First Bank, Williamsville, VT (1995-97).

Began with First Bank as a Teller in 1995 and was promoted into a customer service position

in 1996; worked extensively on the telephone and in person while assisting customers.

¢ Received the bank’s Communicator Award for outstanding achievements in customer
service and superior communication skills.

e« Was awarded a Quality Certificate for consistently high-quality production.

* Fielded customer requests for information or problem solving, and directed customers to
appropriate bank personnel.

e Was gradually cross trained to promote the bank’s products and services, and refined
my skills in presenting financial services.

¢ As a Teller, was entrusted with safeguarding the vault while also assisting customers
with banking transactions.

Other experience: Worked 30 hours per week while financing my college education:
FASHION CONSULTANT. Filenes, Middlebury, VT (1994-95). Assisted customers of
Filenes’ fashion merchandise and haute couture.

CUSTOMER SERVICE REPRESENTATIVE. Schenker, Middlebury, VT (1992-94). Re-
fined my communication skills while operating a busy telephone switchboard.

e Cordially assisted customers with complaints and questions about returns.

¢ Was frequently complemented for my gracious telephone manners.

Have volunteered my time with the American Heart Association and Habitat for Humanity.
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Automobile Sales in Career
Transition to Other Types of
Sales

Employers often feel that
skills are transferable to
other industries. For
example, if an individual
excels at the sale of
automobiles, it is likely that
person could succeed in
selling other products or
services. Mr. McAteer is
attempting to change
industries and utilize his
sales skills for the benefit of
a company such as UPS or
FedEx, where he can use
his transportation industry
knowledge while
functioning in an inside
sales role.

Date

Exact Name of Person

Title or Position

Name of Company

Address (number and street)
Address (city, state, and zip)

Dear Sir or Madam:

With the enclosed resume, I would like to express my strong interest in explor-
ing career opportunities with your organization and introduce you to my proven cus-
tomer service, communication, and sales skills.

As you will see from my resume, I have had a successful sales career with
companies in Knoxville, including my current employer, Walsh Auto Sales. Through
my experience as a Sales Manager and Sales Representative there, I have developed
the proven ability to quickly build rapport with customers from many different back-
grounds, while learning to deal amicably with people even in tense situations.

During my tenure as Manager of Metro Pawn & Loan, I utilized my strong
organizational and sales abilities to increase profits at the Wilton Road location by an
average of $1,500 per month while insuring the security and accountability of over
$200,000 worth of inventory. I excelled in the role of Sales Manager as I trained more
than 10 associates in techniques including overcoming objections and closing the sale.

Although I am highly regarded by my present employer and can provide excel-
lent personal and professional references at the appropriate time, I have decided that I
would like to express my sales abilities and communication skills in another industry.

If you can use a highly motivated, detail-oriented individual with a commit-
ment to providing the highest possible levels of customer service, I hope you will contact
me to suggest a time when we might meet to discuss your needs. I can assure you that
I have an excellent reputation and could quickly become a valuable asset to your orga-

nization.

Yours sincerely,

Samuel R. McAteer
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SAMUEL R. MCATEER
1110° Hay Street, Fayetteville, NC 28305 * preppub@aol.com * (910) 483-6611

OBJECTIVE

EXPERIENCE

COMPUTERS

PERSONAL

To benefit an organization that can use an energetic, self-motivated individual with strong
sales, sales management, organizational, communication, and customer service skills.

SALES MANAGER. Walsh Auto Sales, Knoxville, TN (1998-present). Supervise one sales-

person while overseeing the operation of this busy used car lot.

¢ Quickly build rapport with customers and assist them with the selection and purchase
of a pre-owned vehicle.

¢ Communicate verbally and in writing with outside agencies, such as insurance compa-
nies, lending institutions, and advertising representatives.

¢ Complete customer contracts and perform credit checks on potential customers.

e Maintain existing accounts and carry out collection actions on past-due accounts.

¢ Open and close the lot, ensuring the security of all vehicles and money.

STORE MANAGER. Metro Pawn & Loan, Knoxville, TN (1997-1998). Hired as an Assis-

tant Manager Trainee, was quickly promoted to Manager of my own location.

*  Supervised a staff of 6-10 employees and performed all employee evaluations; trained
the staff in sales techniques.

¢ Increased sales by an average of $1,500 per month; personally set new sales records.

e Interviewed, hired, and trained all new associates.

¢ Opened and closed the store, completing all operational paperwork and making bank
deposits and change orders.

* Responsible for an inventory of more than $200,000.

*  Ordered merchandise and supplies.

ASSISTANT MANAGER. King Pawn & Loan, Nashville, TN (1996-1997). Assisted the

manager in the operation of this busy retail pawn shop; hired as a trainee and was promoted

to Assistant Manager in two months.

e Opened and closed the store; made bank deposits.

e Supervised up to 10 employees.

¢ Named Salesperson of the Month on several different occasions.

» Assisted customers in the selection and purchase of merchandise; responsible for main-
taining a certain level of sales each month.

AUTOMOTIVE SALES CONSULTANT. Reid Olds-Nissan, Knoxville, TN (1993-1996).

Assisted customers in the selection and purchase of a new or pre-owned vehicle; demon-

strated the features and selling points of the vehicle; offered a demonstration drive.

e Assisted customers in filling out loan applications and other necessary paperwork to
purchase a vehicle.

¢ Followed up with customers after the sale; ensuring their satisfaction and obtaining
referrals to friends and family members.

Other Experience: Proudly served my country for three years as an infantryman at Fort
Bragg, NC.

Am familiar with the following computer software: Windows 3.1 & 95, Microsoft Word 97,
Excel 97, Publisher 97, Works 97, PowerPoint 97, and Expedia.

Excellent personal and professional references are available upon request.

Real-Resumes for Sales: Anne McKinney Career Series 43



Automobile Sales Associate

This accomplished
automotive industry sales
professional enjoys selling

cars, and his goal is to seek
a sales management
position in a major
dealership. Notice that he
asks that the prospective
employer treat his
approach as confidential.
He doesn't want to be
gossiped about in his
industry, and he also
doesn’t want his current
employer to discover that
he is discreetly looking
around.

Date

Exact Name of Person

Title or Position

Name of Company

Address (number and street)
Address (city, state, and zip)

Dear Sir or Madam:

With the enclosed resume, I would like to confidentially express my interest in
exploring sales management opportunities within your organization. Although I am
held in the highest regard and can provide outstanding references at the appropriate
time, I would appreciate your treating my interest in your company as confidential
until after we have a chance to speak in person.

As you will see from my resume, I have excelled as a Sales Representative for
Toyota-Jeep products, motorcyles, and top-of-the-line luxury automobiles. In every job I
have held, I have set personal sales and productivity records, and I have become skilled
at establishing warm working relationships with customers. I have enjoyed the product
lines I have represented and have come to believe that enthusiasm is the key to effec-
tiveness in sales situations.

The most satisfying sales challenge of my career has been selling Porsches and
Mercedes, and I have learned to communicate effectively with purchasers of these luxury
vehicles. I am confident that I could motivate and develop other sales professionals into
top-notch performers, and it is my desire to move up to the next challenge of my career:
sales management.

If you can use an enthusiastic hard charger with a proven ability to profitably
impact the bottom line, I hope you will contact me to suggest a time when we might
meet in person to discuss your needs. With extensive knowledge of automotive prod-
ucts, I offer a proven ability to succeed in a highly competitive industry and I would

relish training other sales professionals to do the same.

Yours sincerely,

David M. Valera
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DAVID M. VALERA
1110° Hay Street, Fayetteville, NC 28305 +  preppub@aol.com . (910) 483-6611

OBJECTIVE

EDUCATION

EXPERIENCE

PERSONAL

To benefit an organization through my effective sales techniques along with my superior
communication and “people” skills as well as my education in management and sales.

Studied Business Management and Salesmanship, Louisburg Junior College. Studied
accounting, business law, and business finance, Pennsylvania State University.

SALES REPRESENTATIVE. Allentown Motors, Allentown, PA (2000-present). Provide

extensive knowledge and assistance to customers interested in the selection and purchase of

a new or used Mercedes or Porsche; trained in the Mercedes Star-Mark used car program

and certified as a sales consultant for both Mercedes and Porsche.

*  Expertly handle all aspects of the sale from demonstrating the vehicle to closing the
sale, obtaining financing, and sales of warranty products.

e Qualified to sell all lines of automobiles from the used car inventory.

SALES MANAGER. Wallace Cycle World, Allentown, PA (1993-2000). Oversee sales de-

partment of showroom selling motorcycles, ATVs, and watercraft including maintaining show-

room traffic log, performing inventory maintenance of new and used products, as well as

arranging credit applications and financing for the customer through the manufacturer and

local finance services.

* Provided customer service through extended warranties, credit life, and accident and
health insurance.

¢ Recruited top-notch sales people and provided ongoing sales training and orientations
of manufacturers’ programs; increased sales volume by 10% from previous year.

e Planned events and compiled daily/weekly/monthly reports for the general manager.

¢ Created additional dealer profit through increased extended warranty sales and by of-
fering more flexible financing.

¢ Increased used motorcycle sales by purchasing units from outside services.

¢ Improved customer relations by implementing a follow-up system for customer feedback
after the point of sale.

SALES REPRESENTATIVE. Sampson Toyota-Jeep-Eagle, Allentown, PA (1992-93).

Sold automobiles for this aggressive, multiline, national company.

¢ Was a “team captain” responsible for daily status reports on sales of each team member.

¢ Communicated new product information and sales techniques to team members on a
daily basis; assisted team members in closing negotiations.

e Completed training to become certified leasing consultant for Jeep-Eagle.

e Attended and successfully completed quarterly seminars to obtain status as a Certi-
fied Sales Consultant for Toyota and Jeep-Eagle.

¢ Met and exceeded all monthly sales goals set by the general manager.

SALES REPRESENTATIVE. Valenti Ford, Allentown, PA (1990-92). Sold Ford automo-
biles with specialization on leasing.

¢ Completed coursework to become a Certified Leasing Consultant for Ford Motor Co.

¢ Consistently ranked in the top 10 out of a sales force of 25 representatives.

Outstanding personal and professional references are available upon request.
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Banking Services
Transitioning to High-Tech
Sales

There are some things you
can learn from this cover
letter and resume. When
you read the cover letter,

you will see that this young

woman has figured out
what interests her the
most career-wise, and
she is taking careful aim
at companies which will
stimulate her
technological interests
and offer her an
opportunity to become
involved in a business
which is focused on
creating quality
hardware or software
products. She would be
most happy, she thinks,
if she were involved in
training customers,
selling quality products,
or communicating in a
high-tech business.

Date

Exact Name of Person
Exact Title

Exact Name of Company
Address

City, State, Zip

Dear Exact Name of Person (or Dear Sir or Madam if answering a blind ad):

With the enclosed resume, I would like to make you aware of my desire to utilize
and expand my knowledge of computer software and business applications within an
organization that can use my enthusiastic personality, sales and marketing background,
as well as my strong desire to work in an environment on the forefront of technology.

I am proficient with a wide range of computer software, including most versions of
Microsoft Word, Excel, and PowerPoint, as well as Publisher 97, DragonDictate, and
Website Developer. In my current position, I utilize numerous software packages to
compile data and produce reports, newsletters, and other documents for distribution to
30 branch offices. I want to stress that on my own initiative and in my spare time I
have mastered these software programs and then utilized them for the benefit of my
employer. I have also trained others in software operation, which allowed branch man-
agers whom I instructed to achieve maximum productivity from their use of the Mobius
computer report system.

Through my rapid advancement with Bank of New York, I have been afforded the
opportunity to achieve a degree of success rare for a young professional. While I am
highly regarded by my present employer and can provide excellent references at the
appropriate time, I feel that my strong software knowledge and excellent communica-
tion skills would be of great value to an organization with a strong technological orien-
tation.

If you can use a highly motivated young professional whose personality and tech-
nical knowledge could surely enhance your organization, I hope you will contact me to
suggest a time when we might meet to discuss your needs and how I might help you to

meet them. Thank you in advance for your time.

Sincerely,

Vivian E. Perdue
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VIVIAN E. PERDUE
1110° Hay Street, Fayetteville, NC 28305 . preppub@aol.com * (910) 483-6611

OBJECTIVE

COMPUTERS

EDUCATION

EXPERIENCE

PERSONAL

To utilize my knowledge of computer software and business applications within an organiza-
tion that can use a highly motivated young professional with strong communication, sales,
customer service, and technical support skills.

Proficient in the operation of a wide range of computer software including the following:
*  Word Processing—Microsoft Word for Windows, Access.

e Spreadsheet —Microsoft Excel, Lotus 1-2-3.

e Multimedia—Microsoft PowerPoint.

¢ Desktop Publishing—Microsoft Publisher, PageMaker 6.5, Quark, CorelDraw.

¢ Dictation—DragonDictate.

¢ Web Page Design—Website Developer.

e Accounting—Peachtree Accounting; QuickBooks Pro.

Bachelor of Science degree in Business Education, Smith University, Scarsdale, NY, 2000.
First National Bank’s 400-hour Internship program, 1998-2000.

Bank of New York, Cohen Brown Proactive Relationship Banking course, 2000.

Bank of New York, Cohen Brown Extraordinary Sales & Leadership course, 2000.

Was hired at Bank of New York as a temporary employee; quickly advanced to full-

time and was promoted to a position of increased responsibility.

REGIONAL SALES ANALYST. Bank of New York, Huntington, NY (2000-present). Act

as liaison to 30 branch offices of this large regional bank, compiling various data and prepar-

ing documents for dissemination throughout the company.

e Provide each of the 30 branches with campaign goals and weekly updates of campaign
information to be distributed to the employees.

¢ Compile data from various sources and enter the pertinent information into a Microsoft
Excel spreadsheet, generating monthly reports.

¢ Order analytic data and issue the information in its final form to Branch Managers,
Relationships Bankers, and City Executives.

e Instruct and assist Branch Managers in operation and information retrieval via Mobius,
a proprietary computer report system.

¢ Produce and develop new spreadsheets in Excel.

¢ Developed electronic forms for lending and mortgage department to be used in E-mail.

MORTGAGE LOAN PROCESSOR. Bank of New York (through Kelly), White Plains, NY

(2000). Performed a variety of loan processing and clerical functions in this busy office.

e Processed incoming mortgage loans, completing the initial preparation of the applica-
tion before forwarding it to the appropriate processor.

¢ Responsible for office accounting, writing disbursement vouchers, keeping accounts, and
paying bills.

*  Photocopied mortgage files that were distributed to processors for second level review.

e Sorted and delivered all incoming mail to the appropriate person.

OFFICE ASSISTANT. Smith University, Scarsdale, NY (1997-99). Worked in a clerical/
secretarial capacity while I was pursuing my college education.

¢ Answered phones for professors; photocopied documents and ran errands.

Excellent personal and professional references are available upon request.
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Banking Services
Background Seeking to
Transfer into Pharmaceutical
Sales

This sales professional is
actually seeking to transfer
her skills into a new
industry. She is hoping to
convince employers in the
pharmaceutical industry
that she could excel in
pharmaceutical sales
through applying the same
highly motivated nature
which has helped her
achieve outstanding results
recently in banking and
earlier in the human
services field.

Date

BY FAX TO: Mrs. Maryanne Snider
District Manager
Pfizer

Dear Mrs. Snider:

With the enclosed resume, I would like to make you aware of my interest in
employment as a Pharmaceutical Healthcare Representative with Pfizer. I believe you
are aware that Don Smith, one of your Healthcare Representatives, has recommended
that I talk with you because he feels that I could excel in the position as Pharmaceutical
Healthcare Representative.

As you will see from my enclosed resume, I offer proven marketing and sales
skills along with a reputation as a highly motivated individual with exceptional prob-
lem-solving skills. Shortly after joining my current firm as a Mortgage Loan Specialist,
I was named Outstanding Loan Officer of the month through my achievement in gener-
ating more than $20,000 in fees.

I believe much of my professional success so far has been due to my highly moti-
vated nature and creative approach to my job. For example, when I began working for
my current employer, I developed and implemented the concept of a postcard which
communicated a message which the consumer found intriguing. The concept has been
so successful that it has been one of the main sources of advertisements in our office,
and the concept has been imitated by other offices in the company.

In addition to my track record of excelling in the highly competitive financial
services field, I have also applied my strong leadership and sales ability in the human
services field, when I worked in the adult probation services field. I am very proud of
the fact that many troubled individuals with whom I worked told me that my ability to
inspire and motivate them was the key to their becoming productive citizens.

If you can use a creative and motivated self-starter who could enhance your
goals for market share and profitability, I hope you will contact me to suggest a time
when we could meet in person to discuss your needs and goals and how I could help you
to meet them. I can provide strong personal and professional references at the appro-

priate time.

Yours sincerely,

Irene S. Lane
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IRENE S. LANE
1110° Hay Street, Fayetteville, NC 28305 * preppub@aol.com + (910) 483-6611

OBJECTIVE

EDUCATION

EXPERIENCE

PERSONAL

To offer my experience in sales, marketing, and customer service to an organization that
would benefit from my aggressive style of developing customer relationships and my desire
to work for an organization that seeks to maximize market share and profitability.

B.S. in Business Administration, University of San Diego, CA 1998.
¢ Completed this degree in my spare time while excelling in my full-time job.

SENIOR MORTGAGE LOAN SPECIALIST. First Mortgage Services, San Diego, CA

(1997-present). Have continuously excelled in this position which requires excellent sales,

customer service, decision making, and problem solving skills.

e InJan. 2000 was named Outstanding Loan Officer for generating $20,000 in fees.

e Process VA, FHA, conforming, and nonconforming first and second mortgages while
handling debt consolidations, refinancing, and other financial arrangements.

*  Consult with attorneys, VA and FHA officials, appraisers, and other construction and
lending officials in matters related to loan conveyances and loan closings.

e Research property to assess value, ensure liens, and assess credit worthiness of clients.

¢ Am known for my gracious style of communicating with the public and for my ability to
explain technical concepts in language that is understandable to lay people.

¢ Have gained valuable experience in marketing services which are not well understood
by the average consumer.

MORTGAGE LOAN SPECIALIST. Ramsey Mortgage, San Diego, CA (1995-97). Gained
expertise in all aspects of mortgage loan processing while becoming an expert in handling
slow payments and credit repairs.

ADULT PROBATION SERVICES OFFICER. CA Department of Corrections, San Diego,
CA (1990-95). Because of my exceptional work performance, excellent attitude, and superior
work performance, was promoted in the following track record:
1994-95: Adult Intensive Probation Parole Officer. Was promoted to a supervisory po-
sition which involved providing guidance and supervising a case load of 50 clients per week.
e Earned respect for my ability to establish rapport and cordial relationships with a wide
variety of individuals from troubled backgrounds and with turbulent case histories.
1990-94: Adult Probation/Parole Officer. Took pride in the fact that an extremely high
percentage of my caseload clients completed their probation and went on to become well
adjusted and productive citizens; was frequently told that it was my leadership and motiva-
tion skills which made the difference in their lives.
¢ Provided supervision and guidance for up to 150 clients per month who were on court-
ordered probation; completed paperwork and reports in a timely fashion.

DEPUTY CLERK. County Clerk of Superior Court, San Diego, CA (1988-90). Processed
affidavits for traffic court tickets, misdemeanors, and felonies in the Criminal Division; was
known for my professional style of interacting with others.

Other sales experience: Gained sales experience as an Account Representative for a com-
pany which sold sleep systems; also worked as a Sales Representative for a company market-

ing the Canon Facsimile line.

Enjoy tackling, achieving, and exceeding ambitious goals through my ability to work effec-
tively with others. Excel in prospecting for new business. Resourceful and high energy.
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Banking Sales,
Assistant Vice President

This aggressive young
professional is on the “fast
track” in his company, but

he is feeling restless and
wants to “see what’s out
there.” The resume and
cover letter are designed to
interest employers in
numerous fields.

Date

Exact Name of Person

Exact Title or Position
Name of Company

Address (number and street)
Address (city, state, and zip)

Dear Exact Name of Person: (or Dear Sir or Madam if answering a blind ad.)

With the enclosed resume, I would like to formally initiate the process of being
considered for a position within your organization which can use my exceptionally strong
marketing, communication, and consulting skills.

As you will see from my resume, since earning my B.S. degree in Business Admin-
istration with a Marketing major, I have enjoyed a track record of success in highly
competitive banking and consumer product environments. Most recently I was named
the top producer in my region based on my results in establishing the most new ac-
counts, achieving the highest loan volume, and obtaining the most referrals. In an ear-
lier position, I consistently led my office in sales and received the Sales Leadership
award as well as other honors recognizing my aggressive marketing orientation and
highly refined customer service skills.

Even in summer and part-time jobs while earning my college degree, I was se-
lected for highly responsible positions at companies including R.J. Reynolds/Nabisco,
where I managed 30 employees. My summer jobs prior to college graduation helped me
acquire excellent skills in merchandising, marketing, and sales.

If you can use an ambitious, results-oriented marketing professional, I hope you
will contact me to suggest a time when we might meet to discuss your needs and goals

and how I might help you achieve them.

Sincerely,

Jason Vetter
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JASON VETTER
1110° Hay Street, Fayetteville, NC 28305 * preppub@aol.com * (910) 483-6611

OBJECTIVE

EXPERIENCE

EDUCATION

PERSONAL

To offer strong marketing and sales experience to an organization in need of a professional
with the ability to motivate others to exceed expectations through excellent communication
and consulting skills.

ASSISTANT VICE PRESIDENT, CONSUMER BANKING. FirstBank, N.A., Se-

attle, WA (1996-present). In May, 2000, was ranked the Top Consumer Banker in the Central

Washington Region based on my results in establishing the most new accounts, achieving the

highest loan volume, and obtaining many referrals.

e Have achieved a record productivity for four years in a row.

e Assisted customers while educating them on the merits of different products such as
checking and savings accounts, Certificates of Deposit, and IRAs.

* As aloan officer, met with customers and explained differences between types of loans
available and made decisions on their qualifications for loans.

PERSONAL BANKER and RETAIL MANAGEMENT ASSOCIATE. Nations Bank
of Washington, N.A., Seattle, WA (1995-1996). Achieved record productivity while
completing a comprehensive management training program with this major financial
institution; maintained and managed a portfolio of approximately 1,000 customers.

* Increased the size of my customer base by 30%.

* Played a key role in achieving the highest number of loan and credit card sales and the
highest dollar volume of any branch in the Seattle region (April and May).

* Learned all aspects of banking from teller operations to becoming familiar with invest-
ment and loan procedures as well as account management; continued to attend training
classes to refine and add to my store of knowledge.

* Emphasized quality customer service and set an example for other bank employees while
helping existing customers and selling the bank’s services to new ones.

e Supervised teller staff and daily operations; conducted staff sales meetings.

ACCOUNT REPRESENTATIVE. Dictaphone Corporation/Pitney Bowes, Midlands, WA
(1994-95). Managed more than 300 new and existing accounts while selling communications
equipment including Dictaphone, voice mail, and time management equipment in a three-
county area.

*  Consistently led the office in sales: received the “Sales Leadership” award for achieving
206% of my quota two months ahead of schedule and later received recognition in the
“Achievement Club” for 210% of quota.

*  Worked mainly with medical and legal accounts while selling systems valued from $400
to more than $100,000 in a generally long-term sales process.

*  Opened more than 25 accounts.

B.S. in Business Administration, Seattle State University, Seattle, WA, 1993.

* Majored in Marketing; was a member of the American Marketing Association.

e Held leadership roles in Delta Chi Fraternity including vice president and rush
coordinator; was honored as “Brother of the Year”; and currently serve as a trustee on
the alumni board.

Completed professional development programs related to consumer finance and consumer

loans sponsored by FirstBank, 1996-present.

Have volunteered with the United Way, Hospitality House, and Watauga Hunger Coalition.
Knowledgeable of Microsoft Word, Lotus 1-2-3, and dBase III. Excellent references.
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Booksellerand
Store Manager

Mid-level managers are
often distinguished from
junior managers by their

ability to manage their

careers. In the case of
Delaine Baughman, he is

aggressively pursuing a

management opportunity
with a prestigious
bookseller who is coming to
town to compete. He's now
commuting more than 40
minutes each way to work,
and a job with the new
company would mean
only a five-minute
commute.

Date

Mr. David Smith
District Manager
Quality Booksellers

88 Independence Avenue
New York, NY 12367

Dear Mr. Smith:

With the enclosed resume, I would like to make you aware of my background as
an experienced retail bookstore manager whose proven communication, organizational,
and leadership skills have been tested in a high-volume, large-format environment.

As you will see, I have been with Books-A-Million for some time and have served
in a managerial capacity in the Charleston store. Supervising 18 employees in a store
that averages $2.5 million dollars a year, I have consistently received high marks on all
employee evaluations. Since my promotion to Store Manager, I am responsible for all
aspects of personnel recruitment, staff development, and scheduling.

As Manager, I also act as operations manager, directing day-to-day functions of the
store and assigning tasks to employees. In addition to administering payroll, benefit
and personnel programs, I handle all aspects of the hiring process, and I am proud of the
low turnover I have achieved in a job market with a very high transient rate.

Although I am highly regarded by my present employer and can provide ex-
cellent references at the appropriate time, I would like to take on the challenge of a
larger store. I could benefit Quality Booksellers as they enter the Charleston market
through my enthusiasm, high energy level, and “can-do” attitude as well as through my
strong management, staff development, and organizational skills.

If you can use a manager with a strong commitment to providing the highest
possible levels of customer service and the proven ability to motivate employees to achieve
excellence, then I hope you will contact me soon. I can assure you that I have an excel-
lent reputation within the community and could quickly become a valuable addition to

your organization.

Sincerely,

Delaine Baughman
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DELAINE BAUGHMAN

1110° Hay Street, Fayetteville, NC 28305 * preppub@aol.com * (910) 483-6611

OBJECTIVE

EXPERIENCE

PERSONAL

To benefit an organization that can use an energetic, self-motivated, and highly experienced
bookstore manager with exceptional sales and communication skills as well as the proven
ability to positively impact the attitude and performance of employees.

Started with Books-A-Million as a Bookseller and was promoted in the following “track

record” of increasing responsibility in this high-volume, large-format store:

1996-present: STORE MANAGER. Books-A-Million #4326, Charleston, SC. Advanced to this

position when the increase in our sales volume prompted home office to reclassify this as a large-

format store; perform all my previous duties while assuming increased responsibilities.

e Direct all aspects of operations of a large-format store averaging $2.5 million per year;
supervise an average of 18 employees.

e Develop weekly schedules and prioritize daily tasks, directing each employee’s work so
that all assignments are accomplished in a timely and accurate manner.

*  Promote the highest possible standards of customer service by ensuring compliance with
Customer Service Standards and providing a strong example for other employees.

e Oversee and direct ordering, receiving, and returns, ensuring a strong in-stock position
on fast-moving titles in spite of the store’s small size for its volume and high turn rate.

*  Solely responsible for all recruiting, interviewing, hiring, and training of staff members;
administer payroll, personnel, and benefit programs; perform employee evaluations.

e Conduct coaching, counseling, and motivational sessions, maintaining employee morale
and assisting employees to improve in areas of marginal performance.

e Coordinate special events; actively seeking institutional sales and arranging off-site Book
Fairs and in-store author appearances to raise community awareness of Books-A-Million.

1990-96: ASSISTANT MANAGER. Books-A-Million #4326, Charleston, SC. Advanced

to Assistant Manager from Senior Sales Clerk.

e Assisted the Manager in all aspects of the operations of this high-volume store.

* Prepared and maintained the accuracy of all management-level paperwork to include
daily, weekly, and monthly sales reports; completed time sheets and schedules; price
changes; book, non-book, and magazine receiving and returns logs, etc.

e Merchandised all areas of the store according to district, region, and chain guidelines;
changed weekly best-sellers and power aisles; maintained full and attractive displays
throughout the store.

1986-90: SENIOR SALES CLERK. Books-A-Million #2102, Charleston, SC. Was

promoted to Senior Sales Clerk after only four months with Books-A-Million.

e Performed all the duties of a key holder, opening and closing the store.

*  Provided direction to booksellers when no Managers were present.

e Stocked, shelved and merchandised all assigned areas of the store, creating effective
displays and keeping all display areas full and attractive.

1985-1986: BOOKSELLER. Books-A-Million #4109, Charleston, SC. Responsible for
customer service; ringing sales, assisting customers in locating and selecting their pur-

chases, and special ordering titles which were out of stock.

Excellent personal and professional references are available upon request.
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Business Equipment Sales
in Pursuit of Another
Product to Sell

This aggressive
professional offers proven
sales skills, and he loves
sales. His goal now is to
find another product or
service to sell other than
copier equipment. Notice
the numerous
achievements shown on his
resume. Notice, too, that
the cover letter does not
emphasize “copiers” or the
product line he has been
selling but rather “sells”
him and his abilities.

Date

Exact Name of Person
Exact Title

Exact Name of Company
Address

City, State, Zip

Dear Exact Name of Person: (or Dear Sir or Madam if answering a blind ad):

With the enclosed resume, I would like to make you aware of my interest in ex-
ploring sales opportunities within your company. Although I am excelling in my current
position and am held in the highest regard, I am selectively exploring other options.

A graduate of Arizona State University, I am highly skilled in utilizing all Microsoft
applications, and I am adept at creating PowerPoint presentations on a laptop com-
puter. After graduating from Arizona State University with a degree in History, I went
to work in sales for a company in California, and I quickly discovered that my strong
communication and problem-solving skills were highly effective in sales and marketing
situations. As a Territory Manager and Sales Associate, I established the company’s
largest-ever national account which generated business for the company in 48 states. I
was awarded numerous honors because of my success in exceeding sales quotas.

I was recruited for my current job in 1998 as a Major Accounts Manager and Sales
Representative, and in less than a year I have transformed an unproductive territory in
what was considered a “secondary market” into one of the top territories in the nation.
I am currently ranked #5 among 1,000 sales representatives in the U.S. and I have won
numerous awards in 1999, including a trip to Hawaii which was awarded to only 10
people in the company. I was named Company Sales Representative of the Month in
January, March, and August 2000 for achieving the highest sales among my peers.

In my current job I call on major accounts including hospitals, and I have estab-
lished a strong network of contacts. I am skilled at utilizing every type of sales tool and
technique including cold calling, networking through friends and referrals, and devel-
oping superior written proposals. I am a highly self-motivated individual who is satis-
fied with producing no less than the highest-quality results in any project I take on. I
have thoroughly enjoyed applying my intellect and intelligence in the sales field, be-
cause I have discovered that sales is all about solving problems for people and compa-

nies.

If you can use a polished go-getter who would thrive on whatever challenge you
place in my path, I hope you will welcome my call soon when I try to arrange a brief
meeting to discuss your goals and how my background might serve your needs. I can

provide outstanding references at the appropriate time.

Sincerely,

Jacob R. Dixon
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JACOB R. DIXON
1110° Hay Street, Fayetteville, NC 28305 . preppub@aol.com * (910) 483-6611

OBJECTIVE

EDUCATION

COMPUTERS

EXPERIENCE

PERSONAL

To benefit an organization that can use an aggressive young sales professional and highly
effective communicator with the proven ability to exceed ambitious goals while maximizing
profitability and assuring the highest level of customer service, support, and satisfaction.

Bachelor of Arts in History, Arizona State University, Phoenix, AZ, 1995.
Studied abroad through the Arizona State University program in Valencia, Spain, 1993-94.
Extensive courses related to sales including Solution Selling IT, and Advance System Selling.

Highly computer proficient with all Microsoft applications; am skilled in creating PowerPoint
presentations for customers on a laptop computer; work with Microsoft and Novell Com-
puter Networks in the process of installing new products and add-ons to computer networks.

MAJOR ACCOUNTS MANAGER & SALES REPRESENTATIVE. Effective Business

Solutions, Scottsdale, AZ (1998-present). Took an unproductive territory in what is consid-

ered a “secondary market” and have transformed it into one of the top territories in the

nation in only one year.

e Am ranked #5 among nearly 1,000 U.S. corporate sales representatives, and am
currently the top sales producer in my area after only a short time with the company.

¢ Have exceeded year-to-date quota by 155% of which $393,000 (or 98%) was new busi-
ness.

¢ Have already won the National Sales Award for 2000, a trip to Hawaii awarded to
only 10 people nationwide; previously won a trip to Colorado and was one of only 15 reps
to win that trip based on second quarter sales.

e After only nine months with the company, received the prestigious Century Club Gold
Level Ring Award, an award recognizing $200,000 in sales which normally takes an
individual 1 ° years to achieve.

¢ Named Company Sales Representative of the Month in January, March, and
August 2000, for producing the highest monthly sales of all reps.

e Call on hospitals and other institutional buyers as well as businesses of all sizes while
prospecting for new business and establishing highly profitable new accounts; have es-
tablished a network of contacts within the medical community and hospitals.

e Call on large companies in 18 counties in Arizona; have increased market share dra-
matically and have significantly grown the customer base while consistently exceeding
my sales quota of $33,333/month.

TERRITORY MANAGER & SALES ASSOCIATE. Better Business Information Systems,

Inc., San Francisco, CA (1996-98). Prospected for new customers in eight zip code areas

while servicing 400 existing accounts; became skilled in utilizing every sales tool and tech-

nique including cold calling, writing proposals, and networking through friends and referrals.

« Established the company’s largest-ever national account.

e Exceeded year-to-date sales goals by $178,000 (218% of quota).

*  Was the recipient of the Century Club Award for exceeding $100,000 in sales, May
1998; was awarded the President’s Club Vacation for excellence in work performance,
March 1998; was named a member of the President’s Club in 1996, 1997, and 1998;
received the Nifty-Nifty Award for exceeding $50,000 in sales for May, April, and Janu-
ary 1998 as well as October and April, 1997.

*  Was Salesman of the Month, May 1998 as well as December and April 1997.

Thrive on the challenge of solving customer problems. Highly motivated self-starter.
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Business Sales and
Management

This successful
entrepreneur started a lawn
and garden business which
grossed $250,000 in its
fourth year. She could stay
comfortably where she is,
but she finds herself in a
small town missing the
“action” of a larger
company and a larger town.
She has decided to sell her
business and job-hunt in a
large metropolitan area,
and she is seeking a
position where she can
utilize her sales abilities.

Date

Exact Name of Person

Title or Position

Name of Company

Address (number and street)
Address (city, state, and zip)

Dear Exact Name of Person: (or Sir or Madam if answering a blind ad.)

With the enclosed resume, I would like to acquaint you with my background and
begin the process of exploring opportunities within your organization which could uti-
lize my versatile strengths in management, marketing, and financial control.

As you will see from my resume, after graduating from Alabama University 1
obtained my Real Estate Broker’s License and was consistently in the Top Ten in my
county with sales and listings of over $5 million annually. After a sustained track record
of outstanding performance, I became involved in large-scale industrial develop-
ment; I initiated and directed the design of a high-tech digital global telecommunica-
tions system which required me to organize extensive collaboration and cooperation
among engineers from various competing telecommunications giants. With a partner, I
pioneered the concept of and then developed Alabama’s first “business incubator”
for start-up businesses; after we transformed the concept into a successful operating
reality, I became a consultant to 25 foreign countries and a guest lecturer on
entrepreneurism at Alabama University’s School of Business.

Subsequently, I was recruited by a consulting firm to market and sell industrial
buildings and sites for clients such as Burlington Industries, Cone Mills, Jefferson Pi-
lot, and NationsBank. In addition to utilizing my strong negotiating and com-
munication skills, I was involved in planning Alabama’s largest commercial devel-
opment, and I provided leadership in creating a state-of-the-art retirement com-
munity based on extensive input from both the public and private sectors.

Most recently I have utilized my proven visionary thinking skills and creative
conceptual abilities in simultaneous jobs as a Business Manager/Property Manager and
General Manager for two separate businesses. Although I am excelling in handling
these responsibilities, I am eager to take on new challenges. I am single and will cheer-
fully relocate and travel as your needs require. With an outstanding personal and
professional reputation, I offer a proven ability to take an idea and transform it into
a viable operating entity.

I could make valuable contributions to your organization, and I hope you will
contact me. I have a strong bottom-line orientation and outstanding references.

Sincerely,

Martha Woolcott
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MARTHA WOOLCOTT
1110° Hay Street, Fayetteville, NC 28305 * preppub@aol.com * (910) 483-6611

OBJECTIVE

EDUCATION

AFFILIATIONS

EXPERIENCE

PERSONAL

To benefit an organization that can use a creative problem-solver and resourceful manager
with excellent negotiating skills along with a proven ability to transform ideas into operat-
ing realities while maximizing profitability and satisfying customers.

B.S. in Political Science, magna cum laude, Alabama University, Macon, AL, 1980.
Numerous executive development courses in communication/supervision, 1980-1997.

Have been prominent as a leader in state, local, and business organizations:

* Appointed to a Macon County Strategic Planning Commission; was active in site
selection for a major shopping center; recruited new business to the county; and am
developing feasibility plans for a small industrial and business park.

* Developed Alabama’s first business incubator for start-up businesses; became a leading
spokesperson in the state for entrepreneurial development and also became a consult-
ant on the federal and state level to 25 foreign countries.

e Sold 2,000 acres of land for construction of an innovative and comprehensive new
retirement community after working extensively with legislators, retirement groups,
and numerous public officials to sell them on the concept.

Am excelling in management roles in two separate organizations:

1993-present: GENERAL MANAGER. Quality Lawn & Garden, Macon, AL. Combined my

strategic planning skills with my management ability in identifying a need and a niche for this

successful business; started “from scratch” a business which grossed $250,000 in its fourth year.

e Manage a diversified company which provides landscaping services to 50 new homes
annually while managing a retail garden center which sells top-quality trees, flowers,
and gardening supplies; also operate a related side business which rakes, bales, and
markets 50,000 bales of pine straw a year.

e Hired, trained, and managed a work force of between 6-10 employees.

1991-present: BUSINESS MANAGER/PROPERTY MANAGER. Bryson’s, Inc., Macon,
AL. Represent a diversified multiplex consisting of a furniture store, grocery store, and
rental properties; negotiated the multimillion-dollar sale of 200 acres of prime commercial
property; developed infrastructure plans and obtained permits/inspections in spite of
complicated county procedures.

*  Sold prime commercial sites for a service station and an auto parts business.

VICE PRESIDENT & BROKER. XYZ Industrial Relations, Lincoln, AL (1986-91). Mar-

keted and sold industrial buildings and sites for such clients as Burlington Industries, Cone

Mills, Jefferson Pilot, and NationsBank while providing the key leadership in two major projects:

*  Project 1: Assembled a 28,000-acre parcel of land, devised plan for infrastructure and
funding and then wrote and presented a proposal to the Governor for Alabama’s largest
planned commercial development.

*  Project 2: Pioneered the development of new concepts now routinely used in many
retirement communities; obtained several patents on designs for handicapped
bathrooms and kitchens while also inventing new concepts in financing retirement liv-
ing which banks and insurance companies now accept; sold 2,000 acres of land for a new
“model” retirement village after engaging public and private sector leaders in
“think-tank” activities which ultimately led to their support of the project.

REAL ESTATE BROKER. Trainor Realtors, Duluth, AL (1981-86). Was consistently in
the Top Ten in the county in sales and listings with over $5 million annually.

Can provide outstanding personal and professional references. Single and will relocate.
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Call Center Sales
Representative Seeking
Position in Another State
with Current Employer

This talented individual has
distinguished herself in
call center sales where

she is responsible for
training and developing
other sales
professionals. She is
relocating with her
husband and she is using
this cover letter and
resume in an attempt to
continue her career with
her employer in another
location.

Date

Exact Name of Person

Title or Position

Name of Company

Address (number and street)
Address (city, state, and zip)

Dear Sir or Madam:

With the enclosed resume, I would like to make you aware of my interest in ex-
ploring opportunities with MCI in the Columbia area. I would like to relocate to Colum-
bia for family reasons, and I would very much like to continue my distinguished track
record of employment with MCI.

As you will see from my resume, I have worked for MCI in a call center environ-
ment in Portland, OR. I began as a Sales Representative and was promoted to Cus-
tomer Service Representative and Sales Manager. In my current position, I handle es-
calated calls on a daily basis, and I have become known for my tactful and resourceful
style of dealing with the public when a customer situation requires the intervention of a
manager. I have received three Customer Commendations from customers who have
written to voluntarily praise my initiative and effectiveness in resolving their prob-
lems. I have also received three Outstanding Sales Awards for excellent performance in
sales as well as a “MCI Values Excellence” on-the-spot award from my coworkers.

In my previous positions prior to joining MCI, I refined my communication and
problem-solving skills working in human services, employment services, and medical
insurance services. In those fast-paced environments, I learned to make rapid decisions
under tight deadlines, and I refined my ability to work with the public. In one job in a
medical insurance organization, I began as a Claims Clerk and Receptionist and was
rapidly promoted to Lead Administrative Assistant in charge of five people while we
worked as a team to support a 20-person sales staff.

Since joining MCI, I have excelled in all aspects of working in sales and in a call
center environment. I have completed numerous training courses sponsored by MCI,
and I have also completed numerous courses in my spare time in order to strengthen my
customer service and management skills.

I hope you will contact me if you can use my experience and expertise in your
Columbia office. I would be delighted to make myself available for a personal interview
at your convenience. You may feel free to call me at my work number, which I have

provided on my resume along with my home number.

Sincerely,

Lucille E. Madoff
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LUCILLE E. MADOFF
1110° Hay Street, Fayetteville, NC 28305 . preppub@aol.com * (910) 483-6611

OBJECTIVE

EDUCATION

TRAINING

EXPERIENCE

PERSONAL

To benefit an organization that can use a highly experienced customer service and sales
professional with call center expertise who offers a proven ability to resolve customer problems.

Completed two years of college courses toward Bachelor of Science degree in Psychology with
minor in Personnel and Organizational Leadership, Oregon State University, Corvallis, OR.
e Completing degree in my spare time as my demanding work schedule permits.

Excelled in these and other training programs at MCI’'s University of Excellence:
Telephone Techniques-Determining Caller Needs Telephone Techniques-Curt to Courteous

LTD Consumer Features-Phase I & II Telephone Techniques-Incoming Calls
Telephone Techniques-Five Forbidden Phrases Extraordinary Customer Relations
Incoming Demand Service Representative-Sales  Developing MCI Leaders

Basic Telephony The MCI Story

Selling Naturally Windows/Excel: Parts I & 11

MCI ION General Overview Big Eight—NCO Certification

¢ On my own initiative, have attended seminars to refine my management and communi-
cation skills which included: The Organized Employee; Telephone Skills; Non-Violent
Crisis Intervention; Diamonds in the Ruff

Have excelled in a track record of promotion with MCI, Portland, OR (1998-present).

March 2000-present: CUSTOMER SERVICE REPRESENTATIVE & SALES MANAGER.

Was promoted to oversee other customer service representatives and to provide a manage-

ment presence in difficult customer situations.

¢ Havereceived three Customer Commendations from customers who voluntarily wrote
to MCI describing my initiative and resourcefulness in resolving their problems; have
received three Outstanding Sales Awards for my excellent performance on a team
which exceeded sales objectives in March, July, and November 2000. Also received an
“MCI Values Excellence” on-the-spot award from my coworkers.

e Handle escalated calls on a daily basis.

e Assist with training of new hires; provide individual development training requested by
managers.

¢ Consult on customer account/billing scenarios and handle scheduling.

e Work closely with Pic Lab to identify and correct system errors/glitches.

1998-March 2000: SALES REPRESENTATIVE. Began with MCI in this job in which I
was the primary contact with customers for new service or for changes in existing service;
educated the public as I marketed Local Telephone Division (LLTD) products and services,
long distance, PCS wireless, and Earthlink (ISP) services.

¢ Consulted on customer account/billing scenarios.

¢ Consistently achieved 150% of my sales objectives monthly.

HUMAN RESOURCES TECHNICIAN. Oregon Behavioral Services, Eugene, OR (1997-
98). Worked one-on-one with children diagnosed with behavioral problems using positive
reinforcement to change their behavior; documented behavior patterns and reaction to stimuli.

Can provide outstanding personal and professional references. Will relocate and travel as

extensively as my employer’s needs require. Known as outgoing, reliable, courteous indi-
vidual with impeccable character, unlimited initiative, and a desire to create value.
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Catering and Dining
Services Manager

This is an excellent example
of an all-purpose resume
and cover letter. The cover
letter is designed to make
this individual appealing to
employers in numerous
industries, and the
Objective on the resume
highlights skills and abilities
which are transferable to all
types of work
environments. Notice how
the Personal Section of the
resume emphasizes his
ability to adapt easily to
new environments—a
subtle hint that he is in
career change.

Date

Exact Name of Person

Title or Position

Name of Company

Address (number and street)
Address (city, state, and ZIP)

Dear Exact Name of Person: (or Dear Sir or Madam if answering a blind ad.)

Can you use an articulate, detail-oriented professional who offers outstanding
abilities in the areas of sales program development and management, financial
management, and the training and supervision of employees?

You will see by my enclosed resume that I have built a track record of
accomplishments with Holiday Inn Management Services where I am currently the
Account Director at Yale University in New Haven, CT. During my six years in this
position I have reduced labor costs and increased auxiliary sales while overseeing a
program with a $900,000 annual operating budget. I oversee two supervisors and a
30-person staff which provides resident dining, catering, conference, and retail din-
ing services on a private college campus.

In addition to my business, inventory control, personnel, and human resources
management responsibilities, I also am heavily involved in the development and man-
agement of promotional materials and programs. I have refined natural verbal and
written communication skills while acting as liaison between corporate headquarters
and the university, training and dealing with employees, and handling customer ser-

vice activities.

I believe that you would find me to be an articulate professional with the ability to
learn quickly and apply my organizational skills and common sense.

T hope you will welcome my call soon to arrange a brief meeting at your conve-
nience to discuss your current and future needs and how I might serve them. Thank you

in advance for your time.

Sincerely yours.

Callahan Warren

Alternate last paragraph:

I hope you will call or write me soon to suggest a time convenient for us to meet
and discuss your current and future needs and how I might serve them. Thank you in
advance for your time.
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CALLAHAN WARREN

1110° Hay Street, Fayetteville, NC 28305 + preppub@aol.com * (910) 483-6611

OBJECTIVE

EXPERIENCE

EDUCATION &
TRAINING

CERTIFICATION

PERSONAL

To offer my expertise in reducing costs as well as increasing profits and customer satisfac-
tion while displaying exceptional sales, leadership, and financial management abilities
and refining organizational, training, and time management skills.

Built a track record of accomplishments with Holiday Inn Management Services at Yale Uni-

versity, New Haven, CT:

SALES MANAGER & ACCOUNT DIRECTOR. (1996-present). In this role, have

reduced total labor costs more than $96,000 while operating a $900,000 program providing

this campus with resident dining, catering, conference, and retail dining services.

*  Provided outstanding customer satisfaction in all areas of dining services with a staff of
two supervisors and approximately 30 employees.

e Increased Operating Profit Contributions (OPC) from $25,000 to $90,000 and auxiliary
sales to more than $228,000 by identifying opportunities, developing strategy, and imple-
menting new plans.

* Polished managerial abilities while developing budgets and business plans along with
making revisions in procedures which led to increases in sales and production.

e Managed a procurement program for more than 1,000 line items.

* Reconciled profit and loss statements and balance sheet management.

e Supervised accounts payable and receivable, payroll, and weekly financial reports sent
to the corporate office while acting as liaison between the corporation and client.

e Assisted the regional sales director in the development of sales proposals by using sales
and cost analysis modules.

* Used my communication skills to prepare brochures, calendars, and other promotional
materials as well as in the development of a client communication manual.

FOOD SERVICE MANAGER. (1993-96). Gained exposure to a wide range of day-to-day

operational activities related to campus dining, catering, and conference food services.

e Applied time management and organizational skills overseeing fiscal areas of operations
which included purchasing as well as inventory, labor cost, and cash-handling controls.

* Handled additional activities ranging from vendor specifications, to menu development
and implementation, to promotions and marketing, to catering, to sanitation and safety.

e Updated the automated procedures which reduced unit labor costs.

* Implemented a computerized system used to handle associate payroll, accounts payable,
accounts receivable, and billing.

MANAGEMENT TRAINEE. (1993). As a food service management trainee, became famil-

iar with customer service, scheduling, and employee training.

STUDENT MANAGER. Holiday Inn Management Services, Davis University, Au-
gusta, SC (1992). Hired by the corporation while attending the university, was in charge of
food-handling controls and supervised 10 part-time employees.

B.A., Business Administration (minors: Marketing and Finance), Davis University, SC, 1992.
Completed extensive corporate training programs in major areas of emphasis including:

Public relations Safety training Human resource management
Sales & cost analysis Internal accounting systems  Labor productivity I and II
Total Quality Management 1 and II Diversity/sensitivity training
Hazard Analysis Critical Control Points (HACCP) Food handling/food-borne illness

Am a licensed food handler with certification in food-borne illness.

Fast learner capable of easily adjusting to new environments. Excellent references.
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Commerdal
Products Sales

This talented individual
could do many things—
and has done many
things, including
founding a successful
company. Now he has
decided that he wishes to
pursue a career in sales
and marketing, so this
resume and cover letter
emphasize his dynamic
personality, sales
accomplishments, and
marketing know-how
rather than his
management abilities.
(He has decided that
he would rather not
manage other

people, if he can avoid
it!)

Postscript: This is a
good resume to
illustrate how to make
the decision about
whether to put the
Education or
Experience section
after the Objective. If
your experience is
more impressive than
your education (as his
is), then put your
Experience section
ahead of Education on
your resume.

Date

Exact Name of Person

Title or Position

Name of Company

Address (number and street)
Address (city, state, and zip)

Dear Exact Name of Person: (or Sir or Madam if answering a blind ad.)

With the enclosed resume, I would like to formally make you aware of my interest
in your organization. As you will see, I have excelled in jobs which required originality
and creativity in prospecting for new clients, business savvy and financial prudence
in establishing new ventures, as well as relentless follow-through and attention to de-
tail in implementing ambitious goals.

I was recruited for my current job when the company decided that it wanted to set
up a new commercial division and needed someone with proven entrepreneurial skills
and a make-it-happen style. Under my leadership we have set up a new commer-
cial division which has targeted the healthcare and pharmaceutical industry as
a primary customer base in addition to major financial institutions and large cor-
porations. Although I now manage several individuals, I personally prospected for the
initial accounts and I discovered that my extensive training and background related to
chemicals and microbiology was of great value in interacting with healthcare industry
decision makers.

Although I can provide outstanding personal and professional references and am
being groomed for further promotion within my company, I have decided that I wish to
transfer my skills and knowledge to the healthcare industry. You will notice from my
resume that I have been a successful entrepreneur and previously started a company
which I sold to a larger industry firm. I succeeded as an entrepreneur largely because
of my ability to communicate ideas to others, my strong problem-solving skills,
and my naturally outgoing and self-confident nature. [ am certain I could excel in the
healthcare industry in any role which requires extraordinary sales, marketing,
and relationship-building abilities.

If my background interests you, and if you feel there is a suitable position in your
organization in which you could make use of my sales and marketing strengths, I hope
you will contact me to suggest a time when we might meet to discuss your goals and
how I might help you achieve them. Thank you in advance for your consideration

and professional courtesies.

Yours sincerely,

Parsival Flanagan
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PARSIVAL FLANAGAN

1110° Hay Street, Fayetteville, NC 28305 * preppub@aol.com * (910) 483-6611

OBJECTIVE

EXPERIENCE

EDUCATION

PERSONAL

To contribute to an organization that can use a dynamic professional who wishes to transfer

my exceptionally strong sales and marketing abilities to the pharmaceutical industry.

MANAGER, COMMERCIAL DIVISION. Drayton Enterprises, Augusta, ME (1995-
present). Was aggressively recruited by this company which wanted to establish a new
commercial division targeting the healthcare and pharmaceutical industry as a primary client
base; provided the leadership in developing the strategic plan for the new division which has
annual revenues of more than half a million dollars; now manage several technicians and sales
reps.

*  Personally prospected for all the initial accounts.

e Utilized my background and extensive training in chemicals and microbiology to

facilitate my sales effectiveness in the healthcare and pharmaceutical industry.

¢ Excelled in building relationships through creative lead generation, astute needs as-

sessment and fulfillment, and strong skills in closing the sale.

FOUNDER/PRESIDENT. Termites Undone, Inc., Richmond, VA (1988-94). Started “from
scratch” a company which was bought out by one of the largest pest elimination service
companies in the country.

*  Succeeded as an entrepreneur and business manager in a highly competitive industry
because of my ability to communicate ideas to others, my problem-solving skills, my
ability to formulate new ideas based on information obtained from multiple sources, and
my outgoing and self-confident nature.

* Handled all financial matters including budgets, profit-and-loss quotas, tax planning,
insurance, and purchasing.

e Acquired considerable experience in dealing with government regulatory agencies and

in preparing the paperwork necessary to document programs in critical situations.

VICE PRESIDENT OF SALES AND TRAINING. Dana Exterminating Company, Inc.,

Augusta, GA (1980-88). Was a major force in the company’s growth for over eight years;

helped establish formal training and hiring policies.

e Began in sales and in my fourth year was promoted to supervisor responsible for 15
individuals, project management, as well as equipment maintenance and troubleshooting.

* In my fifth year was promoted to Vice President of Sales & Training responsible for
setting/achieving branch goals, defining/implementing training programs, as well as over-

seeing safety and vehicle/equipment maintenance.

More than two years of college coursework at Maine University; courses included biology
and social sciences, accounting and economics.

e  Corporate sales and technical training sponsored by leading firms.
Business skills include marketing and sales, starting up new business operations, selecting

and training employees, controlling inventory, purchasing materials, preparing strategic

plans, dealing with regulators, accounting and financial control.
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Communications Sales

This young professional
has specialized in
telecommunications sales
and is seeking to explore
opportunities with other
industry firms. He is not
certain whether he wants
to take on a high-powered
sales job or pursue a sales
management position.

Date

Exact Name of Person
Exact Title

Exact Name of Company
Address (number and street)
Address (city, state, and zip)

Dear Sir or Madam:

With the enclosed resume, I would like to introduce you to my background as an
articulate young professional who offers a track record of advancement and exceptional
sales, organizational, and customer service skills which have allowed me to prosper in
challenging telecommunications environments.

As you will see from my resume, I am currently excelling as Regional Sales Man-
ager in a two-state region for a large telecommunications/paging services company.
When I took over this operation, our dealer accounts were lagging far behind forecasted
sales levels; by creating an entirely new plan for our dealer format and implementing
innovative new marketing plans, our dealer sales have more than tripled. Prior to this
position, I was asked by the owner of the company to assume the leadership role in our
Bedford location, which he was on the verge of closing due to its poor performance.
Within a matter of months I had uncovered and resolved most of the problems contrib-
uting to the store’s decline and was producing the highest profit and the largest net
gain of any retail location.

In these and earlier positions, I have shown a commitment to excellence and a
work ethic which resulted in unusually rapid advancement with my employers. My
exceptional customer service skills, sales and problem-solving ability, and strong bot-
tom-line orientation have contributed to my continued success and that of my employ-
ers. But I feel that it is my willingness to do whatever is required to ensure the
company’s goals are met that has been the key to my achievements.

If you can use an accomplished young professional with proven ability in sales,
customer service, and management, then I hope you will welcome my call soon when I
try to arrange a brief meeting to discuss your goals and how my background might

serve your needs. I can provide outstanding references at the appropriate time.

Sincerely,

Adam Henke
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ADAM HENKE
1110° Hay Street, Fayetteville, NC 28305 * preppub@aol.com * (910) 483-6611

OBJECTIVE

EDUCATION

EXPERIENCE

PERSONAL

To benefit an organization that can use an articulate communicator and accomplished young
professional with exceptional organizational and problem-solving skills who offers a track

record of success in sales, account management, personnel management, and telemarketing.
Completed two years of college course work in prelaw, Leavonworth College, Alstead, NH.

With Northstar Communications, have advanced to positions of increasing responsi-

bility while playing a key role in increasing sales and profitability:

2000-present: REGIONAL SALES MANAGER. Manchester, NH. Promoted after excelling

as General Store Manager and Area Sales Manager; tripled dealer sales while servicing

existing accounts, developing new business, and reviving dormant accounts in New Hamp-

shire and Vermont.

e Perform account management for more than 100 dealers in a two-state region; provide
inventory management, ordering, and pricing for each store.

* Develop innovative and effective marketing plans, creating different promotions for each
distinct market area; deliver and set up point-of-purchase (POP) displays.

e Track dealer’s customer payments and sales figures; collect on account balances.

e Completely redesigned the dealer program, authoring new policies and procedures as
well as creating and implementing new marketing concepts.

* Organized a sales seminar for clients, to increase market penetration and profitability
by ensuring that all components of the sales force are presenting our services effectively.

¢ Reversed declining dealer sales, effecting a 55% increase in only three months; rebuilt
the company’s reputation and established rapport with previously dissatisfied customers.

1998-2000: GENERAL STORE MANAGER. Bedford, NH. While simultaneously serving

as Regional Manager for a two-state market, orchestrated a complete turnaround in sales

and profitability in the Bedford retail location by providing strong leadership, accountabil-

ity, and controlling inventory and labor costs.

* Directed the sales and support staff; interviewed, hired, and trained new employees as
well as developing work schedules based on sales forecasts to control labor costs.

e Maintained careful control over inventory management, tracking sales to determine
appropriate stock levels and overseeing all ordering of merchandise.

* Implemented stronger loss prevention measures, including general preventive methods
and documentation and accountability procedures which decreased employee theft.

e Became adept at resolving problems with difficult customers in a tactful manner.

e Updated and maintained a customer database of more than 2,000 customers; turned
around this troubled operation and increased store profit by 7.25%.

1998: AREA SALES MANAGER and CUSTOMER SERVICE REPRESENTATIVE.

Swanzey, NH. Hired as a Customer Service Representative, was quickly promoted to man-

age an established account list of 25 dealers while developing new business; set up point-of-

purchase displays and delivered products throughout the Swanzey area.

e Tracked and logged repair requests, sales request and activations, and account orders;
performed inventory management and collections on account balances.

*  Built excellent working relationships with new and existing clients; developed an excel-
lent rapport with several clients that had been considered “difficult.”

Excellent personal and professional references are available upon request.
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Consumer Products Sales,
Outside Sales

This young professional has
proven her sales credentials
by selling consumer
products for a major
company. Now she would
like to transfer her sales
skills to another industry
and is aiming specifically at
the pharmaceutical
industry.

Date

Exact Name of Person
Exact Title

Exact Name of Organization
Address

City, State Zip

Dear Exact Name: (or Dear Sir or Madam)

With the enclosed resume, I would like to make you aware of my strong inter-
est in the job of Pharmaceutical Sales Representative. It has been my goal for some
time to enter the field of pharmaceutical sales, and I believe you will see from my
resume that I offer skills and experience which could make me very successful in the
job.

In my current job as Unit Business Manager with Proctor & Gamble, I am excel-
ling in an outside sales position which involves calling on the buyers for chains and
retail stores and military accounts in a territory which covers 35 counties in Virginia.
My territory includes 100 retail stores, 9 indirect headquarters, and three military re-
tail commissaries. Because of my persistence and initiative, I have been responsible for
numerous accomplishments including achieving the distribution of all new items in all
stores; increasing the facings for all Proctor & Gamble brands in all stores. I have also
achieved “gold standard placement” for all Proctor & Gamble brands while achieving
the suggested retail price for all Proctor & Gamble brands in all accounts.

Most of my success in my current job has been due to my enthusiastic attention to
detail as well as my relentless persistence of the highest goals. Especially in my mili-
tary accounts, I had to compete against strongly entrenched competitors who had been
in the business for more than 20 years. Persistence and relentless marketing paid off,
and I have succeeded in obtaining more than my fair share of shelf space for Proctor &
Gamble despite stiff competition and strongly entrenched traditions.

In my previous job as a National Account Representative with American Careers,
I achieved 130% of my sales goal in my first full year while also being honored as “Job
Fair Coordinator of the Year” for my efforts in planning and coordinating the Houston
job fair.

I hope you will contact me to suggest a time when we might meet to discuss your
needs and goals and how I might help you achieve them. I can provide excellent refer-

ences, and I thank you in advance for your time.

Yours sincerely,

Sharron A. Howard
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SHARRON ANN HOWARD
1110° Hay Street, Fayetteville, NC 28305 * preppub@aol.com * (910) 483-6611

OBJECTIVE

EDUCATION

EXPERIENCE

PERSONAL

To apply my sales and communication abilities to an organization in need of a mature young
sales professional who offers a talent for training and teaching others as well as a reputation
as a creative thinker and good listener with a high level of enthusiasm and energy.

Bachelor’s degree, Elementary Education, the College of Fairfax, Fairfax, VA, 1996.

UNIT BUSINESS MANAGER (OUTSIDE SALES). Proctor & Gamble, Arlington, VA

(1999-present). Am excelling in an outside sales position which involves calling on the buy-

ers for grocery store chains and their retail stores in a territory which covers 35 counties in

Virginia; my territory includes 100 retail stores, 9 indirect headquarters calls for grocery

store chains, and three military commissaries.

e Plan and organize my time and schedule appointments for maximum profitability.

«  When calling on retailers, maintain vigilant control of pricing, missing items, new op-
portunities to sell newly approved products, correct implementation of planogram and
stock rotation, and problems or opportunities created by new competitive activity.

¢ When calling on indirect headquarters, am skilled in presenting new items, negotiating
where that item would be placed in the appropriate category, developing pricing, ensur-
ing a full share of shelf on planograms, and coordinating promotions with appropriate
retail reductions.

¢ When calling on military accounts, am responsible for managing vendor stockers at each
account; as a Unit Business Manager, am responsible for hiring my own vendor stockers
and paying them according to how many cases they stock on the shelves. Develop incen-
tives to encourage vendor stockers to stock as many cases as possible.

¢ Have excelled in selling to military accounts despite the overwhelming competition and
have succeeded in obtaining more than my fair share of shelf