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5.5 Sample Cover Letters

Figure 5.8 Sample 1—Brian Thanis

Brian Thanis
50 Dairy Street
Austin, Texas 55555

Mr. Avis, Director of Campus Recruiting
Novartis

555 Health Way

Parsippany, New Jersey 55555

May$6,2011
Dear Mr. Avis:

1am writing to apply to your summer intern program that | researched via the Vanderbilt Career Services
Office. Novartis is a company | have followed for many years and | am impressed with your drug pipeline and
your culture of excellence. | am currently a freshman at Vanderbilt, with an expected graduation date of
Spring 2014.1 ly a bi dical i major, with in chemistr livaric ulus,
physics, and programming.

The strengths | bring to your company include:

+ Analytical Skills: | am confident in my knowledge of advanced math and science. I received a 5 on my
Advanced Placement BC Calculus exam at SI Academy (high school), as well as two 4s in both Physics.
exams. At Vanderbilt, | currently have an A in physics, and am looking forward to the various engineering
courses that | will be taking that will require me to use my knowledge of math and science.

served asa in student four years of SI Academy
i . and | served as the Vice President of my
Club. led in activities as well. | was the tr leader in band for all four years
and the JV. Basketball Captain my sophomore year. | also served as a member of the School Safety and
Leadership Committee and | was one of only from my school selected to participate i
aRussian exchange.

Communication and Teamwaork: In my first semester at Vanderbilt, | took a class that was splitinto three
individual engineering modules and my teams built  toy car, a model building, and researched various
types of medical equipment, making presentations on all of them. I every instance, deadlines were met,
and my teams received two grades of an A and one of a B In addition to the great work we accomplished,
we ensured we helped each other at every turnt

In closing, | am a strong match for your internship program asit fits very well with my biomedical

i i iitand | that | would make a perfect candidate for your team. |
am excited at the prospect of working for is and should you have any questions, please don't hesitate
to contact me at the e-mail address or phone number below.

Sincerely,

Brian S. Thar
brian.s.thanis@vanderbilt.edu
555.555-5555

Refer to matching resume at the end of Chapter 4

Figure 5.9 Sample 2—Alyse Day

Alyse Day
34 East Terrace
Staten Island, New York 10312

August 11,2011
Dear Dr. Stella:

I'm writing to you regarding your Dental Assistant and Dental Receptionist position that | researched on
CareerBuilder. | currently attend college in the evening, and | am excited about this full-time opportunity. |
would be an excellent fit because | have the strengths necessary to succeed, including interpersonal and
ccommunications skills in addition to a passion for the health-care industry. My strengths are demonstrated
in the examples below:

My interpersonal skills are exceptional. Last summer, | was a camp counselor at Child Activities Unlimited.
My day-to-day responsibilities included working closely with children who had all types of issues, from
being homesick to not feeling well, to wanting to explore every single activity we offered. | interacted
well with them and their parents, ensuring open communication, a focus on safety, and a caring attitude
forall.

Irespect and am inspired by health-care professionals, so | have genuine interest in this work. | was a
runner on my school’s track team, and when | had a leg injury last year, | was amazed by how the team of
rehab professionals partnered with me until | was able to run again.

My work ethic i very strong, as | ensure the gift store at University Hospital is impeccably clean and in
complete order. There isn't a job too small or too big for me to manage, and | appreciate adding
responsibilities to what | already manage.

In reviewing your job description, | am confident in my ability to complete all of the tasks mentioned. The
only qualification | do not currently have is proficiency in taking x-rays, however, | am a very quick study, and
I know | can do well with minimum training. In addition, I'm energetic, very willing to learn, and always give
a110% effort. | will call you in a week to follow up, but in the meantime, please feel free to contact me at
your convenience.

Sincerely,

Alyse Day
555.555.5555
alyse.day555@verizon.net
Refer to matching resume at the end of Chapter 4

Figure 5.10 Sample 5—Louise Ng



LouiseNg
Flat 2D Miami Way, 5555 Greenwich Infet
Hong Kong

Human Resource Director
Ogilvy Public Relations Worldwide

231d Floor, The Center 99 Queen's Road Central, Hong Kong
Hong Kong

August 18,2011

Dear Hiring Manager:
I graduated
of London, with a major
 company nd |
 Diesel.
s Eventually
companies.
o i Richard Ell
Al
jth the HKHA,
- Teamwork w
effective!
ofitable.
busi Is.In addition, t school,
complete a qualty project on time.
g
ith Ogilvy,
tofollow

e-mail address.
Sincerely,
Loui

iseNg
louisengSSegmail.com
+555 55555555

Enclosure
Refer to matching resume at the end of Chapter 4

Figure 5.11 Sample 4—Helen Pattly

Helen Patty.
33 West Terrace
Washington, DC 22202

Business for Social Responsibility
555 Moral Way
Chicago, IL 55555
August 11,2011
Dear Hiring Manager:
1am writing to apply for the position of Associate in Advisory Services, at the Business
Social .1 was advised to apply for thi . Ron
ident of ising at your
crc

Ihave a passion for corporate social responsil
ALCTC, |
global advocacy campaigns to ensure that vital issues stay at the forefront of the
media.For examle, I worked onthe media peces for the Komen Community
o A ol d 5 e i

ility, as | know it to be vital to social
fits and national and

Hill visits, and garnered media coverage in various cities.

Research s vital to what | do. At CTC, while conducting communications audits,

structure. This

d i f iptic i hold

amessaging
and brand.

AUCTC, | have thrived and by d in a fast-paced,

Lastly,| tudy
i da, Spain, France, Austria, Luxembourg, Costa Rica, and

Associate in your Advisory
business. | h

d I to contact me at the e-mail add!
phone number below.

Sincerely,
Helen Patty
555.555.5555
helenpatty@verizon.net

Refer to matching resume at the end of Chapter 4
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