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Your cover letter is what decides if a company looks at your resume, contacts you for an interview, or gets
you placed in the rejection pile. Knowing that, it is important to create a well-written, eye-catching letter that
sells your achievements and job skills to impress the recruiter. However, many people are unable to
effectively translate their thoughts into words when faced with the task. That is where The Complete Guide
to Writing Effective Resume Cover Letters comes in. With this book you will be able to craft a letter that
will undoubtedly land you the interview.

In this new book, you will learn how to address your letter, how to grab the reader s attention immediately,
how to format your letter, how to choose the font, how to be professional but persuasive, how to choose the
type of paper, and how to target your letter. You will also learn about writing the different kinds of letters,
including those in response to a classified advertisement, those in response to a blind advertisement, those
sent to employment agencies, cold letters, and broadcast letters; writing style guidelines; what to include in
your letter; writing for an online audience; cover letter styles; and common mistakes recruiters abhor.

Additionally, you will find examples of effective and ineffective letters, proven tips for making your letter
stand out, sample phrases to use, and letters for new graduates, for professionals, and for those changing
careers. Also included are samples specific to job industries, including administration and clerical;
accounting; banking and finance, government; health care and social services; hospitality and food service;
human resources; law enforcement and legal; manufacturing; sales, marketing, and customer service; skilled
trades; technology; and science and engineering.

The companion CD-ROM is packed with samples and worksheets to help you brainstorm and create a
successful cover letter. By following the step-by-step instructions outlined in The Complete Guide to Writing
Effective Resume Cover Letters you will ensure that your letter will impress the recruiter and that you will
be contacted for an interview. In the end you will create a tool that will be of enormous importance to you in
your job search.    The companion CD-ROM is included with the print version of this book; however is not
available for download with the electronic version.  It may be obtained separately by contacting Atlantic
Publishing Group at sales@atlantic-pub.com

Atlantic Publishing is a small, independent publishing company based in Ocala, Florida. Founded over
twenty years ago in the company president’s garage, Atlantic Publishing has grown to become a renowned
resource for non-fiction books. Today, over 450 titles are in print covering subjects such as small business,
healthy living, management, finance, careers, and real estate. Atlantic Publishing prides itself on producing
award winning, high-quality manuals that give readers up-to-date, pertinent information, real-world
examples, and case studies with expert advice.  Every book has resources, contact information, and web sites
of the products or companies discussed.
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From reader reviews:

Patrick Sherman:

Throughout other case, little individuals like to read book Complete Guide to Writing Effective Resume
Cover Letters: Step-by-Step Instructions With Companion CD-ROM. You can choose the best book if you
appreciate reading a book. Given that we know about how is important a book Complete Guide to Writing
Effective Resume Cover Letters: Step-by-Step Instructions With Companion CD-ROM. You can add
knowledge and of course you can around the world with a book. Absolutely right, because from book you
can understand everything! From your country until finally foreign or abroad you can be known. About
simple matter until wonderful thing you could know that. In this era, we can open a book as well as
searching by internet device. It is called e-book. You should use it when you feel bored stiff to go to the
library. Let's learn.

Mike Greene:

What do you concentrate on book? It is just for students because they are still students or it for all people in
the world, exactly what the best subject for that? Simply you can be answered for that query above. Every
person has diverse personality and hobby for every single other. Don't to be pressured someone or something
that they don't want do that. You must know how great as well as important the book Complete Guide to
Writing Effective Resume Cover Letters: Step-by-Step Instructions With Companion CD-ROM. All type of
book are you able to see on many options. You can look for the internet options or other social media.

Donald Cortes:

Why? Because this Complete Guide to Writing Effective Resume Cover Letters: Step-by-Step Instructions
With Companion CD-ROM is an unordinary book that the inside of the publication waiting for you to snap
the idea but latter it will surprise you with the secret the idea inside. Reading this book beside it was fantastic
author who all write the book in such remarkable way makes the content inside of easier to understand,
entertaining means but still convey the meaning fully. So , it is good for you for not hesitating having this
anymore or you going to regret it. This amazing book will give you a lot of benefits than the other book have
got such as help improving your talent and your critical thinking approach. So , still want to hesitate having
that book? If I were being you I will go to the guide store hurriedly.

Paulette Wang:

Is it you actually who having spare time in that case spend it whole day through watching television
programs or just lying down on the bed? Do you need something new? This Complete Guide to Writing
Effective Resume Cover Letters: Step-by-Step Instructions With Companion CD-ROM can be the answer,
oh how comes? A fresh book you know. You are and so out of date, spending your free time by reading in
this brand new era is common not a nerd activity. So what these publications have than the others?
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