                                          Resume Template







Your Name








Your Address

                                  landline phone number    cell phone number        e-mail address    

Objective: (Generally Omitted)
Experience:

Month, Year – Present Name of Company

Title:     

Write about your Duties and Responsibilities. Three or four sentence paragraph.       
Experience: 

Month, Year – Present Name of Company 

Title:    

Write about your Duties and Responsibilities. Three or four sentence paragraph.     

Education: 
References:  Upon Request

Developed by Ben D’Arrigo – Consultant, from The Job Solution by Tony Beshara

 The Cover Letter

The purpose of the cover letter is to briefly introduce the highest points as to why you should be interviewed, as well as accentuate the facts in your resume that might be most important to the prospective employer to whom you sending it.

Mr. or Ms. ________________


You should read my resume and interview me because:


●  I have ten solid years of experience in you business.


●  I have been a top performer.


●  I give you dependability, leadership, passion, and commitment

Read my resume and interview me this week.

Sincerely,

Candidate’s Name

                         When You Had a Conversation with Someone

Dear Mr. or Ms. ________________


Our discussion today was brief but informative.


You stated that:


●   You wanted someone who had at least ten years of experience in your 

                  business – I have twelve!


●   You wanted someone who was a top performer – I have been on for 


      twelve years! 


●   You wanted someone with leadership skills, dependability, passion, and 

                  commitment – I have all of these!


Read my resume where I have highlighted my experience, performance,

            leadership, dependability, passion, and commitment.  My resume documents 

            the proof of my attributes.

Sincerely,

Candidate’s Name

**Following up this type of cover letter and resume with a phone call is more likely 

    to secure the interview!
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