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The Resume And Cover Letter Phrase Book What To Write To Get The Job Thats Right
A resume and cover letter are your marketing tools to make an impact on a potential employer and secure an interview. There are literally
hundreds of books on the market with good advice about how to write effective resumes and cover letters, each with a different opinion on
style and content. Increase your interview chances, stand out from the crowd, apply for formal jobs, and most importantly - let your
professional story shine and resonate with employers! This book teaches how to create resumes, cover letters, thank you letters, and
powerful keyword scannable/plain text / ASCII resumes - all tightly focused to market your Accounting education and experience relevant to
your career field.
ABOUT THE BOOK If a resume is a window into your past work experience, a cover letter is the tool you use to install it. Cover letters were
once just an after thought, something most people used to simply regurgitate their resumes. In fact, it wasn't until the last decade that cover
letters gained wide acceptance and importance. Today, not only is the cover letter just as important s a resume, it can be the deciding factor
in whether a hiring manager looks at your resume or throws it in the trash. But how do you write the kind of amazing cover letter that will get
you in the door? How can you create a narrative of your professional experience that makes the HR person sit up and take notice? The key is
knowing how to present yourself. It does not matter if you've spent 30 years in the work force or are just entering it: the fact remains that you
need to learn to how convince someone else to interview you. MEET THE AUTHOR The Hyperink Team works hard to bring you high-quality,
engaging, fun content. If ever you have any questions about our products, or suggestions for how we can make them better, please don't
hesitate to contact us! Happy reading! EXCERPT FROM THE BOOK You've probably figured out a few mistakes to avoid already, but you'd
probably be surprised at what many employers are turned off by when reading cover letters: Lack of proofreading. This is a no-brainer, but
many people often miss them, or don't bother to spell check before sending out the cover letter and resume. It's always a good idea to ask a
friend or family member to check your letter for spelling errors and typos to give you a fresh perspective. Not including the name of the hiring
manager. If you don't know who is going to read your cover letter and resume, try to find out. When in doubt, call the company and ask who
the person in charge of that department is so you can target your letter appropriately. Not writing to an audience. Focus each letter on each
employer. According to Career Builder, "44 percent of executives polled said it's common for applicants to use their cover letters to show
they've learned more about the job." Doing so can give you an edge against the competition. Failing to sell yourself. If you undersell your
skills and qualifications, you won't make an impression on the reader. Don't just talk about your accomplishments, give concrete examples.
Regurgitating the resume. Cover letters weren't meant as a tool to repeat everything that's in your resume. It's a tool to build on it, and an
opportunity to correlate your experience with the job you're applying for. Include any training classes, awards, and recognition you've received
in the past that might give you an edge over the competition. Buy a copy to keep reading!
Preparing a rÃ©sumÃ© that will attract prospective employers is a two-part exercise. First comes knowing how to summarize and advertise
one’s skills and background clearly and concisely. Just as important is knowing how to get the most out of a computer’s word processing
software—employing available typesetting techniques to make a rÃ©sumÃ© attractive to look at and easy to read. In today’s job market it’s
better yet if the rÃ©sumÃ© is Internet-friendly and e-mailable. Author Pat Criscito presents a virtually fail-safe 12-step process for producing
that perfect rÃ©sumÃ©v in all formats needed for a job search. Also important is the cover letter that accompanies it, and again, Pat Criscito
tells how to create a dynamic, customized letter that stands out from the crowd. Job seekers who open this book will find scores of model
rÃ©sumÃ© to serve as inspiration for their own, whether they’re seeking that very first job or are experienced professionals looking to
advance their careers.
Designed as the comprehensive guide to cover letter preparation, the 272-page book shows examples of exciting and door-opening cover
letters. The main section of the book shows cover letters by field and industry. For example, job hunters in the accounting field will find
examples of cover letters used to blow doors open in the accounting, banking, and financial community. From aviation, to computer
operations, to management, to sales, to transportation, cover letters tailored to specific fields are illustrated which can be used as "models" or
"templates" for those involved in a job hunt. But what if a job hunter is changing careers or doesn't need a cover letter targeting a specific field
or functional area? There's a section showing examples of all-purpose cover letters, career-change cover letters, cover letters for
entrepreneurs, and cover letters for those seeking their first job. For those seeking advice on how to respond to ads, how to handle questions
about salary requirements, how to request consideration for multiple job openings in the organization, and how to write letters for special
situations, there's a section entitled "Sixteen Commonly Asked Questions About Cover Letters (and Job Hunting)."
"Originally published in hardcover in the United States by Crown Business, New York, in 2017"--Title page verso.
Cover Letter, Resume, and Interviewing Guide written specifically for college students and other first time job seekers. Written by R. Scott
Morris, former CEO of the Boston Options Exchange and Managing Director at Goldman Sachs, Polished outlines the methods for success
and the pitfalls that doom many job seekers. Polished reveals invaluable tips that will make employers notice you! Real life examples from a
seasoned executive will teach you how to put your best foot forward in all stages of the job search, including Cover Letters - create focused,
concise prose that highlights your skills and advances you to the interview Resume - develop insightful techniques that make it easy for
employers to find and understand your key selling points Interviewing - leverage the value of your first impression by crafting your
appearance and articulating your words for maximum effect Career Choice - assess careers and organizations to find the best match with
your own personality and professional goals Polished gives you the tools you need for a successful job search. Scott tells it like it is, from his
unique perspective as a hiring decision maker who has seen thousands of resumes and conducted hundreds of interviews. This book puts his
experience to work for you!
Beat out the competition for the best jobs Create an image of accomplishment, professionalism, and competence that today’s employers are
begging for! Job-seekers have paid hundreds of dollars for the expertise in these dynamic guides—and regarded every cent as well spent!
With these job-landing tools on your desktop, you’ll have the same savvy working for you, for far, far less—with the same great results. 101
Best Resumes packs tried-and-proven advice you’ll use to: *Create a resume that gets you in the door *Target your resume for a specific
positions - over 70 different categories are covered *Experiment with traditional and new formats *More! 101 Best Cover Letters shows you
how to put together compelling letters to accompany your resume. Learn how to: *Ignite interest with the first two sentences *Turn references
into endorsements *Send your cover letter online *Pick up smart interviewing tips...negotiate a higher salary use the Internet in your job
search...work with recruiters... and much, much more!

A well-designed cover letter can prove to be a more powerful selling tool than a CV, showcasing your thinking abilities, writing
skills and personality traits in ways that an employer cannot detect from the more rigid CV
Professional resume and cover letter writers reveal their inside secrets for creating phenomenal cover letters that get attention and
land interviews. Features more than 150 sample cover letters written for all types of job seekers, including the Before-and-After
transformations that can make boring letters fabulous.
A book containing resumes and cover letters of sales professionals and individuals trying to get into sales-as well as resumes and
cover letters of individuals seeking to transition from sales into other types of employment. Many resumes show people changing
from one type of sales to another, such as from copier sales to pharmaceutical sales. All the resumes and cover letters were used
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in real job campaigns and actually worked. A targeted, focused book specifically for sales professionals whose resumes and cover
letters must be "a cut above" the ordinary job hunter's resume. (If the resume and cover letter of a sales professional doesn't sell,
then how good could he or she be on the job?) See "pictures" or strategic blueprints of successful job campaigns when you read
the companion cover letters and resumes of people "on the move" in sales careers. The Table of Contents is designed to show
individuals in numerous types of sales activities including advertising, consumer products sales, financial services sales, food
industry sales, furniture industry sales, medical sales, pharmaceutical sales, office equipment sales, real estate sales, retail sales,
and many more. In many instances, the job hunter is seeking a career change such as a change from sales to sales management,
or from sales to something else entirely different. A word of advice from Editor Anne McKinney: "If you want to enter the sales field
or advance in the field, you don't need just any resume book. You need an industry-specific resume book! You will love this book
targeted specifically to the sales field. Every resume and cover letter we put in a Real-Resumes Series book has been tested and
proven in the real job market. Don't play games with your career. Your choice of a resume book is one of the most important
career decisions you will ever make." Praise for this book and other books in the Real-Resumes Series: "A great idea come true.
Real resumes and cover letters for sales professionals and resumes that can be tailored to individual needs by substituting
personal information. Each double page contains a resume and suitable cover letter. In these days of information overload, a
snappy letter and a sharp resume can win through. Very helpful. Impressive, with sophisticated, persuasive, and nuanced
guidance." --The Book Reader "These excellent new guides don't just provide the usual coverage on how to write a resume. They
provide industry-specific examples, industry-specific tips and cautions, and industry-specific strategies based on real-world
resumes. Since many technical types aren't writers, this comes as a special gift; select a winning format, plug in your background
specs, and away you go. It's that easy--with Real-Resumes in hand."-- The Midwest Book Review "Distinguished by its highly
readable samples...essential for library collections." - Library Journal Testimonials from people who have successfully used this
book: "Thanks to the guidance in this book, I was able to move from office equipment sales to medical sales, and I am thankful
every day for the improved compensation structure and promotional opportunities." J. Barlow "I wanted to break into sales but
didn't know how. I used the tips in this book to show off my potential and I landed a job in the sports industry. My dream job
materialized because of the help I received from the Real-Resumes Series." P. Atlakos
This practical resume-building and employment guide takes readers step-by-step through the process of crafting a polished
resume and developing strong interview techniques. It is the only resume manual on the market specifically geared toward those
who enter the job market with a two-year degree, although it is equally applicable to four-year graduates. Numerous examples
allow readers to develop a resume that best suits their career goals, and information on electronic resume formatting and delivery
prepares readers to use today's online resources in their employment search. The guide also provides a direct, simplified
approach to the entire employment process by discussing employment databases, cover letters, networking, and job applications.
Important Notice: Media content referenced within the product description or the product text may not be available in the ebook
version.
Briefly describes how to create effective resumes and cover letters and how to pick up and fill out job application forms. Includes a
section about creating digital resumes.
Your cover letter is an employer's first impression of you. Learn simple, step-by-step techniques that will make your cover letter
stand out from the competition.
Between 1995 and 2010, millions of Americans moved between the states, taking with them over $2 trillion in adjusted gross
incomes. Two trillion dollars is equivalent to the GDP of California, the ninth largest in the world. It’s a lot of money. Some states,
like Florida, saw tremendous gains ($86.4 billion), while others, like New York, experienced massive losses ($58.6 billion). People
moved, and they took their working wealth with them. The question is, why? Why did Americans move so much of their income
from state to state? Which states benefitted and which states suffered? And why does it matter? Using official statistics from the
IRS, How Money Walks explores the hows, whys, and impact of this massive movement of American working wealth. Consider
these facts. Between 1995 and 2010: The nine states with no personal income taxes gained $146.2 billion in working wealth The
nine states with the highest personal income tax rates lost $107.4 billion The 10 states with the lowest per capita state-local tax
burdens gained $69.9 billion The 10 states with the highest per capita state-local tax burdens lost $139 billion Money—and
people—moved from high-tax states to low-tax ones. And the tax that seemed to matter the most? The personal income tax. The
states with no income taxes gained the greatest wealth, while the states with the highest income taxes lost the most. Why does
this matter? Because the robust presence of working wealth is the leading indicator of economic health. The states that gained
working wealth are growing and thriving. The states that lost working wealth lost their most precious cargo—their tax base—and the
consequences are dire: stagnation, deterioration, an economic death spiral as they continue to raise taxes and lose people,
businesses, and working wealth. The numbers don't lie. ___________________ “When I read How Money Walks, I thought, ‘It’s
about time.’ Finally, we have a book that addresses one of our nation’s most critical (yet rarely discussed) fiscal issues: the
migration of working wealth as a direct result of personal income tax rates. Brown’s book paints a clear portrait of where money
goes and why. How Money Walks should be required reading for anyone who wants to understand why some states struggle to
retain people and businesses while others welcome billions of new dollars each year.” Dr. Arthur Laffer Founder and chairman,
Laffer Associates and Laffer Investments Former economic advisor to President Ronald Reagan

A guide to writing resumes for the twenty-first century provides tips, frequently asked questions, and keywords in order to
ensure an interview.
Building your résumé should be one of the easier parts to the whole job-interview process. But instead it’s becoming
increasingly stressful as well! What kind of résumé will spark the employer’s interest? Which kind most often get passed
over? How far back are we supposed to go? How can we best explain those time gaps in between jobs? Are the rules
different for online résumés? There are so many vital questions when it comes to building a résumé today, but only one
way to be assured you’re getting the right answers--by asking a hiring expert.Scott Bennett has hired hundreds of people
in a variety of industries, and he knows firsthand the insights that will catch an employer’s eye, as well as what dangers
to avoid if you want to survive the first cut. In The Elements of Résumé Style, Bennett shows readers how to craft clear,
compelling, targeted résumés and cover letters that actually work. In this new edition that includes social media and
online-application tips, readers will be provided:• More than 1,400 action words, statements, and position descriptions
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that help sell your skills and experience• Hundreds of words, phrases, and vague claims to avoid• Advice for handling
employment gaps, job-hopping, and requests for salary history and requirements• Sample résumés, response letter,
inquiry letter, informational interview request letter, references, and more• Surprising tips for acing the interviewIn
today’s ultra-competitive environment, competition is intense no matter the field or position. And the often-overlooked
first hurtle to jump over is no doubt the résumé. This candid book’s time-tested tools will make sure yours stands
out--helping to get you the job you deserve!
Teaches job seekers how to master essential steps in the job search process. As the definitive guide to resumes, it offers
techniques proven to get results quickly; a friendly, easy-to-follow design; and rock-solid advice for creating outstanding
resumes and cover letters and, more importantly, using them effectively.
The role of the resume and cover letter is very important. It helps employers understand more about you, through which
they will consider whether you have enough needs and qualifications to be employed or not. It can be said that a resume
and cover letter is the bridge between you and the employer, helping them understand more about you. So why don't you
make a strong impression on the hiring manager right from this first step? In this book, you will learn: - The importance of
resumes and cover letters in the selection process. - Getting past the resume robots - ATS (applicant tracking system) The important elements of any resume - Sample Resume - The important elements of a cover letter - Sample Cover
Letter
Offers advice on writing a professional-looking cover letter that complements the accompanying resume and draws
attention to the job applicant, and includes guidance on resumes, interviews, and job hunting.
Destined to become the bible for managers who want to make sure their resumes and cover letters open the maximum
number of doors while helping them maximize in the salary negotiation process. From office manager to CEO, managers
trying to relocate to or from these and other industries and fields will find helpful examples: Banking, Agriculture, School
Systems, Human Resources, Restaurants, manufacturing, Hospitality Industry, Automotive, Retail, Telecommunications,
Police Force, Dentistry, Social Work, Academic Affairs, Non-Profit Organizations, Childcare, Sales, Sports, Municipalities,
Rest Homes, Medicine and Healthcare, Business Operations, Landscaping, Customer Service, MIS, Quality Control,
Teaching, the Arts, and Self-Employed.
Your cover letter is what decides if a company looks at your resume, contacts you for an interview, or gets you placed in
the rejection pile. Knowing that, it is important to create a well-written, eye-catching letter that sells your achievements
and job skills to impress the recruiter. However, many people are unable to effectively translate their thoughts into words
when faced with the task. That is where The Complete Guide to Writing Effective Resume Cover Letters comes in. With
this book you will be able to craft a letter that will undoubtedly land you the interview. In this new book, you will learn how
to address your letter, how to grab the reader s attention immediately, how to format your letter, how to choose the font,
how to be professional but persuasive, how to choose the type of paper, and how to target your letter. You will also learn
about writing the different kinds of letters, including those in response to a classified advertisement, those in response to
a blind advertisement, those sent to employment agencies, cold letters, and broadcast letters; writing style guidelines;
what to include in your letter; writing for an online audience; cover letter styles; and common mistakes recruiters abhor.
Additionally, you will find examples of effective and ineffective letters, proven tips for making your letter stand out, sample
phrases to use, and letters for new graduates, for professionals, and for those changing careers. Also included are
samples specific to job industries, including administration and clerical; accounting; banking and finance, government;
health care and social services; hospitality and food service; human resources; law enforcement and legal;
manufacturing; sales, marketing, and customer service; skilled trades; technology; and science and engineering. The
companion CD-ROM is packed with samples and worksheets to help you brainstorm and create a successful cover letter.
By following the step-by-step instructions outlined in The Complete Guide to Writing Effective Resume Cover Letters you
will ensure that your letter will impress the recruiter and that you will be contacted for an interview. In the end you will
create a tool that will be of enormous importance to you in your job search. The companion CD-ROM is included with the
print version of this book; however is not available for download with the electronic version. It may be obtained separately
by contacting Atlantic Publishing Group at sales@atlantic-pub.com Atlantic Publishing is a small, independent publishing
company based in Ocala, Florida. Founded over twenty years ago in the company presidentâe(tm)s garage, Atlantic
Publishing has grown to become a renowned resource for 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.
This title takes you through all the essential rules and high impact strategies to ensure your cover letter makes you stand
out from the crowd. It takes a detailed look at the most common cover letter mistakes to ensure you do not make the
same errors.
Practical tricks for standing out from the crowd and getting the job you want in the Australian and New Zealand market
Applying for jobs in today's tight job market can seem like an overwhelming process. Competition is fierce and employers
expect more than ever before from job applicants. With unemployment and redundancies rising, it's simply not a good
time to be looking. So how do make yourself stand out? Writing Resumes and Cover Letters For Dummies, Second
Australian & New Zealand Edition shows you how to catch a recruiter's attention. Presenting a wealth of sample resumes
and cover letters, this handy, easy-to-use guide shows you how to write a killer cover letter, format your resume for online
use, use social networking to your advantage, and tailor your resume and cover letters for specific positions and
companies. Designed specifically for job hunters in Australia and New Zealand Offers practical tips and advice on crafting
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a great resume and a perfect cover letter for any kind of position Includes advice on addressing government selection
criteria Features ten ways to turn off a recruiter and ten tips for the perfect presentation No matter how tough the job
market is, a great resume and cover letter combination will help you get the attention you deserve. Writing Resumes and
Cover Letters For Dummies gives you all the tools and tips you need to get noticed—and get your dream job!
In early reviews, geeks raved about Windows 7. But if you're an ordinary mortal, learning what this new system is all
about will be challenging. Fear not: David Pogue's Windows 7: The Missing Manual comes to the rescue. Like its
predecessors, this book illuminates its subject with reader-friendly insight, plenty of wit, and hardnosed objectivity for
beginners as well as veteran PC users. Windows 7 fixes many of Vista's most painful shortcomings. It's speedier, has
fewer intrusive and nagging screens, and is more compatible with peripherals. Plus, Windows 7 introduces a slew of new
features, including better organization tools, easier WiFi connections and home networking setup, and even touchscreen
computing for those lucky enough to own the latest hardware. With this book, you'll learn how to: Navigate the desktop,
including the fast and powerful search function Take advantage of Window's apps and gadgets, and tap into 40 free
programs Breeze the Web with Internet Explorer 8, and learn the email, chat, and videoconferencing programs Record
TV and radio, display photos, play music, and record any of these to DVD using the Media Center Use your printer, fax,
laptop, tablet PC, or smartphone with Windows 7 Beef up your system and back up your files Collaborate and share
documents and other files by setting up a workgroup network
Accompanying CD-ROM contains sample resumes and cover letters and several PDFs from USAJOBS.gov.
A Simon & Schuster eBook. Simon & Schuster has a great book for every reader.
A family relocates to a small house on Ash Tree Lane and discovers that the inside of their new home seems to be
without boundaries
Get noticed and get the interview-with the right cover letter A great cover letter is the best way to show prospective
employers who you are and what you can offer. So don't blow it! 202 Great Cover Letters delivers a treasure trove of
sample cover letters that will get you noticed whether you're applying online or in person. No matter what industry you
work in, you'll find an effective, smart cover letter for virtually any position. In addition to attention-grabbing sample
letters, 202 Great Cover Letters is packed with vital job search information: Smart guidelines for researching a company's
needs Handy networking concepts and ideas Valuable tips on contacting recruiters during and after interviews Proven
advice for every situation, including cold contact and posting on job boards Important keywords top recruiters look for
Whether you're just out of college, just out of work, or just looking for a change of career, 202 Great Cover Letters gives
you all the samples, formats, and strategies you need to make that all-important first impression.
The New York Times and USA Today bestseller! This eye-opening book challenges you to do the essential work of unpacking your biases,
and helps white people take action and dismantle the privilege within themselves so that you can stop (often unconsciously) inflicting damage
on people of color, and in turn, help other white people do better, too. "Layla Saad is one of the most important and valuable teachers we
have right now on the subject of white supremacy and racial injustice."—New York Times bestselling author Elizabeth Gilbert Based on the
viral Instagram challenge that captivated participants worldwide, Me and White Supremacy takes readers on a 28-day journey, complete with
journal prompts, to do the necessary and vital work that can ultimately lead to improving race relations. Updated and expanded from the
original workbook (downloaded by nearly 100,000 people), this critical text helps you take the work deeper by adding more historical and
cultural contexts, sharing moving stories and anecdotes, and including expanded definitions, examples, and further resources, giving you the
language to understand racism, and to dismantle your own biases, whether you are using the book on your own, with a book club, or looking
to start family activism in your own home. This book will walk you step-by-step through the work of examining: Examining your own white
privilege What allyship really means Anti-blackness, racial stereotypes, and cultural appropriation Changing the way that you view and
respond to race How to continue the work to create social change Awareness leads to action, and action leads to change. For readers of
White Fragility, White Rage, So You Want To Talk About Race, The New Jim Crow, How to Be an Anti-Racist and more who are ready to
closely examine their own beliefs and biases and do the work it will take to create social change. "Layla Saad moves her readers from their
heads into their hearts, and ultimately, into their practice. We won't end white supremacy through an intellectual understanding alone; we
must put that understanding into action."—Robin DiAngelo, author of New York Times bestseller White Fragility
"Contains material adapted and abridged from The everything cover letter book, 2nd edition, by Burton Jay Nadler, c2005 by F+W Media,
Inc."--T.p. verso.
Created especially for the Australian customer! Packed with tips on creating and distributing your resume in today's new job search
environment Whether you're entering the job market for the first time, changing jobs or changing careers, Australian Resumes For Dummies
shows you all the tricks in getting your resume noticed in a new era in recruiting and job finding. With a wealth of sample resumes, help with
selection criteria and job search tips, this resource will help you stand out from the crowd. Discover how to: Master the basics Format your
resume for cyberspace Create a killer cover letter Tailor your resume to companies and jobs Secure employment overseas Decipher and
address government selection criteria
The definitive career guide for grad students, adjuncts, post-docs and anyone else eager to get tenure or turn their Ph.D. into their ideal job
Each year tens of thousands of students will, after years of hard work and enormous amounts of money, earn their Ph.D. And each year only
a small percentage of them will land a job that justifies and rewards their investment. For every comfortably tenured professor or well-paid
former academic, there are countless underpaid and overworked adjuncts, and many more who simply give up in frustration. Those who do
make it share an important asset that separates them from the pack: they have a plan. They understand exactly what they need to do to set
themselves up for success. They know what really moves the needle in academic job searches, how to avoid the all-too-common mistakes
that sink so many of their peers, and how to decide when to point their Ph.D. toward other, non-academic options. Karen Kelsky has made it
her mission to help readers join the select few who get the most out of their Ph.D. As a former tenured professor and department head who
oversaw numerous academic job searches, she knows from experience exactly what gets an academic applicant a job. And as the creator of
the popular and widely respected advice site The Professor is In, she has helped countless Ph.D.’s turn themselves into stronger applicants
and land their dream careers. Now, for the first time ever, Karen has poured all her best advice into a single handy guide that addresses the
most important issues facing any Ph.D., including: -When, where, and what to publish -Writing a foolproof grant application -Cultivating
references and crafting the perfect CV -Acing the job talk and campus interview -Avoiding the adjunct trap -Making the leap to nonacademic
work, when the time is right The Professor Is In addresses all of these issues, and many more.
Face it--words matter when it comes to getting noticed, getting the interview, and getting the job. In this invaluable guide to crafting the pitch
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that opens doors, staffing experts Schuman and Nadler give you hundreds of tools to make that happen. You will no longer struggle to find
the phrases that best highlight your achievements; instead, you'll garner attention with such smart options as: I created a program that
accomplished the following . . . My work generated $5 million in revenue . . . I built a team of employees who created . . . The work I did
saved my company $3 million . . . I solved the following problems for my employer . . . The market's tight, but the jobs are out there. With
these essential words and phrases, you can move your application to the top of the pile!
The Resume and Cover Letter Phrase BookWhat to Write to Get the Job That's RightSimon and Schuster
Presents advice on creating and using a resume, developing a "skills language," establishing a job objective, writing job search
correspondence, uncovering the hidden job market, and getting a better job in less time.
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