
Index
• A • 
abbreviations, 70

About.com (Web site), 236

accomplishment sheet

advantages of, 199–200

described, 32

paired with cover letter, 16

samples, 36, 206–207

accredited, 107. See also certifi cations

action close, 14, 21, 86–89

action verbs, 86

active voice, compared to passive voice, 

66, 72

advance selling networking sample, 186, 194

affi nity group, 242

aggregator, 24, 26

aha moment, 49

Allwhois (Web site), 266

alpha candidate, 154

alumni endorsement networking sample, 

185, 190

asking for phone interview e-mail cover 

sample, 251, 258

association membership, 242

asterisks, 74

attention grabber job reply samples, 

115–117, 122–125, 127–129, 131–133, 

149–150

audio bite, 30, 242

• B •
Baba Hari Dass (master yogi), 87

Barens, Susan (letter writer), 125, 277

Barker, Danni M. Kimoto (letter writer), 

159, 277

Barnes, Deborah (letter writer), 133, 142, 277

Bartell, Karen (letter writer), 160, 218, 

228, 277

basic skills, 92

before and after picture, 240

behaviors (competencies), 95

benefi ts, compared to features, 50–51, 56

Berenson, Laurie (letter writer), 148, 277

Bernard, Marian (letter writer), 171, 277

Beshara, Tony (job placement 

executive), 270

big name background e-mail cover sample, 

250, 253

blind online job postings, 266

blog, 24, 242

blog biography, 35

blogosphere, 24

blue standard-bearer sample, 118

body of cover letter, 56

bodyguard, personal statement, 154

bold type, 116–117, 153–154

Bowden, Sharon M. (letter writer), 158, 

191, 226, 278

branding, compared to boasting, 241

branding brief, 235

branding statement

branding compared to boasting, 241

described, 17, 235–236

samples, 236–247

uses of, 30, 236

Brett-Gach, Vicki (letter writer), 124, 278

broadcast/prospecting letter

broadcast letter compared to prospecting 

letter, 151–152

delivery of, 152

described, 15, 151–152

sample rationale, 156

samples, 157–182

techniques to notice, 152–156

CO
PYRIG
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bulleted style

broadcast/prospecting sample, 155–156, 

176–178

described, 74

e-mail cover sample, 250, 256

generic sample, 69

online profi le sample, 250

thank-you/follow-up sample, 215

• C •
capability statement, 32

capitalization, 71–72

career change e-mail cover sample, 251, 254

career coach branding sample, 238

career management branding sample, 238

career management documents, 9–10

CareerBuilder.com (Web site), 17

Carson, Heather (letter writer), 175, 278

case history sketch, 35

certifi cations, 92, 107–108, 282–283

Certifi ed Public Accountant (CPA), 108

chance encounter networking sample, 

185, 188

change agent branding sample, 238

Chapman, Jack (career coach), 35

chart and graph samples, 138–139

chartered, 107. See also certifi cations

checklist comparison, 33, 40–42

Cheek, Freddie (letter writer), 157, 189, 278

Clark, Stephanie (letter writer), 36, 177, 

205, 278

cliches, 272

closing of cover letter, 57, 86–89

CNBC cable network, 26

coincidence card, 89

College Grad (Web site), 248

combination competencies thank-you/

follow-up sample, 215, 220

Community of Intelligence, 2

competencies, compared to skills, 95

competency recruiting, 95

components of a cover letter, 55–57

conclusion of cover letter, 56

confi dent networker sample, 184–185, 187

confi dential, 155

confi rmation request, 22

contact information in cover letter, 55

conventions used in book, 2

Cortez, Alise (talent selection expert), 11

cover letter

ad reply letter. See job ad reply letter

branding statement. See branding 

statement

broadcast letter. See broadcast/

prospecting letter

compared to resume, 12–13, 266

components of, 55–57

customization of, 19

described, 60, 89

e-mail cover note. See e-mail cover note

employer-focused, 12–13, 213–214, 217–218

follow-up letter. See thank-you/follow-up 

letter

handwritten compared to word 

processed, 267–268

job ad reply letter. See job ad reply letter

length of, 267

networking letter. See networking letter

online profi le. See online profi le

personalization of, 54, 119, 265–266

power phrases, 82–85

prospecting letter. See broadcast/

prospecting letter

resume letter. See resume letter

Stand Out advantages, 50–52

Stand Out disadvantages, 52

templates, 82

thank-you letter. See thank-you/follow-up 

letter

urban legends, 265–270

value of, 49, 266

word baggage, 61–66, 268, 274

CPA (Certifi ed Public Accountant), 108

creative format samples, 115, 126–127, 

138–139

credentials, 107

Crompton, Diane (author), 27

crossover skills, 94, 99–105

CubeRules.com (Web site), 35

customization of cover letter, 19

Cutler, Joyce (letter writer), 129, 278

Czar, Sheri K. (letter writer), 238, 278
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• D •
dangling participles, 68

date line in cover letter, 55

delivery of cover letter

e-mail, 18, 21, 152, 249–250

postal mail, 15, 151–152, 198, 214

to self as well as others, 22

design. See also formatting a cover letter

bulleted style, 155–156

cautions, 198–199

typeface, 116–117

uses of, 113

design broadcast/prospecting sample, 

155, 174

design job reply samples, 114–115, 126, 

134–136, 138–139

design resume letter sample, 199, 204–205

design-dependent letter, cautions, 198–199

Dictionary.com (Web site), 70

digital billboard, 271–272

digital dignity, 24

diplomat, 107. See also certifi cations

direct mail, 151–152

directory of professional job letter writers, 

277–281

domestic worker, personal statement, 154

Dorotik, Dan (letter writer), 139, 165, 169, 

220, 261, 278

Dowling, Tamara (letter writer), 193, 238, 

253, 278

down-times upper broadcast/prospecting 

sample, 155, 172

Doyle, Alison (author), 27, 236, 245–246

• E •
Easton, Susan (letter writer), 188, 278

editing a cover letter, 21, 54, 74

editorial content e-mail cover sample, 

251, 258

educator online profi le sample, 243

Ellis, Debbie (letter writer), 243–244, 271, 

275, 281

em dashes, 74

e-mail cover note

amusing subject line, 185–186, 193

described, 18, 249–250

pros and cons, 152

samples, 250, 252–261

tips, 249–250

e-mail delivery/submittal, 18, 21, 152, 

249–250

employee turnover, 13

employer concerns, 200

employer pleaser broadcast/prospecting 

samples, 154, 169, 182

employer-focused cover letters, 12–13, 50

employer-focused follow-up letters, 

213–214, 217–218

employers’ legal risks, 28

employer’s mission statement, 74

employment gaps, 13, 197

enclosure line of cover letter, 57

enclosure thank-you/follow-up sample, 

215–216, 224

endorsement broadcast/prospecting 

sample, 155, 174

Enelow, Wendy S. (letter writer), 128, 166, 

225, 230, 239, 278

engineer online profi le sample, 244

entrepreneurial networking sample, 

185–186, 193

entrepreneurial technologist branding 

sample, 240

ERE.net (Web site), 25, 27

exclusive (word baggage), 274

ExecuNet (Web site), 248

executive job reply sample, 154, 166

expert report, 35

• F •
Facebook (Web site), 25–26, 241, 248, 276

fast starter job reply sample, 114, 146

Feist, Dayna (letter writer), 181, 278

Feld, MJ (letter writer), 259–260, 279

Femia, John (letter writer), 146, 279

fi nancial analyst online profi le sample, 243

FindASocialNetwork (Web site), 27

fi rst 90 days forecast, 33–34, 43
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fi rst impressions, 12, 50, 82

Flamer, Cliff (letter writer), 207, 279

follow-up calls, 51, 119

follow-up letter. See thank-you/follow-up 

letter

fonts, 21

foodie thoughts broadcast/prospecting 

sample, 153, 163

The Fordyce Letter (Hawkinson), 198

formatting a cover letter. See also design

asterisks, 74

bold type, 116–117, 153–154

bulleted style. See bulleted style

charts and graphs, 138–139

em dashes, 74

italics, 116–117, 131

lists, 73

numbers, 70

for organization, 73–74

ruled box, 127

underscoring, 116–117, 123, 143

unformatted text, 22

foundation skills, 92–99

Frank, Arthur I. (letter writer), 143, 240, 279

Frank, Gail (letter writer), 137, 187, 192, 

238, 279

free (word baggage), 21

freewriting, 52

friend referral e-mail cover sample, 251, 257

• G •
gaps in work history, 13, 197

Garver, Louise (letter writer), 131, 149, 170, 

174, 279

generalists, compared to specialists, 274

Gill, John S. (letter writer), 32

Gillespie, Judith L. (letter writer), 132, 

140–141, 223, 279

global great broadcast/prospecting 

sample, 153, 160

glossary of professional certifi cations, 

282–283

grammar, 21, 53, 67–68, 72–73, 272

graph and chart samples, 138–139

graphic elements. See design; formatting a 

cover letter

Guarneri, Susan (letter writer), 130, 164, 

176, 178, 219, 279

Gupta, Divya (letter writer), 254, 279

• H •
handwritten cover letter, 214, 267–268

hard-selling pitch thank-you/follow-up 

sample, 216, 225

Hawkinson, Paul A. (author), 198

headlining experience e-mail cover sample, 

250, 252

heads-up alert broadcast/prospecting 

sample, 153, 159

Herrick, Kate (letter writer), 239, 279

Herrick, Scot (Cube Rules.com), 35

high fl yer broadcast/prospecting sample, 

154, 166

Himebaugh, Gay Anne (letter writer), 173, 

180, 279

hiring managers, 17, 54, 119, 265–266

home helper broadcast/prospecting 

sample, 154, 165

Hoovers Connect (Web site), 248

Houston, Phyllis G. (letter writer), 120, 221, 

260, 279

HTML, 22

human glimpse thank-you/follow-up 

samples, 215, 219, 226

hyphenating, 69–70

• I •
IM (instant messaging), 24

ImprovedExperience.com (Web site), 11

Indeed.com (Web site), 26, 269

industry insider networking sample, 186, 195

informal reference checking, 28

informational interview networking 

sample, 185, 192

inside address in cover letter, 55

insider clues broadcast/prospecting 

sample, 156, 180
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insider status e-mail cover sample, 251, 257

instant messaging (IM), 24

integrating multiple approaches, 29

interaction/interacting, in social 

networking, 25

interests/hobbies, 242

internal achiever job reply sample, 118, 142

international fl avor thank-you/follow-up 

sample, 216, 228

Internet. See under online; specifi c Web sites
Internet Your Way to a New Job (Doyle), 27

interview, 31, 95

introduction in cover letter, 56

investing (word baggage), 21

Ireland, Susan (author), 82

IT branding sample, 239

italics style, 116–117, 131

• J •
Jacoway, Kristen A. (letter writer), 195, 

238, 280

Jensen, David J. (letter writer), 227, 280

job ad reply letter

described, 15, 113–119

sample rationale, 119

samples, 120–150

job clincher letter, 213

job descriptions, 54

job fair cover letter, 16

job interviews, 31, 95

Job Interviews For Dummies (Kennedy), 5, 95

job letter writers, professional, 277–284

job market reentry, 199

job networking, 184

job requirements, connected with 

qualifi cations, 114, 120, 130

job search engine, 24

job search expert online profi le sample, 

245–246

Jobfox (Web site), 248

Job-Hunt.org (Web site), 21

job-related skills, 94

Joyce, Susan P. (editor/Webmaster), 21

• K •
Kennedy, Erin (letter writer), 194, 280

Kennedy, Joyce Lain (author), 203, 255–256

key characteristics (competencies), 95

key points e-mail cover sample, 251, 259

Keyword Tree (Troutman), 272

keywords, 250, 272, 275

• L •
language (word choice). See also 

keywords; writing a cover letter

active voice compared to passive voice, 

66, 72

described, 59–74

technical compared to nontechnical, 60

tips, 19–20, 28, 50, 61, 76, 86

verb tense, 66

word baggage, 61–66

lawyer branding sample, 239

leadership addendum, 33, 38–39

leadoff losers, 80–81

learns from mistakes e-mail cover sample, 

251, 255

legal secretary online profi le sample, 244

Lemke, Jim (technical reviewer), 29–30, 198

length

of cover letter, 267

of online profi le, 241–242, 273

letter writers, professional job, 277–284

LinkedIn (Web site), 25–26, 30, 248, 276

list formatting, 73

Lucht, John (author), 12–13, 151

• M •
Macfarlane, Elizabeth (letter writer), 145, 280

magic connector job reply samples, 114, 

120, 130, 134–136

main point job reply samples, 118, 143, 148

make-or-break factor job reply sample, 

118, 148

marketable skills, 94
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Marshall, Kathleen (letter writer), 222, 

237–239, 280

matched-pair concept samples, 199, 

204–205, 215, 229–230

McAuliffe, Sharla (letter writer), 258, 280

media alliances, 26

Meehan, Linda L. (letter writer), 163, 280

Melnik, Jan (letter writer), 122, 168, 280

merger strategies broadcast/prospecting 

sample, 153, 161

message-return rate, 186

misplaced modifi ers, 68

Mitchell, Karen (letter writer), 144, 280

money (word baggage), 21

Montgomery, Dynesha (letter writer), 

147, 280

motivated skills, 94

multilingual e-mail cover sample, 250, 254

multiple approaches to cover letters, 29

MySpace (Web site), 25–26, 241, 248

myths about cover letters, 265–270

• N •
name dropping, 76

names, personalization of, 19, 54, 119, 

265–266

narrative hook, 76

Nason, Carol (letter writer), 182, 280

networking, 26, 183–184

networking letter

described, 15

networking described, 183

networking key points, 184

sample rationale, 184, 186

samples, 187–196, 251, 260

Ning (Web site), 25

no reply, dealing with, 216, 269–270

no-action close, 87

no-frills job reply letter sample, 118, 145

nonprofi t employer, 106

nontechnical language, compared to 

technical language, 276

Noonan, Melanie (letter writer), 167, 259, 280

Northeastern University, 14

numbers (in writing), 70

• O •
observation/observing, in social media, 25

offer to travel e-mail cover sample, 251, 260

Offi ceTeam (Web site), 11

older job seekers, 29

O*NET Code Connector (Web site), 105, 274

online executive brief, 241

online executive summary, 241

online image, importance of, 23

online job postings, blind, 266

online jobscape, 23–25

online networking services, 25–26

online profi le

cautions, 27, 242, 275–276

described, 17, 241–242

high-end, 242

hiring manager’s use of, 17

length of, 241–242, 273

monitoring of, 28–29

origin of, 241

posting of, 248, 276

recruiter’s use of, 25

samples, 243–247

Stand Out online profi le, 30

tips, 17, 271–276

online smile, 28

opening line

job reply samples, 114–115, 146, 153

loser samples, 76, 80–81

snoozer samples, 81–82

winner samples, 76–80

Orlando, Don (letter writer), 1, 19, 33, 39, 

123, 127, 138, 161, 213, 280

out-of-area candidate broadcast/

prospecting sample, 155, 177

outstanding (word baggage), 274

overcoming objections, 214



291291 Index

• P •
parenthetical expressions, 69

Paycheck 911: Don’t Panic . . . (Turner and 

Swenson), 237

payment (word baggage), 21

PayScale (Web site), 269

PDF (portable document format), 22

Penn, Michelle (letter writer), 179, 239, 281

people skills, 93

Person, Bryan (letter writer), 247

personal branding statement. See branding 

statement

personal characteristics, 219, 226

personal network, 183

personal qualities, 93–94, 107

personal statement sample, 154, 165

personality fi t broadcast/prospecting 

sample, 153, 162

personality showcasing in cover letter, 13

personalization of cover letters, 19, 54, 119, 

265–266

philosophical practicalities broadcast/

prospecting sample, 153–154, 164

Phoenix Career Group Inc., 211, 271, 281

phone calls, 15, 54, 89, 270

photographs, 242, 272

Phreaner, David G. (letter writer), 196, 281

pitching recruiter networking sample, 

185, 191

PMP (Project Management Professional), 108

podcast, 24

politics (word baggage), 275

portable document format (PDF), 22

postal mail delivery/submittal, 15, 151–152, 

198, 214

postcard for networking sample, 186, 196

postscript

described, 89–90

job ad reply sample, 114, 121, 137

networking sample, 185, 189

thank-you/follow-up sample, 215, 222–223

power phrases, 82–85

power profi le broadcast/prospecting 

sample, 153, 162

practice writing a cover letter, 29, 250

praise starter job reply samples, 

115, 144, 147

pre-reference check, 28

problem-solving skills, 93, 106, 214

professional certifi cations, 92, 107–108, 

282–283

professional job letter writers, 277–284

professional online network, 25

professional organizations for job letter 

writers, 283–284

Project Management Professional (PMP), 108

proof of performance, 32

proofreading, 21, 54, 74

prospecting letters

compared to broadcast letters, 15, 

151–152, 156

described, 15, 151

samples, 157–182

Public Relations Society of America, 108

punctuation, 68–71

• Q •
qualifi cations fi t thank-you/follow-up 

sample, 215, 220

qualifi cations summary samples, 153, 163

qualifi ed, 107. See also certifi cations

qualities employers want, 107

quantitative achievements e-mail cover 

sample, 250, 255

quick take broadcast/prospecting sample, 

155, 171

quiet search, 154, 167–168

quiet type broadcast/prospecting samples, 

154, 167–168

quotations, use of, 19, 74

• R •
RE: (Regarding), 55, 114

Ready-Made Cover Letters (Ireland), 82

Real Simple Syndication (RSS), 24, 242

reasons for writing, 20, 60
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recommendation vouchers broadcast/

prospecting sample, 155, 174

recommendations, 185, 190, 242

recruiters, 25, 54, 185, 191

reference checking, informal, 28

reference commentary, 34, 44–45

reference dossier, 34

reference letter, 34

reference sheet, 35

registered, 107. See also certifi cations

religion (word baggage), 275

repetition rewards broadcast/prospecting 

sample, 155, 170

repetitive phrasing, 155, 170

request-for-promotion letter, 32–33, 37

res-u-letter, 197

resume, 11–13, 200

resume letter

described, 16, 197–200

samples, 201–211

Resumes For Dummies (Kennedy), 54, 270

resurrection thank-you/follow-up sample, 

216, 227

returning mom resume letter sample, 199, 

202–203

rich text format, 22

Richardson, Haley (letter writer), 224, 252, 

257, 281

ripple effect, in networking, 184

Rites of Passage at $100,000 to $1 Million 

(Lucht), 151

RiteSite.com (Web site), 12

rookie glad-hander broadcast/prospecting 

sample, 153, 158

Roqueplot, Jane (letter writer), 37, 135, 

150, 162, 281

RSS (Real Simple Syndication), 24, 242

ruled box formatting sample, 127

run-on sentences, 67, 72

• S •
Safani, Barbara (letter writer), 190, 209, 281

salary expectations, 269

salary history, 269

Salary.com (Web site), 269

sales executive branding sample, 237

salutation of cover letter, 55–56, 81–82, 266

samples and sample rationale. See specifi c 
types of letters

Sarikas, Lynne (career center director), 14

Sautter, Ellen (author), 27

science marketing branding sample, 239

search engine, 24

Search Engine Optimization (SEO), 24

self-promotion, 10–11

self-referral broadcast/prospecting sample, 

155, 175

sell, don’t tell, 76

semicolon, 68

sending cover letter. See delivery of cover 

letter

sentence fragments, 67, 72

SEO (Search Engine Optimization), 24

serious summary thank-you/follow-up 

samples, 214–215, 217–218, 221, 229–231

Seven Days to Online Networking (Sautter 

and Crompton), 27

short sweet resume letter sample, 200–201

signature on cover letter, 2, 57

silence, dealing with, 216, 269–270

SimplyHired.com (Web site), 26

skill set, 92, 109

skill words, 96–105, 109

skills

assessment, 105

building, 109

classifi cation of, 91–92

communication, 106

compared to competencies, 95

crossover, 94, 99–105

foundation, 92–94, 96–99

how to express, 92

personal qualities, 93–94

skills employers want, 106

Skype, 153

smart strategies broadcast/prospecting 

sample, 155, 173

social, Internet meaning of, 23

social media, 25
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social media evangelist online profi le 

sample, 247

social networking, 25–28, 248

software developer branding sample, 240

spam fi lters, avoiding them, 21–22

special marketing messages, 18, 32–45

specialists, compared to generalists, 274

specialty profi le, 35

spelling, 21, 53

Spoke (Web site), 248, 276

stage setter broadcast/prospecting letter 

sample, 153, 157, 179

stain removal (digital dignity), 24

Stand Out

cover letters, 12, 14, 50–52, 267

grammar guide, 72–73

job candidate, 31, 185

job fair cover letter, 16

online profi le, 30

words, 61–66

writing, 29, 53, 185, 215, 272

Stand Out samples

broadcast/prospecting letters, 156–182

e-mail cover notes, 252–261

job ad reply letters, 121–150

networking letters, 184–196

resume letters, 200–211

thank-you/follow-up letters, 216–251

storytelling

broadcast/prospecting sample, 156, 181

described, 16

job reply sample, 117, 140–141, 215, 226

in resume letters, 197

straightforward e-mail cover sample,

251, 259

style. See formatting a cover letter

subject line of e-mail, 21, 249–251, 253, 260

subject-pronoun disagreement, 73

subject-verb disagreement, 72

submittal of cover letter. See delivery of 

cover letter

success factors (competencies), 95

Sucher, Billie R. (letter writer), 254, 281

superior (word baggage), 274

Swenson, Sue (author), 237

switching fi eld of work, 51–52

symbols, 21

• T •
talent-short specialty e-mail cover sample, 

250, 253

Tancs, Linda (letter writer), 217, 253, 

257, 281

Taylor, Tanya (letter writer), 136, 240, 

255, 281

teacher branding sample, 237

technical language, compared to 

nontechnical language, 60

Technorati (Web site), 25

telephone calls, 15, 54, 89, 270

tense of verbs, 66

testing (word baggage), 21

text-speak, 50

thank-you/follow-up letter

described, 16, 213–216

postal mail compared to e-mail, 214

samples, 216–231, 269–270

value of, 215

when to give up, 270

thematic opening hook, 76

thinking skills, 51, 93, 106

thoughtful enclosure thank-you/follow-up 

sample, 215, 224

top 10 lure e-mail cover sample, 250, 252

top quality resume letter samples, 199, 

208–211

traditional approach e-mail cover sample, 

251, 261

transitioning job seeker e-mail cover 

sample, 251, 254

Troutman, Kathryn (Federal job expert), 

241, 243–244, 272

Turilli, Edward (letter writer), 126, 201, 281

turnaround ace branding sample, 238

Turner, Joe (author), 237

twist resume letter samples, 199–200, 

204–207

typos, 21, 53–54, 272
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• U •
underscoring, 116–117, 123, 143

unformatted text, 22

urban legends about cover letters, 265–270

urgent (word baggage), 21

user frustration, with social networking, 26

• V •
value proposition, 197, 199, 210–211

verb tense, 66

verbs, action, 86

vertical job search engine, 24

video bite, 30, 242, 272

VisualCV (Web site), 28, 242, 248

vlog/vlogosphere, 24

voice, active compared to passive, 66

• W •
Web sites. See specifi c Web sites
Webopedia (Web site), 30

Weddle, Peter (job search expert/

publisher), 276

what-if worries, 54

Wheeler, Kevin (human capital guru), 25

Willmer, Dave (Offi ceTeam executive 

director), 11

Wittenstein Schwerdlin, Joellyn (letter 

writer), 121, 172, 231, 258, 281

woman speaking solutions branding 

sample, 239

word baggage, 21, 61–66, 274

word choice. See language (word choice)

work ethic, 107

work history, gaps in, 13, 197

workforce reentry, 199

workplace skills. See skills

writer’s block, 52

writing a cover letter

abbreviations, 70

assistance with brainstorming, 52–53

assistance with telling, 53

avoid cliches, 272

concise but thorough, 61

editing a cover letter, 21, 54, 74

freewriting, 52

grammar. See grammar

grand openers, 77–80

language. See language (word choice)

leadoff losers, 80–81

power phrases, 83–85

practice, 29, 250

proofreading, 21, 54, 74

punctuation, 68–71

reasons for, 20, 60

sell, don’t tell, 76

as if speaking to reader, 59, 273

spelling, 21, 53

Stand Out writing, 29, 53, 185, 215, 272

verbs, 66, 86

what-if worries, 54

word choice. See language (word choice)

writer’s block, 52

• X •
XING (Web site), 248

• Y •
YouTube (Web site), 25, 248

• Z •
Ziggs (Web site), 248

ZoomInfo (Web site), 248, 276


