
Power Phrases
Consider using adaptations of these key phrases in your broadcast
letters.

I hope this summary describes my experience and provides you
with a better understanding of my capabilities. Thank you for
your help.

If you feel that any of the strengths outlined in my resume could
make a valuable contribution to your organization, please contact
me to let me know of your interest.

Recently I read about the expansion of your company in the
Sun. .As the industry is of great interest

to me, I was excited to learn of the new developments within
ABC Corporation.

I feel confident that a short conversation about my experience
and your growth plans would be mutually beneficial. I will be
calling you early next week to follow up on this letter.

Currently, my total compensation package is in the low $70s; and I
am looking for a company that rewards performance consistently.

I'm a responsive and responsible listener, maintaining a gracious
and empathetic attitude, creatively troubleshooting, thoroughly
researching options and making well-thought-out
recommendations designed to establish and enhance
customer/client relationships.

I am available for relocation and travel and am targeting
compensation in the $50K range.
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I fervently request more than your cursory consideration; I
request your time to verify my claims. YOUR TIME WILL
NOT BE WASTED.

Superior recommendations from industry leaders as well as
verifiable salary history is available.

I hope you will not think me presumptuous in writing directly to
you; however, in view of your position, I am led to believe that
you are more aware of your organization's telecommunications
personnel requirements than anyone else.

I am confident that with my experience I can make a significant
contribution to your organization.

Throughout my career, I've been fortunate to represent quality
merchandise and services and have learned just how to present
them in their most favorable aspects. I know how to evaluate
competition, to assess consumer/market needs, exploit a market
niche, maximize profit margins, create and maintain a reputation
for dependability and excellent service.

I am a self-starter looking to join a reputable firm, one that
could benefit from an individual who is ready to give 110
percent. With over three years of sales experience, I have
developed excellent interpersonal, organizational, and
communication skills. I am a hard-working individual who is
motivated by the knowledge that my earnings are directly
related to the time, energy, and effort that I commit to my
position.

I am personable, present a highly professional image, and
deal effectively with both peers and clientele. I am confident
you will agree that I should be representing your firm and not
your competition. My salary requirements are negotiable. I
will call you this week to set up a mutually convenient time
for an interview.
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Since beginning with ABC Company, my average commission has
progressed from $400 to $650 weekly. My current salary or commission
requirement would range upward of the mid-$20Ks, with specifics flexible
and negotiable.

I took forward to hearing from you in the near future to schedule an
interview at your convenience, during which I hope to learn more about the
position, your company's plans and goals, and how 1 can contribute to the
success of your team.

1 am grateful for that environment and the faith that was demonstrated in
my capabilities. 1 automatically moved into the role of Executive Assistant,
constantly seeking ways to limit expenses, cut costs and generate additional
profit for the company. I was exceptionally successful in that endeavor—
while managing 5 operations, 3 warehouses, 6 Warehouse Managers and a
staff of 60.

I am appreciative of the time you've spent reviewing this letter (and the
accompanying material). I hope to hear from you in the very near future to
arrange to meet in person and discuss just how my qualifications may be of
value to your organization.


