
Cover Letters For Dummies

By Joyce Lain Kennedy

Cover Letters For Dummies By Joyce Lain Kennedy

Are you in a rut, writing the same boring letter over and over? Have you sent out
hundreds of cover letters and have yet to land quality job interviews? Are you
tired of being ignored? You're not alone!

In today's tough job market, you have only a few seconds to distinguish yourself
from the crowd with a single piece of paper. Cover Letters For Dummies is your
essential reference for creating a "RedHot" letter that won't get tossed in the
trash!

Starting with the basics, this fun and friendly guide helps you structure a solid
letter with an opening line that demands attention. Filled with helpful tips,
techniques, and advice, this book shows you how to inquire about a specific
position, request more information about a company, ask for an interview, and
address salary issues. With dozens of examples of letter writing do's and don'ts at
your fingertips, you're ready to tackle the daunting job hunting process with
confidence!

Inside, discover how to:

Create a specific letter to answer ads, approach recruiters, request information,●

and more
Determine your employability, transferable skills, and technical skills by using●

the "JobSeekers Skills Finder"
Ace the "Cover Letter Anatomy Quiz" so you know where each part of the●

letter belongs
Use good grammar, power phrases, and buzzwords effectively in your letter●

Address difficult issues like negative references and salary requirements●

Utilize electronic and computer resources to research salary issues and●

company profiles
Wrap up your letter with style and secure the interview!●
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Editorial Review

Review
Glittering advice plus great classic and cyberspace cover letters-the best of the cover letter books. -- Rick
Miller, CEO, CareerCast, Inc.

Her distinguished career...has placed her leaps and bounds ahead of the rest. -- Bob Calvert, Jr., Career
Opportunities News

If all new college graduates had a Joyce Lain Kennedy to guide them...there would...be fewer unfocused,
frazzled, jobless people. -- Dr. Drema K. Howard, Director, Career Resource Center, University of Southern
Florida

If all new college graduates had a Joyce Lain Kennedy to guide them...there would certainly be fewer
unfocused, frazzled, jobless people. -- Dr. Drema K. Howard, Director, Career Resource Center, University
of Southern Florida

Joyce Lain Kennedy is at the top of her field. -- Richard L. Knowdell, CEO of Career Planning and Adult
Development Network

From the Publisher
Discover how to:

Follow the new rules for e-mail cover letters Craft a letter that says you're a hot hire Showcase your best
skills Grab attention with a great opening line Use action words that get results

From the Back Cover
"...technology paired with sound advice for letters that stand apart from the crowd — the best of the cover
letter books." — William O. Warren, President, Online Career Center

"Joyce Lain Kennedy's career knowledge is the answer to any job seeker's prayers." —J.Herbert Wise,
Executive Recruiter, Dallas, TX

"Joyce's extraordinary awareness of every nook and cranny of career success has gained her the credibility of
being a career guide guru." —Dr. Kenneth B. Hoyt, Professor, Kansas State University

The fun and Easy Way to Create "RedHot" Cover Letters with Impact — New!●

Your First Aid Kit for Drafting a Letter to Get Your Foot in the Door●

Cover Letter Dos and Don'ts — Explained in Plain English●

Filled with Expert Tips for Developing "RedHot" Cover Letters!
Are you in a rut, writing the same boring letter over and over? Have you sent out hundreds of cover letters
and have yet to land quality job interviews? Are you tired of being ignored? You're not alone!

In today's tough job market, you have only a few seconds to distinguish yourself from the crowd with a
single piece of paper. Cover Letters For Dummies is your essential reference for creating a "RedHot" letter
that won't get tossed in the trash!



Starting with the basics, this funny and friendly guide helps you structure a solid letter with an opening line
that demands attention. Filled with helpful tips, techniques, ad advice, this book shows you how to inquire
about a specific position, request more information about a company, ask for an interview, and address salary
issues. With dozens of examples of letter writing dos and don'ts at your fingertips, you're ready to tackle the
daunting job-hunting process with confidence!

Inside, you'll discover how to:

Create a specific letter to answer ads, approach recruiters, request information, and more●

Determine your employability, transferable skills, and technical skills using the "JobSeekers Skill Finder"●

Ace the "Cover Letter Anatomy Quiz" so you know where each part of the letter belongs●

Use good grammar, power phrases, and buzzwords effectively in your letter●

Address difficult issues like negative references and salary requirements●

Utilize electronic and computer resources to research salary issues and company profiles●

Wrap up your letter with style and secure the interview●

Users Review

From reader reviews:

Margaret Burman:

Book will be written, printed, or highlighted for everything. You can realize everything you want by a book.
Book has a different type. We all know that that book is important point to bring us around the world.
Adjacent to that you can your reading expertise was fluently. A reserve Cover Letters For Dummies will
make you to end up being smarter. You can feel much more confidence if you can know about almost
everything. But some of you think which open or reading a new book make you bored. It is not make you
fun. Why they are often thought like that? Have you looking for best book or suited book with you?

Edna Dixon:

In this 21st millennium, people become competitive in every single way. By being competitive now, people
have do something to make these survives, being in the middle of the actual crowded place and notice by
means of surrounding. One thing that oftentimes many people have underestimated the item for a while is
reading. That's why, by reading a reserve your ability to survive raise then having chance to endure than
other is high. In your case who want to start reading any book, we give you that Cover Letters For Dummies
book as beginning and daily reading reserve. Why, because this book is usually more than just a book.

Violet Murray:

The particular book Cover Letters For Dummies will bring you to definitely the new experience of reading
some sort of book. The author style to spell out the idea is very unique. When you try to find new book to
read, this book very suitable to you. The book Cover Letters For Dummies is much recommended to you you
just read. You can also get the e-book from official web site, so you can quicker to read the book.



Wilma Hogan:

Playing with family in a park, coming to see the sea world or hanging out with friends is thing that usually
you may have done when you have spare time, subsequently why you don't try matter that really opposite
from that. One activity that make you not experience tired but still relaxing, trilling like on roller coaster you
are ride on and with addition info. Even you love Cover Letters For Dummies, it is possible to enjoy both. It
is fine combination right, you still desire to miss it? What kind of hang type is it? Oh occur its mind hangout
guys. What? Still don't have it, oh come on its referred to as reading friends.
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