MARKETING COVER LETTER TEMPLATE, FOR POSTED JOBS, ETC.

John P. Seeker
2345 Top Circle 

Minneapolis, MN 55111

(C) 612-333-44444

(H) 651-555-6666

js@gmail.com
EMPLOYER’S NAME

ADDRESS

ADDRESS

DATE

Dear Mr./Ms. Employer (INSERT NAME --DO WHAT IT TAKES TO FIND THAT OUT!),

I am applying for a network security and administration position where my 9+ years of experience will add value for you. Please consider the following:
· You will benefit from my networking background in security planning, documentation and implementation, network administration and support, backed by SANS Institute training.

· As a Network Analyst, this security and network administration expertise has helped me:

· maintain 100% security from viruses and network breaches for 250 end-users on three sites, in addition to 35+ remote users (1999-present); 

· enable a 95% performance gain while nearly eliminating costly shutdowns (from 192 lost hours annually to only eight) by cleaning up a Unix-based database (2005); and

· increase 51% and ensure IT compliance with Sarbanes-Oxley (2004-2005).

Now, I would like to bring this expertise to work for you. My salary requirements are negotiable and I look forward to speaking with you about the results you can expect from me.

Sincerely,

John Seeker

Enclosure: résumé 

P.S. -- Please call me on my cell today (612-333-44444) to learn why my manager recently said: “John’s solid work ethic, his insistence on end user satisfaction, and his constantly developing skill set will make him an extremely valuable member of any organization.” 

Bonus Cover Letter #1

This letter may be sent unsolicited to a targeted employer
Dear Ms. Johnson, 

How often have breakdowns in your customer service resulted in lost business and costly headaches?

I can help you.
I’ve been following your firm, ACE Electronics, for some time. As you will see from my enclosed résumé, I know how to manage teams of customer service reps for maximum productivity. 

My experience has shown me how to train and motivate staff to identify and meet the needs of even the most demanding customers. This will greatly increase loyalty among your XE-400 customers in particular, given the fact that your competitor, Dynamic Systems, has recently introduced a lower-priced, similar product. 

Because you will undoubtedly need expertise of this kind, I hope you will be able to take my call next Tuesday at 10:00 to discuss your needs and how I might benefit ACE Electronics.

Sincerely, 

Joe Jobseeker

Enclosure: résumé 

P.S. Please call me at (612) 555-0000 to find out why my supervisor recently said: “I have absolutely nothing but great things to say about Joe. His strengths are troubleshooting problems, taking care of situations in a timely manner and always willing to go the extra mile ... Joe is a great team player.”

Bonus Cover Letter #2

This letter may be sent unsolicited or in answer to a job posting
Dear Mr. Johnson, 

I’m applying for a pharmaceutical sales position, where experience in sales and account management will add value to your operations. Please consider the following: 

· You’ll benefit from my proven skills in sales, marketing and account management. In my current position as a Territory Manager, I consistently meet or exceed sales quotas through persistent efforts and an aggressive, goal-driven attitude.

· My supervisor regularly gives me the toughest sales challenges … and I produce. I’ve turned around three stagnant territories in less than two years and am currently working to improve 
the fourth. 

· In particular, you’ll gain from my ability to restructure and increase dollar volumes within sales territories, which has contributed to bottom-line results for my employer. 

I will call you Tuesday June 10th at 8:30 am to arrange a time for the two of us to talk. If this is not a convenient time please ask Ms. Smith to call me and suggest an alternative

Sincerely,

Sally Smart

Enclosure: résumé 

P.S. If you do not have a current need, please pass my resume on to someone who wants to turn a $400,000 loss into $800,000 profit in two years, as I did for my current employer. 

Bonus Cover Letter #3

This letter is suitable for a  networking resume to employers, but customized, if possible
Dear Employer, 

If you know someone who could use a manager with more than 10 years of sales and marketing experience who:
· took a company from near bankruptcy to $1.3 million in revenues; 

· grew revenue from zero to $300,000 in his current position;

· ranked #1 in sales and sales management for five straight years; and

· sold complex, technical products, including pharmaceuticals and textiles,

… please pass my résumé on to that person or call me. I would be happy to discuss the results you can expect from me. 

Sincerely,

Max Revenue

Enclosure: résumé 

P.S. If you don't see a fit at this time, please pass my resume on to someone who needs to increase qualified deal flow by more than 300% and sales closing ratios by more than 25%, 
as I have repeatedly done. 

Bonus Cover Letter #4

This letter may be used to apply for a position heard about from a friend.
Dear Mr. Richards,

Your employee, Brendan Fraser suggested I write to you regarding your opening for an assistant editor at Antique World Magazine. My experience in the editorial department of a similar magazine will allow me to contribute quickly to your publication.
Currently, I work as an associate editor at Flea Markets Today. During my two years in this position, I have been responsible for researching, fact checking and editing many of the full-length features. I have also written more than 20 pieces, including a regular column. 

My proven writing skills and experience dealing with subject matter similar to that of your publication would make me a valuable addition to the Antique World Magazine staff.

Thank you for time and consideration. Please call me at 215-555-1212 if you would like set up an interview. I look forward to your reply.

Sincerely,

Steve Johnson

Enclosure: résumé 

P.S. Please call me at (612) 555-0000 to find out why my supervisor recently said: “I have absolutely nothing but great things to say about Steve. His strengths are troubleshooting problems, taking care of situations in a timely manner and always willing to go the extra mile ... Joe is a great team player.”

Bonus Cover Letter #5

Qualifications Matching Letter sent in reply to posted job opening – HIGHLY EFFECTIVE!!!
Dear Employer, 

I am applying for the position of INSERT TITLE, as advertised in the INSERT PUBLICATION NAME.  My qualifications match your needs very closely and can make an immediate impact for you. Please consider the following:

YOUR REQUIREMENTS



MY QUALIFICATIONS
· CHOOSE ONE FROM AD.


YOUR MATCHING SKILL, WITH 









NUMBERS/FACTS TO PROVE IT.

· CHOOSE SECOND FROM AD.


YOUR MATCHING SKILL, WITH 









NUMBERS/FACTS TO PROVE IT.

· CHOOSE THIRD FROM AD.


YOUR MATCHING SKILL, WITH 









NUMBERS/FACTS TO PROVE IT.

Now, I would like to bring these skills to work for you. I look forward to speaking with you soon about the results you can expect from me. 

Sincerely,

Dirk Headbutt

Enclosure: résumé 

P.S. Please call me at (612) 555-0000 to find out why my supervisor recently said: “I have absolutely nothing but great things to say about Dirk. His strengths are troubleshooting problems, taking care of situations in a timely manner and always willing to go the extra mile ... Joe is a great team player.”

