
Use the same header 
as your resume

It is considered impressive 
if you can include a direct 
name and title versus using 
Mr./Ms. Hiring Manager

Unless you are 100% positive, 
it is important to use Ms. 
instead of Mrs. Do not 
assume, ever. If there is a 
professional title (like Dr.), 
use that instead

Sign in ink 
above name

Include this if 
you are including 
additional 
documents

COVER LETTERS  ❰❰❰ PREP

C. ERIC TAYLOR

2512 22nd Street, Lubbock, TX 79410 | 806-555-1234 | eric.taylor@ttu.edu

January 1, 2014

Ms. Raider Red

College Recruiting Coordinator

XYZ Company

1234 Main Street

Lubbock, TX 79414

Dear Ms. Red:

First Paragraph is the “make me read the rest” paragraph

•	 Include name of position you are applying for or the type of work you are seeking

•	 Mention how you heard about the posting, address your specific connections 

•	 Include company-specific information, DO YOUR RESEARCH! 

•	 Why do you want this job? 

•	 Catch the reader’s attention 

Second Paragraph is the “how you fit the position” paragraph

•	 Explain why you want to work for THIS employer in THIS position 

•	 Connect résumé with job description – GIVE EXAMPLES 

•	 Show why you are qualified – SKILLS! 

•	 Be brief but specific 

•	 Make a statement to begin the paragraph and end with proof for the statement 

Final Paragraph

•	 Restate interest 

•	 Restate contact information 

•	 Use confident and positive language 

•	 “I look forward to hearing from you” sounds better than “I hope to hear from you” 

•	 “Thank you” is not mandatory but it’s nice 

Sincerely,

C. Eric Taylor

Enclosure

Key Tips
❱ 1 page letter, brief introduction that makes the employer read your resume

❱ Pull keywords from the job description for a rich opening that 

demonstrates your fit for the position

❱ Keep the employer reading by meeting their needs

 

 

Tami Taylor 
1111 Ocean Avenue  Long Beach, CA 90806  (714) 555-1234  t_taylor@yahoo.com 

 

PROFESSIONAL PROFILE 
 
Knowledgeable Senior Marketing Manager with 10 years of progressive experience in 
marketing. Exceptional leader and communicator with proven success in account 
management, strategic and creative marketing design and research. Demonstrated 
ability to build new territories and expand opportunities within existing client base.  

PROFESSIONAL CAREER & KEY ACHIEVEMENTS 
 
Engle+Murphy              Long Beach, CA 
Senior Marketing Manager               June 2011 – Current  
 
Created marketing strategies for major clients, including Obagi Medical Products and 
SCAN Health Plan, to build brand awareness, increase customer base and grow product 
sales. 

• Develop and implement a $0.5M print media package to focus product re-launch 
of Obagi Nu-Derm skin care products to reach target physician markets. 

• Write marketing plan, positioning concepts and creative brief for the brand re-
launch of SCAN Health Plan to increase customer awareness and build loyalty. 

• Direct focus group research process to determine consumer attitudes and usage 
of senior HMO products.  

• Coordinate production for DRTV commercial to create customer response and 
initiate product sales. 

• Build and maintain relationships with customer base for three largest clients.  
 
BIOCOM/San Diego               San Diego, CA 
Events & Marketing Manager           June 2007 – May 2011 
 
Marketed, planned, and executed over 20 revenue-generating events and professional 
development programs from concept to completion, with oversight of a $1M budget, for 
a biotechnology trade association. 

• Directed event marketing strategies using customer segmentations to deliver 
direct mail, Internet and email promotions, which resulted in a 30% reduction of 
marketing expenditures. 

• Led cross-functional teams of 24 staff members for turn-key events 
• Developed and implemented new online events process, which increased usage 

of web-initiated registration by 50%. 
• Created budgets for events; exceeded overall revenue expectations by 15%.  
• Designed and wrote marketing collateral in-house that reduced costs by 10%. 
• Negotiated multi-year vendor contracts using attendance forecasts determined 

from event history. 
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International Sleep Products Association                      Alexandria, VA 
Exhibits & Meetings Manager      January 2005 – May 2007 
 
Managed meeting planning process and exhibitor logistics for 12 annual meetings and 
two tradeshows with budget of $2M for international mattress manufacturing industry. 

• Managed Meetings Coordinator, including goal-setting and performance reviews. 
• Oversaw budgets and negotiated vendor contracts for all events; reduced annual 

costs by 10%. 
• Led internal team communications and assigned onsite staff roles for all events. 
• Collaborated with Marketing Department to create promotional materials for 

meetings and tradeshows. 
• Appointed lead team member to implement new database for reorganization of 

business processes. 
 
Meetings Coordinator          August 2003 – December 2005 

• Planned meeting logistics, organized registration, and managed hotel room 
blocks for up to 4000 attendees. 

• Managed executive travel and reduced travel expenditures by 25% by using 
alternative booking channels. 

 
EDUCATION 

 
Texas Tech University, Rawls College of Business              Lubbock, TX 
Master of Business Administration, Marketing                    May 2003 

• President, Graduate Women in Business; Member, Rawls Graduate Association 
• APEC Business Advisory Council consulting project presented to international 

CEOs in Thailand. 
• Wine industry market analysis using quantitative survey data presented to 

Concha Y Toro in Chile. 
  
University of Mississippi                   Oxford, MS 
Bachelor of Business Administration, General Business         May 1998 

• Scholarship for Academic Achievement and Community Service 
 

ADDITIONAL INFORMATION 
 
Professional Associations:  
Sales & Marketing Executives International  
American Marketing Association  
 
Community Service: 
Becky’s House, San Diego, CA  
MBA Read, Los Angeles, CA   

MBA Sample 1

MBA 2 Page Sample

Accounting with MSA Sample

BUDDY GARRITY 
1234 56th Street, Lubbock, TX 79409 
(214) 888-8888  bud.garrity@gmail.com 

 
SUMMARY 

• Experienced in training and leading others, comfortable in both collaborative and autonomous environments 
• Familiar with cold calling, development and relationship building with various populations 
• Excellent communication skills and proficiency in use of Microsoft Suite 

 
EDUCATION 

Rawls College of Business, Texas Tech University, Lubbock, TX 
Master of Business Administration, Marketing                                                                           Expected Graduation: May 2014 
• Cumulative GPA: 3.77     

 
Cox School of Business, Southern Methodist University, Dallas, TX 
Bachelor of Business Administration, Management                                                                       Magna cum Laude May 2012 
• Cumulative GPA: 3.82        

                                      
EMPLOYMENT EXPERIENCE 

   Rawls College of Business, Lubbock, TX                                                            September 2012 - Present 
 Graduate School Teaching Assistant 

• Prepare, enter, and analyze research; manage the Iliad Assessment Center including data entry and maintenance 
• Evaluate student concerns and make informed solutions and decisions while tutoring student in need 
• Organize and prepare lecture and lab lesson activities; assist Professors with grading, PowerPoints, and lectures 

 
 Sewell Automotive, Fort Worth, TX                                                                                                      May 2011 - August 2011 
 Intern 

• Helped implement new electronic inventory system across all lots, resulting in 10% increase in sales in first 30 days 
• Assessed and interpreted customer needs and wants in order to recommend and display appropriate product 
• Attained valuable customer service techniques and developed new sales tactics through shadowing 
• Gained insight to corporate environment through sales meetings, conference calls, manager’s meetings, deadlines, 

training sessions, and assigned projects 
 
Southern Methodist Office of Annual Giving, Dallas, TX                                             September 2011 - January 2012 

 Fundraising Support 
• Outbound call center representative charged with accurately entering information in system, managing receivables and 

providing great customer service to University-wide alumni; accumulated total donations of $9,800 
• Addressed donor needs in regards to University growth, departmental advances, and Alumni Relations 
• Interacted with a team of 20 personnel; personally responsible for 75 daily calls 
• Obtained interpersonal skills and sales techniques through cold call marketing 

       
CAMPUS INVOLVEMENT & HONORS  

   Rawls Graduate Association, Lubbock, TX                                                  December 2012 - Present 
  
 Golden Key Honors Society, Dallas, TX                                                                                            October 2010 - May 2012 
 
 Delta Sigma Pi, Dallas, TX                                                                                                                  January 2010 - May 2012 

Julie Taylor 
1235 25th Street, Lubbock, TX 79406 • (806) 548-5555 • julie.taylor@ttu.edu 

 
EDUCATION 
 
Texas Tech University, Rawls College of Business                       Lubbock, TX 
Bachelor of Business Administration in Accounting            
Master of Science in Accounting (application pending)  Anticipated Graduation with MSA: May 2015                                                           

• Concentration: Audit 
• Accounting GPA: 3.66 
• Cumulative GPA: 3.74  
• Dean’s List: Fall 2010, Spring 2011, Fall 2011 

 
Texas Tech University, Rawls Center for Global Engagement         Seville, Spain                                                           
Study Abroad              May 2013 – July 2013 

• Broadened personal knowledge through immersion in the Spanish culture 
 
EMPLOYMENT HISTORY 
 
ABC Credit Union                           Lubbock, TX 
Audit Intern                               December 2012 – Present 

• Create 12 monthly audit reports which include: management letter, internal control 
recommendations, financial ratios, and loan file review expectations 

• Prepare nine weekly engagement letters including contract of agreed-upon procedures and 
document requests 

• Organize and bind work papers prior to and at the conclusion of audits 
 
Olive Garden                                                          Lubbock, TX 
Server                                                 August 2011 – December 2012 

• Successfully collaborated with a team of 15 other servers to provide timely service to guests 
• Effectively managed an average of $500 a night in cash, credit cards, and check transactions  
• Worked on average 30 hours each week while simultaneously taking 15 credit hours a semester 

 
LEADERSHIP EXPERIENCE 
 
Accounting Leadership Council                                                     Lubbock, TX 
Member            August 2012 – Present 

• Participate in the volunteer Income Tax Assistance Program benefitting low income individuals 
• Provide weekly tutoring sessions for students needing assistance with accounting courses 

 
Volunteer Service Organization                                                                         Lubbock, TX 
Volunteer Representative                August 2011 – Present 

• Train three new volunteer representatives in language, culture, and presentation procedures 
• Prepare and deliver weekly presentations on presentation skills, organizational strength, goal 

setting, team building, motivation, and managing cultural differences 
• Implement new recruitment strategies leading to an 80% increase in membership  

 
HONORS 
 
Alpha Lambda Delta – National Honors Society                        May 2013 – Present  
Omicron Delta Kappa – National Honors Society           May 2012 – Present 
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