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Please read thisfirst...

.1t will take you just 15 minutes to finish reading this book. If you are searching for
employment, | predict this will be the most profitable 15 minutes of your job-seeking
life. Read every word right now (no cheating!) and | promise you'll never look at your
job search the same way again.

Whether you're a college graduate starting out, a seasoned career professional or
perhaps changing careers for the first time in your life, whatever your current
employment situation, the secrets revealed in this book are unlike anything you've read
before.

“Okay Jimmy, what makesthisbook SO special?”

Good question, here's the answer: | am a 20 year direct marketing and copywriting
professional. | believe I'm the very first marketing professional to apply proven
advertising and marketing strategies to the job search. When you craft a cover letter
using my simple yet powerful marketing secrets, you might as well call your cover
letter a'sales letter' and your job search a 'marketing campaign.’

Remember, the job-seeker who 'sells' him or her self the best
winsthejob every timel

You're about to discover why it is the 'humble' cover letter and NOT the resume that
has the sales power to land you more quality job interviews and offers this month than
99% of your competition will land all year.

Excited? Y ou should bel
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The 'Big Bang' Theory!

If | failed to grab your attention with the title of this chapter you might not be
reading this first sentence right now.

You can call it a'title' or a'headline' but the secret is to 'pack a punch' at the top of
any written communications. Done properly, this practically forces the reader to
explore alittle further, to READ more of your letter, article, document, etc.

How can you use this secret with your resume cover letter?

This little-known gem works like magic and fits perfectly at the top of any job- search
cover letter. With a powerful headline, you have the opportunity to grab the reader's
undivided attention. Without it you run the risk of falling victim to the dreaded, 'scan
and trash’ syndrome.

Why do | cal it the 'Big Bang Theory? TO GRAB YOUR UNDIVIDED
ATTENTION! But it's hardly theory. The fact is we are ALL naturally attracted to
books and articles with a sizzling title—the kind that give us a 'big bang." We quickly
scan newspapers and magazines looking for stimulating titles and headlines before we
commit to reading further. A strong headline that 'jumps' off the page wins every time!
Titles and headlines do all the hard work of gaining our attention first.

Imagine the kinds of results YOU could enjoy in your job search
when your cover letter starts off with an attention-grabbing headline
that is so compelling and unique, the hiring manager is actually
excited to keep reading?

Thisis exactly how YOU can land more quality job interviewsin ahurry.
Y ou may be saying right now, “But Jimmy, | can't do that. It sounds too difficult!”

Actudlly it's quite easy.
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Let's assume your cover letter starts with something typical like, Dear Mrs. Smith.
WEell, right above this greeting is exactly where you should place your 'show-stopping'
headline. By the way, to stand out even more, this sentence can be typed in bold-face
print and centered on the page. (Two lines maximum).

Here are THREE examples of excellent cover letter headlines:

Threereasonswhy | believe | may be the candidate you ar e sear ching for
regarding the[insert job opening title here].

| have resear ched [company name] and believe | am a great
match for the[insert job openingtitle herg].

| would love the opportunity to beinterviewed in
person for the position of [insert job opening title her¢g].
Following this headline you start your cover letter with, Dear Mrs. Smith.
Do you think 'Mrs. Smith' can resist reading a little more of what these headlines
promise? Using the 'muscle’ of a strong headline at the beginning of your next job-

search cover letter can fill your calendar with more job interviews fast.

Start Y OUR next cover letter off with a'big bang!"

Bang ,
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Towhom it may NOT concern...
Dear Job Seeker:
Which of these greetings should you use to start your cover letter?
Group 1:
Dear Sirs: Dear Sir/Madam: Dear Gentlemen: To whom it may concern:
Group 2:
Dear Hiring Manager: Dear HR Director: Dear Human Resources:
Group 3:
Dear Mrs. Smith: Dear Mr. Jones. Dear Lilly Thomas:

Answer: Group 1 is the worst of the bunch. Group 2 is better. Group 3 is exactly what
you should strive for.

Thetypical, “To whom it may concern” concerns no onein particular.

Addressyour cover letter to a specific person whenever possible!

Make the extra effort and find out TO WHOM you should address your cover letter.
For jobs posted online this can prove to be a difficult task but at the bare minimum
make sure to address your letter to the proper company entity. Example: Hiring
manager; HR Director; etc.

Cool Cover Letter Greeting Tip: If you cannot find the specific name of the person

most likely to review your letter, use one of the greetings from Group 2 and add this
special sentence (example below) to the top of your letter tailored to your particular
situation.

Visit us on the web! Click here: Amazing Cover Letters
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Example:

PLEASE NOTE: | apologize for the impersonal greeting. | wanted to address this
cover letter to you by name but it was not provided online and | was unable to
obtainit. | am very interested in the position of [insert job opening title here].

Now you can insert your main headline below this sentence as | discussed last in the
last chapter.

Main Headline Example: (Should be centered and in bold text).

THREE reasonswhy | believe | may be the candidate you ar e sear ching for
regarding the[insert job opening title here].

Do you think this one-two punch would grab a person's attention?
Absolutely! Thisis aprime example of turning a negative into a huge positive.

The bottom line: When you target your cover letters to a specific person by name, you
increase your odds of landing the job interview several times over.

So before you write your next cover letter, ask yourself this question:

To whom does this letter concern specifically? Then do your best
to answer it!

Visit us on the web! Click here: Amazing Cover Letters
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Keep it 'short and sweet’ or kiss your chances goodbye.

Z
One of the best secrets for getting your cover letter noticed and read Z Z
Isto keep it brief!
BLAH ok

There are few cover letter mistakes greater than that of the ‘long-
winded’ cover |etter.

SEVEN Layout Secretsof a Highly Effective Cover Letter:

One page max. Two-page cover letters are the kiss of job-search death!

Let your cover letter ‘breathe.” The more white space the better.

Three paragraphs max. More than this and it appears to be a ‘ tough read.

Use bullet points and numbered lists when appropriate. This alows for

easy scanning.

Start the first sentence of each paragraph with bold-faced type. It

highlights the start of each paragraph inviting the person to read further.

Works beautifully.

6. Paragraphs should contain no more than four to five sentences each, but |
highly recommend just three well-written sentences per paragraph.

7. After you've finished your letter, print it out to see that it’s easy on the

eyes and ‘invites you to read more. Remember: Lessis more!

PwWNPE

ol

Use these SEVEN secrets to create your own highly effective cover letter and |
guarantee you'll avoid the 'recycle bin,’ and land more quality job interviews next
month than your long-winded competitors will land all year.

Hey look at that, I've kept this chapter short and sweet!
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Big Word WARNING... No onetalks like that!

| was going to begin this chapter by using some really impressive words to make my
point right off the bat. Fortunately, | decided against this approach, realizing you
probably wouldn't make it to the second sentence and | would have lost 95% of my
audience immediately!

ITSTHE SAMEWITH YOUR COVER LETTER!
I'm sorry for shouting, but let me explain...

Writing a cover letter filled with sentences that use words an English teacher would
have trouble understanding is not only difficult to pull off, but more important, it is
totally and completely ineffective!

Thisis great news for you. Highly effective, interview-grabbing cover letters are 'short
and sweet' and read like a friendly conversation with a good friend.

| realize the tendency people have towards using big, 'important’ words in their cover

letters and resumes but trust me on this and leave the 'big word technique' to your

competitors. Write your cover letters like | am writing this chapter. Make your points
easy to understand by using words everyone can recognize. Bring it al together with a
friendly tone throughout and chances are you've got yourself awinner.

Please don’t do this:

supercalifragilisticexpialidocious

I ;H'-au.mu::nlznullr:amicr4:|sxi:c:|:|iu:s;iI.im:n.rw:ul.u;:ar-n::u:unlcrsis\I

“1 have consulted, choreographed,
compiled and specifically isolated anidigesttablismentarianism |
technological solutions for challenging,

yet highly inordinate retroflex samplings that have lead me to a potential
mathematical resolution. | am self-assured my skill set will meet with your
parameters and would encourage further communications between all parties
concerned and in accordance with regards to this dynamic conceptualization we
all strive to finalize and perpetualize.”
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How 'painful' is THAT gibberish?!
Let’ stry that again in plain English:

| wanted you to know | have taken some time to research your company and am
very impressed. | have areal passion for thisindustry. | am a hard worker and my
attention to detail is one of my best qualities. | would love the chance to interview
with (company name) for the position of account executive. Thank you in
advance for the opportunity. | really look forward to meeting you.

WOW... plain ol' English, what a breath of fresh air!

BIG WORD WARNING TIP: Read your cover letter out loud and if you find any
tongue twisters and sentences that sound a little too ‘impressive’ fix them! Read it
again out loud until the sentences just roll off your tongue. Write like you speak, let
your personality shine through. Show your passion and enthusiasm for the position and
clearly ASK for the job interview.
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Want More Quality Job Interviews?
... ASK and you shall receive!

Y ou're about to discover one of the most effective job-search strategies ever reveal ed.
Ready?

Your cover letter'smain focus and purpose should belanding YOU thejob
interview. The oneway to fill your calendar with more quality job interviews
iIsto clearly and directly ASK for thejob interview within your cover letter!

Let'sfaceit, without landing the job interview, it's pretty difficult to land the job.

Y ou can positively get your ‘foot in the company door' for more quality job interviews
by using this one simple strategy.

Allow me to repeat:

CLEARLY AND DIRECTLY ASK
FOR THE JOB INTERVIEW

IN EVERY JOB-SEARCH COVER
LETTER YOU WRITE!

Asking for the job interview in the beginning of your cover letter and again towards the
end of your letter is the perfect combination. (Twice as nice, twice as effective.) Keep
it friendly and conversational but clear and direct. Remember you are asking the reader
(HR Director, Hiring Manager) to take a specific action. You are asking him or her to
pick up the telephone to call you for the job interview. Does it get any more basic than
that?

When you stop and think for a moment doesn't it become obvious?

I'm offering you quite possibly the most deceptively simple job-search advice you may
ever read... and certainly one of the most powerful.
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