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   1 Cover letters vs. resumés 
TWO DOCUMENTS THAT CAN HELP GET YOU IN THE DOOR 

A successful cover letter complements the information on your 
resumé without copying it directly. Think of it as a “director’s cut” of 
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skills and achievements. 

Resumé 

Focuses on your multiple 
accomplishments in a concise 
and cohesive timeline  

Should function as a  
stand-alone do cument with 
�������	�����������±������������������������������
mention in your cover letter  
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RESOURCES 

BULLET FORMAT   |   COVER  LETTER  EXAMPLES 

Dear Mr. Smith, 
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the challenges small business owners face managing 
day-to-day tasks while trying to drive growth. As a user 
of your software, Company X’s marketing solutions have 





 

 
 

  

RESOURCES 

LETTER OF INTEREST   |   COVER  LETTER  EXAMPLES 

Dear Hiring Manager, 

As a top-performing sales professional with a record 
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to bring my expertise in media sales to ABC Sales Inc. 
Some of my notable accomplishments include: 

•  




