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Forward - thinking
Friendly

Good —humoured
Gregarious
Hard — working
Healthy
Honest
Imaginative
Independent
Informed

Ingenious
Innovative
Intelligent
Inventive

Keen
Knowledgeable
Literate
Logical

Loyal
Methodical
Motivated
Multilingual
Mature
Objective
Open—minded
Organised
Outgoing
Outstanding
Patient
People— oﬁented
Perceptive
Persistent
Personable
Pioneering
Practical

Principled

Productive
Professional
Proficient
Punctual
Qualified
Quick
Quick — thinking
Rational
Ready
Realistic
Reliable
Resourceful
Responsible
Robust
Scrupulous

i EVHE. AR, A TERBOE I

Accelerated
Accessed
Achieved
Acquired
Administrated
Advised
Analysed
Appointed
Appraised
Arranged

Second - to — none
Self — assured
Self - confident
Self — motivated
Self — reliant
Sensitive
Serious

Shrewd

Skilled

Smart

Spirited

Stable

Strong
Successful

Supportive

Assigned
Attended
Booked
Broadened
Budgeted
Checked
Coached
Collaborated
Communicated
Compiled

Tactful
Talented
Tenacious
Thorough
Thoughtful
Trained
Trustworthy
Unflappable
Versatile
Vigorous
Well - educated
Willing
Witty
Youthful

Completed
Conceived
Conducted
Consulted
Coordinated
Correlated
Created
Designed
Developed
Devised
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Diagnosed
Directed
Doubled |
Delegated
Demonstrated
Edited
Effected
Enabled
Established
Evaluated
Exercised
Expanded
Expedited
Explored
Facilitated
Formulated
Fostered
Founded
Generated
Guided
Handled
Harmonised
Headed
Hired
Increased
Initiated
Interacted

Invented

Investigated
Identified
Implemented
Improved
Launched
Led

Liaised
Maintained
Managed
Mentored
Monitored
Motivated
Negotiated
Opened
Operated
Organized
Oversaw
Participated
Pinpointed
Planned
Processed
Produced
Proposed
Promoted
Provided
Purchased
Recorded

Recruited

Reduced
Reorganized
Reported
Represented
Researched
Resolved
Restored
Reviewed
Revised
Recommended
Saved
Scheduled
Secured
Selected
Setup
Shaped
Structured
Supervised
Taught
Tested
Trained
Upgraded
Used
Utilised
Visualised
Won

Wrote

. A A

Achieving Engineered Productive
Administered Establishing Proficient
Analysing Expanding Profitable
Background Experienced Quantified
Capable Guided Repaired
Communicating Initiating Resourceful
Competent Instigating Specialised
Consistent Implementing Stable
Coordinating Improving Successful
Designing Leading Supervising
Directing Managing Training
Economical Organising Versatile
Effective Participating Wide
Efficient Processing

=%

—. WL

#3AHAGETF

Skilled at. .. Excelling in. ...

A skilful.. . . With the ability to. . .
Possessing ability in .. Competent at. . . .
Very good at . . . An experienced. . .

Adept at ... A talent for. ..
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Familiar with . .. Qualified to ...
Desirable Qualities

Reliable Punctual Enthusiastic

Trustworthy Accurate

Friendly Able to work as part of a team

Willing to learn Able to follow instructions accurately

Employers look for someone who :

Has a positive attitude
Takes pride in their work
Has a suitable appearance

Has initiative

2)

188

Can be innovative

Words and Phrases

by lightning.

. BIEAE (profiles) LM

1) A Senior Quality Assurance Technician with a wide

range of experience in the food industry. Able to work
on own initiative and as part of a team. Proven leader-
ship skills involving managing, developing and motivat-
ing teams to achieve their objectives. First — class ana-
lytical, design and problem solving skills. Dedicated to
maintaining high quality standards

As a mechanical engineer I have gained experience of
both heavy and light industrial equipment, particularly
in the area of hydraulics. HND qualified and willing to

study further in order to progress my career. Comfort-

NP -

3)

4)

5

~

6)

able communicating with senior management or on the

shop floor.

A creative and enthusiastic person with a diverse range
of administrative/ clerical experience. Outgoing with
strong and effective organisational and communication
skills. Good team player and able to use own initiative
to achieve company objectives. Excellent computer

skills. Versatile and learns new tasks/skills quickly .

An adaptable and enthusiastic individual who takes
great pride in his/her work . Communicates well at all
levels and is able to form working relationships quickly
with a wide range of people. Possesses excellent ad-

ministrative skills and is computer literate

Professionally qualified Purchasing and Materials Man-
ager with more than ten years experience of the prepa-
ration and negotiation of contracts. Accomplished in all
areas relating to the purchasing and sale of products
ranging from engineering raw material to communica-

tions systems

A Mathematics student who is keen to find a position as
a Trainee Accountant. Reliable, trustworthy, numerate
and meticulous. Worked for a firm of chartered ac-
countants last Summer and gained a good understanding
of what is required of an accountant. Able to work on
own initiative or as part of a team and can deal with

administrative duties competently .
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Sunny Zhang
133010XXXXX

sunnyzhang @ hotmail . com / —

A% BB
- TR

Term address:
16 Academe Road
(From October 10)Haidian, Beijing

Home Address:
8, Yangzijiang Road,
Yangzhou, jiangsu

225100 100000

Tel: 0514 888 8888 Tel: 010 88888888
Date of birth: 18 May 1982 Nationality: China
EDUCATION

2001 - 2004 University of Beijing, BA, History

gl Key Modules:

B #AERER @ Qualitative Research Skills
8. '@5% % Economic History

© Social Statistics * Politics and Economy

@ Market Forces
@ Tiger Economies: Dead or Asleep?

» Strategy

~ Skills Gained: During my degree and dissertation
I developed a wide range of transferable skills
- within the fields of analysis and qualitative re-
~ search. For my dissertation on the economies of
- South East Asia I had to dig up and interpret in-
formation from a wide range of sources including
the Internet; libraries and museum archives.

1995 - 2001 Yangzuo Xinhua High School

WORK EXPERIENCE

Summer 2003 Marketing Assistant: Bestway Information Ltd
Co - ordinated a small research project team
looking at customer responses to refurbished Bestway

» Information Ltd. I initiated this internship myself,
32 B B A

and negotiated my conditions and salary. At the
N 3659 | completion of the project our team was awarded
B ikiR G2 the 2003 Bestway’s prize for the best contri-
kAR T bution to Market Research.

Oct 2002 — Present Fund organiser: Childline
Analysis of data in order to ensure a better
national service: Childline was finding that it
was not attracting quality volunteers and many
calls were going unanswered, I have been able to
alleviate this problem by rerouting resources and
initiating a ‘triage’ system for new calls.

Summer 2002 Cashier: XiDan Supermarket, \
Beijing AL DT
B Aok RIER

@ Assisted in designing a questionnaire
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@ Analysed data using Excel

% Presentation to regional marketing managers
Summer 2000 Check Out Operator: Xinxing Market, Yangzhou

ARG

EmeHT —>

&7 6573

@ Developed numeric skills and customer
awareness
@ Organised weekend work rotas

# Responsible for training new weekend staff

INTERESTS AND ACTIVITIES
Publicity Officer Oxfam: Arranged a publicity campaign. Gained

Treasurer

Vice Captéin

experience in delegation, proofreading text,
desktop publishing, and working under pressure

to meet deadlines.

Karate: Kept accounts for a committee of eight.
Helped organise a campaign to extend member-
ship of club, which resulted in 50 new mem-
bers.

University Football Team:| Organised venues
and fixtures for three teams as well as playing in
the First XI.

ADDITIONAL SKILLS
@ IT: Good knowledge of MSWord. Through my job at Bestway
Info Ltd I also gained valuable experience of spreadsheets and

databases .

@ B driving licence

@ Conversational English

REFEREES
Academic

Dr Chen Hui,
Personal Tutor,
School of History,
University of Beijing,
010 66666666

hchen @ hotmail . com

Professional

Mr Gao shusheng

Market Research Division,
Bestway Information Ltd,
Xidan Street, Beijing
010 88888888

shgao @ hotmail . com
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V Cathy Li Wenhe
Home Address
(FromJuly20 — October8) :

32 Renming Road, Nanjin

Term Address:

(Until July 20)

32 Huaihai Road

Shanghai

200000

Tel: 021 — 87654321

E-mail: clwh@ Yahoo.com

Date of Birth: 21 February 1978

Jiangsu,

220000

Tel: 025 - 12345678
Natonality : China

Education & Qualifications
1995 — 1999 University of Shanghai, Civil Engineering
T Modules Include:
“ Research Methods

JR B8 & edjal  © Computing
R PR HE3Y © Presenting Ideas to Clients
18 ki gh 2  Information technology
Ak AERE O Surveying
» Mathematics

Dissertation on presenting computer aided designs to
manufacturers with little or no engineering back-

ground. During this project I had to demonstrate

A e S SR i

e ——

—

‘BmEE

excellent communication and presentation skills in a

client — focused environment

1989 - 1995 Nanding University High School, Nanjing

Work Experience
1999 - 2004 Sanwei Construction Co, Shanghai
Duties Included: Project management; strate-

gic planning in a client — focused environment

1997 - 1999 Adventure Planner at Shanghai Adventure
Holidays
(Vacations)  Duties Included: Organizing and managing
water — based adventure holidays for s¢hool aged
children
1997 - 1999 Gap year:Sales Assistant,

Huaxin Market, Nanjing

EARBREIED
657H & ) 6513

Duties Included: Retail sales and customer care

1995-1997 Various holiday jobs including:
@ Child - care
@ Holiday camp entertainer

@ Teaching assistant

Interests / Achievements

@ Music: guitarist in my own band which performs gigs in and around

the Leeds area
@ Travel: Backpacking in domestic countryside
@ Sport: University Basketball team player
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Skills Profile /

Initiative: During my placement at Sanwei Construction Co. I was
given responsibility for a number of projects where I had to work inde-
pendently to fulfill key areas of the client brief. My interests always
involve taking an active role in’ making things happen’ . I formed a
band at university in which I was the lead guitarist and singer, and this

group continues to meet at weekends.

Commitment: I needed considerable motivation and commitment in
order to maximize the benefits of my gap year in 1999. I wanted to
travel and increase my work experience in the service sector without
incurring debt before I even started my degree! After an exhaustive
search I found a very fulfilling job and earned enough money to fund

the trip of a lifetime to Tibet.

Organisation: The key to my role at Shanghai Adventure Holidays
was the ability to organise a series of holidays, from co — coordi-
nating the bookings and liaising with the customers to checking the
equipment and planning advertisements in the local media. No
matter what aspect of the job I was working on, I was constantly
aware of the fact that there was a limited time in which to complete

the day’ s tasks. Throughout my studies I have also been able to

e s

.k
i

allocate a certain amount of time to leisure activities and work

without allowing my studies to suffer.

Team — working: In various groups at my workplace and the uni-
versity I was able to bring together a wide range of opinions to en-
sure that we worked efficiently and achieved successful results. My
work experience has also allowed me to work with a wide range of
people. In addition, I am a member of the university basketball

team. I particularly enjoy the social interaction of this sport.

Communication: I have always achieved high grades in my written
and oral work. I have given a number of presentations in tutorials .
My experience at Sanwei and Shanghai Adventure Holidays has also
given me the skills and confidence to deal effectively with the gen-

eral public, as well as colleagues.

BEARRLGORE,
AR 6 BE A Rk

Additional skills

@ B driving licence

@ Conversational English

@ Excellent knowledge of web design and Windows — based com-
puter packages

References available upon request
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Mr. Sunny Wang
ADDRESS
TELEPHONE
EMAIL
Date Of Birth: 23 November 1971

Driving Licence: C

PROFILE
An efficient analytical, positive thinking undergraduate with the

proven ability to meet deadlines, and the initiative to make decisions.
A good communicator with the ability to work individually or as part of

a team

KEY SKILLS

Proven record of research, evaluation and detailed analysis.
Accomplished presenter, public speaker and report author.

Ability to articulate and communicate clearly and effectively at all levels
Effective working on own initiative, or as leader of a group.

Experience in handling high pressure situations and deadlines.

ACHIEVEMENTS

Elected Course Representative at University .

Organisation of three foreign Study Exchanges.

Invited to address the College concerning Tibet Study Visit.
University” s most successful student ever in MARKSTRAT, a ten

week computer simulation in Competitive Brand Strategy Management .

T ——— oy -

PP —
——

i —

TRAINING

1996 Financial Analysis

Jan 2002 - Present Guided Study of the Technical Financial Analy-
ses_of BJ Understanding of Financial Instruments, Stock Market trad-
ing techniques, Preparation for the SFA examinations.

EMPLOYMENT HISTORY

1999 — 2003 European Business Consultants

Initiated Administration system to support Sales Office, Design of
client questionnaire, Detailed analysis of clients’ situations and strate-
gies, Creation of Application Reports for European Grant Funding,
Negotiation for Professional Indemnity.

Conrane Consulting: Trend Analysis of Health Service provision.

1994 — 1999 Scope Intemnational Ltd. Corporate Analysis, Strategic
formulation, Business Plan, Implementation of restructuring, Initiated
computerisation, Research for launch of a subsidiary.

1992 - 1994 Marysia Woroniecka Public Relations (Placement) .

PR support at the time of Benetton’ s controversial advertising cam-
paign.

1990 - 91 Tellex Monitors Ltd

Vacations Telesales, New client generation.

EDUCATION

1990 - 94 INTERNATIONAL BUSINESS ADMINISTRATION: BA
Management College of BJ University

Corporate Strategy, International Trade, European Integration, Ac-
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counts, Quantitative Techniques, Information Technology, Marketing, ﬂ@%ﬂkﬂ:"l’gjmiﬁ]

Organisational Behaviour, Law, Purchasing, Employee Relations,

Tourism.
Christina Chen
38 Marraybean Drive, Westhill,
Edinburghr EH14 4D] .
Tel: (0131) 1234 567
cchen @ hotmail . com

Dissertation: The growth in China’s Tourism Industry .

Study Exchanges:

1991 University of Toulouse, France.

g v e

1993 University of St. Petersburg, Russia

.

Security Market and Stock Exchange, Russian monetary Systems,

e St

Russian Banking Industry. PROFILE:

——

A Mathematics graduate who is keen to find a position as a Trainee

BE O W SRk 3

TECHNICAL SKILLS i:' Accountant. Reliable, trustworthy, numerate and meticulous. Worked P
Touch — typing to 29wpm, Microsoft Word, WordPerfect 5.1, “l\ for a firm of chartered accountants last Summer and gained a good un- ,:'&
Quattropro Spreadsheet, Lotus 123. ]l' derstanding of what is required of an accountant. Able to work on own 2

‘l initiative or as part of a team and can deal with administrative duties 9%

'ﬁ competently . ;’)
INTERESTS 1 i
Fitness Training, Badminton, Foreign Travel: Since graduation I have “;) EDUCATION:
travelled it Kergh, 'USA kid Bindpe. ')| 2002 - 2004 BSc. (Hons)2.2 in Mathematics at Warwick University .

lj Subjects studied: Business Studies, Computer Studies, Calculus, Ge-

References available upon request I S e and Catastole Thicoty

A 1994 — 2001 Edinburgh High School.

*' 3 GCE A Levels: Mathematics [B], Economics[C], Chemistry [C].

1‘ 6 GCSEs: Mathematics[A], English Language[B], Chemistry[B],

?\ Physics[B], Geography[B], Economics[B] .

| EXPERIENCE:
Summer 2003 JOHNSON & STEVENS
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Administrative Assistant
A vacation job working for a large firm of accountants. Responsibili-
ties and achievements:
@ Assisted the Senior Partner who was conducting audits on ma-
jor companies in the area.
# Handled incoming telephone calls to the Senior Partner from
other companies and members of thepublic.
> Organised and maintained the Senior Partner’s filing system.
© Typed reports on an IBM Compatible PC using the WordPerfect
word — processor.
# Devised a new filing system to maintain the files held by the
department .
© B Solved users PC problems including sorting out spreadsheets,
explaining how to use complex features in word — processing

packages .

Summer 2002 CHEDLEE COMMUNITY CENTRE
Co — ordinator
© A vacation job at a community centre for the elderly. Respon-
sibilities and achievements:
© Organised a local advertising drive that increased the number of
elderly people coming to the centre by 20% .
© Organised games for people attending in the afternoons.

© Escorted some of the elderly people to and from the centre.

COMPUTER SKILLS:
IBM Compatible PCs running Microsoft Windows, MS — DOS, Word-

—

Perfect, Word for Windows, Lotus 1 -2 - 3 and Microsoft Visual C.

PERSONAL DETAILS:

Date of Birth: 24th May 1983
Marital Status: Single

Driving Licence: Full, clean
INTERESTS:

Interests at Warwick University included organising a charity quiz for
MTE, which raised £ 5000. Badminton, cinema and theatre.

REFEREES:

Professor Sunny Jackson, Department of Mathematics, University of
Warwick, Coventry, CV4 7AL.

Dr. Cathy Lord, Personnel Manager, Johnson & Stevens, 124 High
Street, Edinburgh, EH2 3TH.
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Dear
(use a strong opening that get right to the point)

(demonstrate your knowledge of the employer and address
ways you feel you can contribute to the employer’s needs.)

(end your letter with a call to action. ask for a meet-

ing.)

Yours Sincerely
| avoid looking

forward or backward
- and try to keep
going forward .

(g2 2)

e

o

e
e e

( ) studying for a (

= RIBUE R B
.l.ﬁﬁﬁﬁﬂﬁ:

* I am currently in my final year at the University of
) degree in () and I
am writing to see if you have any vacancies. I am particularly
interested in gaining experience in applications programming
although I would happily consider other areas within your organ-

isation .

* I wish to apply for the ( ) in your organisation
as advertised in ( ) . I believe this is a challenging po-
sition which will offer me scope to make full use of my exten-
sive academic and ( ) skills.

* 1 saw the ( ) position as ( posted / advertised )

and would like to submit my resume for consideration. In my

( ) years with ( ) in the ( department ) as a
( ), I've developed the qualities you need to meet your
goals .

* According to ( internal contact / company newsletter,
external contact) , 1 understand that you are considering (goals,
projects, direction ) and may be in the market for someone who
can provide strong leédexshjp in pursuit of this goal .

% The article in (company newsletter/ external publi-
cation) about your (department / firm) was very impressive.
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Congratulations . [’'m pleased to see you get recognition for your
&l P you g 2 ¥

commitment to ( )

* 1 am especially interested in this position because my
experience as a senior security professional in the Army has
prepared me for a disciplined, secure work environment and the
challenges associated with unexpected events. I'm looking
forward to using this experience for enhancing the security of a

growing and community — conscious bank .

% 1 have been following your (department’s /company’s)

progress in ( ) for ( ) years and believe that the
skills I've developed while working at ( ) in the
(department) the past ( ) years will make a significant

constitution to meeting your goals .

% I saw the ( notice posted/advertisement) for a position
as a ( ) and wish to express my interest and enthusiasm

in transferring the ( ) skills I developed in my current

position as a ( ) at ( )
2. EEAA:
* With my background in ( ), | believe my unique

skills would promote ( the company’s) continued growth and
success .
), 1 believe I

would make a noticeable difference (in your department / at

* If you need someone who can (

o e T s+ _4on o =

A _eas e

i i s s S, s it it
e ——— T ~

your company) .

* I am leaving the U.S. Army after seven years of expe-
rience in personnel administration. Because of my positive
Army experience, I would like to continue working in a large
organization . However, before I venture further into the civilian
job market, I would like to benefit from the experience and
knowledge of other professionals in the field who might advise
me on opportunities for someone with my qualifications .

% For the past () years, I have worked as a
() with ( department / company ) . During this time, I
have acquired experience in ( ) and earned recognition
for (). I am especially proud of (). (add your
unique selling points . )

* My involvement in () has provided opportunities
to practice the skills of () and (). I understand
that these capabilities are important to ( a department/ firm )
that excels in (). (add your unique selling points)

* I know that a (> ) has to have the quality of

(), and I know that quality is important to your depart-
ment /firm. It's a characteristic that I have worked on through-
out my career. My () and () have produced
) . (add your unique selling points . )

% When I was (

consistent (
), 1 developed a successful

( ) . This important project brought my department/firm a
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( ) percent increase in sales. After studying your depart-
ment /firm, I feel that I could achieve similar results after a

period of ( ) . (add your unique selling points . )

* Although it has been several years since I worked with
(), 1believe that my ability to () and ()
will prove valuable. The new opening sounds like a perfect op-
portunity to offer these skills as a () ( in your depart-

ment / at your company) . (add your unique selling points . )
3. 88

* [ feel that I have the necessary knowledge and experi-
ence required to fulfil the post of Graduate engineer successful-
ly. I have enclosed my curriculum vitae and very much look

forward to meeting you to discuss your requirements in depth .

* I would appreciate an opportunity to meet with you to
discuss how my experience will best meet your needs. My ideas
on how to improve your () posture may be of particular
interest to you. Therefore, I will call your office on the morning
of (_ )to inquire if a meeting can be scheduled at a conve-

nient time. | look forward to meeting you .

* Although I know your time is valuable, I would appre-
ciate a few minutes to discuss my qualifications and how they
might directly benefit your department/ company/organisation . I

will contact you on ( ) to set up a meeting. Please do not

e S

et =

hesitate to call if you have any questions.

* I would welcome the opportunity to discuss with you
how my knowledge and ability could be used in your company .
You've got to be very careful if you don’t know where

you're going, because you might not get there. . -

* I would appreciate a chance to meet with you and dis-
cuss how my skills could assist your (department/company) in
its goal to () . I will be in the area on () and
will call you on () to see if there is a convenient time
we can meet during my stay. If this time won’t work for you,

lease don't hesitate to call me at ( ) 2
p padels

* Perhaps we could meet briefly sometime during the next
two weeks to discuss my career plans. I have several questions
which I believe you could help clarify. I will call your office on
(), to schedule a meeting time. I look forward to dis-

cussing my plans with you.
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24 Marrayben Drive,
Wester Hill,
Edinburgh EH14 4D]J .
Tel: (0131) 234 1234

Miss Jane Dibb, 3 May, 2004

HR Manager,

Bestway Foods Limited,

346 Wood Road,

Edinburgh

EH3 2BR

Dear Miss Dibb,

I am writing to enquire whether you have a vacancy
in your company for a Quality Control Manager. I en-

close a copy of my CV for your consideration .

As you will see from my CV, I am currently working
for Nikkie Foods as the Senior Quality control Tech-
nician. In my present position I am responsible for
managing all quality assurance in Nikkie Foods’ Edh
factory . I have worked closely with the Production

— e N

Department and have been able to identify problems
before they affected production deadlines.

Over the last year I have implemented BS5750/1SO
9000 throughout our factory. This meant rewriting
many of the company’s procedures and in some cases
creating new procedures. I successfully obtained ac-
creditation at the first attempt within the Board’s six-
month timescale .

With my proven ability to manage and maintain the
highest QA standards whilst also minimising costs, I
feel that I would be able to make a significant contri-

bution to your company’s management team .

I would be grateful if you would contact me if you have
any vacancies in your company, or keep my informa-
tion on file in case of future openings. I would wel-

come hearing from you.

Yours sincerely,
William Jackson
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Date: Tues, 15 May 2003 19:52:59 - 0700 (EDT)
From: kevin lee smith [ksmith @ yahoo .com ]
Subject: Seasoned Sales Rep With MBA Ideal for
Regional Sales Manager (mtt — 01/3439)

To: scott . hent @ marriott .com

Dear Mr. Hent,
Having broken sales records and exceeded sales quo-

tas in all my previous positions and recently complet-

ed my MBA in marketing from the Edinburgh ﬁm-
ness School of Heriot — Watt University, | am an ide-
al candidate for the regional sales manager position at

Marriott Vacation Club International .

As the leading sales representative for Disney Vaca-
tion Club, I developed key sales material, trained
new sales reps, and reinvented the way club mem-
berships are sold. My team’s revenue was more than
double the average for the entire operation. The va-
cation club industry is a dynamic and growing indus-
try, and I am convinced I can help Marriott grow its

reputation and dominantposition in the industry .

We should meet to discuss the position. I will con-

tact you in the next 10 days to arrange an interview .

et e
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Should you have any questions before that time,
please feel fite to call me at 904 — 555 — 2341 or e-
mail me. Thank you for your time and consideration .

Cordially,
Kevin Lee Smith

BI=. 5L ATRRIE

Carmen R. Ellison
24 Marrayben Drive,
Wester Hill,
Edinburgh EH14 4DJ .
0131 5550262
E — Mail: CEllison @ home . com
30, June, 2004

Mr. Lyndon Keene

ABC Work Shop

3400 Einstein Parkway

Edinburgh EH1 2NB

Dear Mr. Keene:

If you have a client seeking a brand strategist who
can deliver bottom — line results, 1'd like to make a
strong case for myself. My track record in business —
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to — business international branding and marketing has
d enhance the reputations of such firms as Bank of
Scotland, The Nikkei Stock Market, Northern Tele-
com, and Intel, to name a few. I am contacting you
as [ believe it is time for a change. My employer is
in the process of merging with another company, so

the time seems right to move on.
Of particular interest to your client firms:

* [ have demonstrated my strategic ability through
successfully launching companies, communications
departments, Web sites, PR programs, ad cam-

paigns, branding programs, and more .

% I have consistently contributed my leadership skills
in a corporate setting, while managing the creative
process, motivating and empowering team mem-
bers, fine — tuning marketing plans, and juggling
multiple projects. I am a proficient top manager
and profit — minded leader .

% Time and again, my initiatives have resulted in
increased awareness and press coverage, success-

ful advertising campaigns, and winning branding

strategies .

* 1 am particularly interested in positions in the
North Sea Bay area that start at a salary range of
£80K to £100K, in the following categories: mar-
keting partner at a venture capital firm, entailing
leveraging marketing opportunities for the portfolio
companies and advising them on branding and
marketing strategies; brand sirategist and global
head of marketing for a service — oriented prefer-
ably global business; senior — management role in
a mid - sized integrated agency specializing in ad-
vertising, PR, and interactive services; marketing
and communications head for a high — end finan-
cial services boutique; high — end headhunter or
right — hand in a large philanthropic organization .

I'd like to meet with you to discuss adding value to
one of your client firms as I've done for my previous
employers. I'll contact you soon to arrange a meet-
ing. Should you wish to contact me before then, Ican
be reached during the day on my direct line (0131
5550262) or at home most evenings (0131 5550276) .

Sincerely,
Carmen R. Ellison
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