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BRAND REVIEW 
RÉSUMÉ 

COVER LETTER 

“BUDDABING –     
 BUDDABANG –  
 BUDDABOOM.   
 
YOU SHOULD BE  
IN AND OUT LIKE  
A HIT TEAM OF  
NAVY SEALS.” 
 

COVER LETTER 
PERSONAL INTRODUCTION 

• Generates a response 
• What can you do for them and why? 

 
 

COVER LETTER 
To Whom? 

Mail to a specific individual in organization 
 

To reach out to individuals 
•  Network 
•  Lexis Nexis Red Book 
•  Book of Lists  

•  only for cities that have a Business Journal 
•  remember that Omnicom no longer allows their 

companies to participate 
•  Call to be sure someone still works there and his/her title, 

but DON’T ask where you can send your résumé 
 

 

Take note of the year of 
publication.  Also know that 
the industry changes rapidly.  
This is a starting point.   
Call and ask front desk if  
so-and-so is still the creative 
director.  That’s it.   
Don’t ask or tell more. 
Don’t ask if you should send 
your résumé to this person. 
 
Clients change also.   
Check this on their website.   
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Main public library in Little Rock has (check) a copy of this.     
This will be in the reference section, so bring money for copies  
or an iPhone to take pics, etc.  (may not even be printed anymore) 

ONE TIME (ever) you can have a trial session to get into the  
online database.  Use this one time wisely. 

COVER LETTER 
To Whom? 

Mail to a specific individual in organization 
 

To reach out to individuals 
•  Network 
•  Lexis Nexis Red Book 
•  Book of Lists  

•  only for cities that have a Business Journal 
•  remember that Omnicom no longer allows their 

companies to participate 
•  Call to be sure someone still works there and his/her title, 

but DON’T ask where you can send your résumé 
 

 

THE BOOK OF LISTS 



9/21/14 

3 

The main library in the city may have one of these in the reference 
section.  Call and check.  Don’t buy – you only need one list. 

The main library in the city may have one of these in the reference 
section.  Call and check.  Don’t buy – you only need one list. 

COVER LETTER 
To find high-quality job openings  
and contact information: 
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Few great creative jobs here.  L 

COVER LETTER 
To find high-quality job openings  
and contact information: 
 
•  But remember that responding to a job posting is you 

against a HUGE amount of competition. 
 

•  Networking now means you will be top of mind when a 
position (or even contract work) opens. 
 

•  People would rather employ designers quickly and with 
as little trouble (= fewer steps) as possible.   
Be top of mind and already trusted. 

 

RULES 
• DO 

•  Mail to a specific individual in organization 
•  SPELL name correctly! 
•  Letter: say Mr. or Ms. (or Dr.); Envelope: full name 
•  “Drop names” if you can! 

RULES 
• DO NOT 

•  Use overly formal  
(avoid Sir or To Whom It May Concern) 

•  Mail to the firm name only 

RULES 
•  TONE 

•  DO show your personality (a bit) 
•  DO NOT be too familiar 

 
 

It’s what you can do for them. 
Not what they can do for you. 
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PROOFREAD!!!!!!!!! PROOFREAD 
NO MISTAKES! 

•  Get someone to proofread your letter. 
•  Perfect grammar 
•  Spelling and typesetting should be perfect 

•  No rivers, orphans, widows, hyphens 
•  DO NOT SPELL NAMES INCORRECTLY 

 

Also be consistent with 
commas before “and”: 

•  “I love color, type, and magic.” J   

•  “I love color, type and magic.” J 

•  But not both in the same document:  

“I love color, type, and magic.  I also love color, type and magic.” L 

FORMAT 
•  Never more than 1 page 
•  Format 

• Nice paper 
• 11 pts. is usually safe bet (match résumé) 
• Lots of leading (match résumé if that makes sense) 

•  Cover letter uses letterhead; résumé can use a relative form. 
       (Note: this cover letter contains grammatical errors) 
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PARAGRAPH GUIDE 
•  This is not the place for humor or a flippant tone.   

I don’t care if your brand (or you) think you are funny. 

PARAGRAPH GUIDE 
• 1st  

•  Get attention 
•  Give the reason for letter 

•  Are you answering an ad? 
•  Can you “drop” a name? 

 
•  Remember: it’s not about what they can do for you 

•  Don’t begin with “Can I have...” 

PARAGRAPH GUIDE 
• 2nd  

•  Create a special interest in you 
•  Connect your needs with that of the employer 
•  This is a sales pitch – you’re the product 

 
• 3rd  

•  Soft skills, personal goals, excitement, enthusiasm 
•  Relate this to the job/company 

Can combine these into one paragraph. 

PARAGRAPH GUIDE 
• 4th (last) 

•  Close the sale 
•  Offer to present your portfolio 
•  Suggest a dialogue (not that word) 
•  Mention that you will be calling and when 

http://www.craigkunce.com/ 
job-search/ 

cover_letter_sample1.png 

http://www.craigkunce.com/ 
job-search/ 

cover_letter_sample1.png 
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http://www.craigkunce.com/ 
job-search/ 

cover_letter_sample1.png 

• Keep track of this in your Job Search Journal 

http://www.craigkunce.com/ 
job-search/ 

cover_letter_sample1.png 

Too much “I” 
 
Also be  
consistent  
with commas  
before “and” 

http://www.craigkunce.com/ 
job-search/ 

cover_letter_sample1.png 

TIPS 
How? 

• First, make a list of what you would like to say 
• Second, try to write one without looking at examples 
• Try multiple versions after 

•  Can be more personal in cover letter than resume 
•  “Cold” cover letters often not as useful 

ShinyVocab.pdf on nikkiarnell.net on our course page 
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BUSINESS 
CARD 
CONTINUE YOUR VISUAL BRAND. 

BUSINESS 
CARD 
CONTINUE YOUR VISUAL BRAND. 

ALWAYS HAVE ONE HANDY. 

BUSINESS 
CARD 
CONTINUE YOUR VISUAL BRAND. 
ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS 
ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS 
ALWAYS ALWAYS ALWAYS ALWAYS ALWAYS 
HAVE ONE HANDY. 

BUSINESS 
CARD 
CONTINUE YOUR VISUAL BRAND. 

ALWAYS. 
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NETWORK & FOLLOW UP 
•  Ask for business cards from others. This is not weird.   

 
•  After meeting a person, follow up with an email within the day 

(no later than 3 days). 
•  Don’t stalk them,  

but do it while you’re still fresh in his/her mind. 

INTERVIEW & FOLLOW UP 
ALWAYS send a Thank You note 

• Written on branded piece with business card 

STAY ORGANIZED 
•  Use your Job Search Journal notes.  

 
•  Hopefully, you will be networking and contacting so many 

people that you could quickly lose track. KEEP NOTES. 
 

•  You can also always go back to this in future jobs  
(or jobless times). Keep your network. 

STAY ORGANIZED 
•  Use your Job Search Journal notes.  

 
•  Hopefully, you will be networking and contacting so many 

people that you could quickly lose track. KEEP NOTES. 
 

•  You can also always go back to this in future jobs  
(or jobless times). Keep your network. 
 

•  After an interview or after a networking event,  
immediately take notes.  IMMEDIATELY. 
•  Even after you have a job.   
•  Jobs don’t last. Networks of people do. 

BRAND REVIEW 
RÉSUMÉ 

COVER LETTER 

All quoted text from Jobsmarts for Twentysomethings, Bradley Richardson 


