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Last Minute Cover Letters
(Applause Books). A life in the movies has been an American dream for a century.
Many people dream of becoming Hollywood professionals, but either aim too high
(by trying to produce their own feature film) or too low (by hanging around
restaurants frequented by movie stars) and end up frustrated. Wouldn't it be great
if someone who knew what to do, someone who had achieved acclaim in the field,
would walk us through the steps to success? At last, here is a book by a seasoned
movie and television professional, Emmy winner Sandra Gordon, that is filled with
practical, yet highly effective ways to build a career in entertainment. Gordon calls
upon her own experience working on the television series PARTY OF FIVE, the
movie RUDY and many more. There are many books that teach job-seekers how to
write resumes or ace interviews, but not many books like ACTION! Uniquely
designed for individuals who are interested in a career in the entertainment
industry, whether they are recent college graduates or middle-aged career
changers, ACTION! takes the formula out of the job-hunting book to the next step,
telling its readers not only how to write their resumes, but where to send them,
how to keep their jobs once they are hired, and how to advance in their career.
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Resumes, Applications, and Cover Letters (2009)
Model cover letters and resumes cover such fields as aviation, communication,
finance, and sales

The New Rules of Work
This text is offered as a medical legal resource of the physician assistant
profession. It is intended for use through all phases of the professional
development of the physician assistant, from the high school student sorting
through options in career choices, to physician assistant students, practicing
physician assistants and supervisory physicians, or those who are considering
practicing with a physician assistant. The history and development of the
profession is reviewed, allowing an understanding of the role the physician
assistant plays in the healthcare team approach to patient care. The scope of
practice is defined, along with the key collaboration between the physician
assistant and the supervising physician. Regulatory requirements are delineated
by state, including basic requirements and maintenance of licensure and
certification.

Creating Career Success: A Flexible Plan for the World of Work
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College Swimming Coach
Those who seek jobs in the office support field will find this book to be a valuable
resource! Office managers, administrative assistants, executive aides, and other
office support personnel have a lot of common when they create a resume, and
this book shows resumes and cover letters of individuals who want to find work
ranging from office management to clerical. No matter what industry or type of
work medical, manufacturing, nonprofit, and other environments this book will
provide a competitive edge to those who seek employment which involves admin
support, executive support, clerical, and secretarial responsibilities. For those who
seek federal employment, theres a special section in the book showing how to
create federal resumes and government applications.

Government Job Finder
This Element is an excerpt from The Truth About the New Rules of Business Writing
(ISBN: 9780137153152) by Natalie Canavor and Claire Meirowitz. Available in print
and digital formats. How to write cover letters that raise you above your
competitors--way above them! When employers ask for cover letters (even with
online applications) along with your credentials, they mean it--they want a letter,
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not a spontaneous-looking e-mail or text message. They will most definitely judge
you on it. This is perfectly fair. Employers want to see how you handle yourself in
writing: the better you can, the more of an asset you’ll be.

201 Killer Cover Letters
Applying for teaching and administrative positions in schools requires a specialized
kind of resume. This guide offers advice along with actual examples of resumes
and covering letters, to help educators find the best opportunities available to
them.

Kinn's The Administrative Medical Assistant E-Book
This new Vault guide provides an inside look at the opportunities available in
government, public affairs, and politics in the nation's capital.

Vault Guide to Resumes, Cover Letters & Interviews
Instructs college students on presenting their work experiences, from part-time
summer jobs to internships, in a professional manner designed to display strengths
to future employers.
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Survival Guide for the Administrative Assistant
ESSENTIALS OF BUSINESS COMMUNICATION, 9TH EDITION presents a streamlined
approach to business communication that includes unparalleled resources and
author support for instructors and students. ESSENTIALS OF BUSINESS
COMMUNICATION provides a four-in-one learning package: authoritative text,
practical workbook, self-teaching grammar/mechanics handbook, and premium
Web site. Especially effective for students with outdated or inadequate language
skills, the Ninth Edition offers extraordinary print and digital exercises to help
students build confidence as they review grammar, punctuation, and writing
guidelines. Textbook chapters teach basic writing skills and then apply these skills
to a variety of e-mails, memos, letters, reports, and resumes. Realistic model
documents and structured writing assignments help students build lasting
workplace skills. The Ninth Edition of this award-winning text features increased
coverage of electronic messages and digital media, redesigned and updated model
documents to introduce students to the latest business communication practices,
and extensively updated exercises and activities. Important Notice: Media content
referenced within the product description or the product text may not be available
in the ebook version.

Kinn's The Medical Assistant
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Build confidence, improve understanding, and prepare for professional growth and
success! Each question includes the answer and a concise explanation for all
correct responses.

The Administrative Dental Assistant - E-Book
Briefly describes how to create effective resumes and cover letters and how to pick
up and fill out job application forms. Includes a section about creating digital
resumes.

Medical Assistant Exam Success
Textbook for the Veterinary Assistant offers a comprehensive guide to the NAVTAapproved curriculum for veterinary assisting programs. Written by leaders in the
profession and copublished with NAVTA, the book covers the complete list of
NAVTA Veterinary Assistant Essential Skills. Specifically tailored for veterinary
assistants and veterinary assistant students, the book uses an engaging writing
style to provide a concise, user-friendly approach to the material. With chapters on
medical terminology, clinical skills, office procedures, client communication, and
more, the book equips veterinary assistants with all the information they need to
succeed. A companion website offers interactive multiple-choice questions, the
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figures from the book in PowerPoint, teaching activities, breed study guides, and a
sample cover letter. Textbook for the Veterinary Assistant is a must-have resource
for all veterinary assistant students and those studying for the Approved
Veterinary Assistant certification exam, and serves as a useful refresher for
veterinary assistants in practice.

Careers as a Paralegal and Legal Assistant
More than any other product on the market, the most successful Medical Assistants
begin their careers with Kinn. Trusted for more than 60 years, Kinn's The
Administrative Medical Assistant: An Applied Learning Approach, 14th Edition
teaches you real-world administrative skills essential for a career in the modern
medical office – always with a focus on application through unfolding case
scenarios, critical thinking questions, procedure videos, and interactive exercises.
The reorganized 14th edition includes expanded content on topics from
professionalism and interpersonal skills to billing and coding, electronic health
records, and practice management as well as a new chapter reviewing medical
terminology, anatomy and physiology, and pathology. With an easy-to-read style
and practical focus, paired with a full complement of separately sold adaptive
solutions, real-world simulations, EHR documentation experience, and HESI
remediation and assessment — you’ll learn the leading skills to prepare for
certification and a successful career in the dynamic and growing Medical Assisting
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profession. Comprehensive coverage of all administrative procedures prepares you
to run a medical office. 65 step-by-step illustrated procedures with rationales break
down key administrative skills to master. Applied approach to learning helps you
use what you’ve learned in a real-world setting, including case scenarios, critical
thinking exercises, procedures videos, and interactive online activities. Thorough
EHR coverage with access to hands-on activities incorporates use of SimChart® for
the Medical Office software (sold separately) designed to ensure that you are
practice-ready. Key vocabulary terms and definitions are presented at the
beginning of each chapter and highlighted in text discussions. Summary of
Learning Objectives serves as a checkpoint and study tool. Robust companion
website includes chapter quizzes, sample certification exams, procedures videos,
and interactive exercises. Patient education and legal and ethical features help
relate content to practical use. NEW! Chapter reviews medical terminology,
anatomy and physiology, and pathology to help you build a solid foundation. NEW!
Reorganized and expanded content covers medical office accounts, collections,
banking, and practice management to build a deep understanding of the workings
of a medical office. NEW! Artwork focused on the workings of a modern medical
office includes updated illustrations and photographs of procedures and medical
records. NEW! Expanded and updated sample certification exams help you practice
and prepare for certification. NEW! Streamlined presentation refines organization
and writing for easy comprehension. NEW! Coverage of patient-centered care
featured throughout textbook.
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Vault Guide to Capitol Hill Careers
In Last Minute Resumes and Last Minute Cover Letters , the author hurries readers
step-by-step through the job-search process. He explains what they need to know
to land that interview and get that long- awaited dream job.

How to Write a Successful Cover Letter, Not One That Sinks
You
"The use of sociological concepts to analyze the occupation of swimming coach is
handled well.a good professional socialization device."—CHOICE

Real-resumes for Teachers
"Robin Ryan is the hottest career expert in America today." --Susan Cowden, TV
anchor, NW Cable News LAND YOUR DREAM JOB WITH THE PERFECT COVER
LETTER With the expert advice of Robin Ryan, one of America's top career coaches,
thousands of job hunters have beaten the competition and landed their ideal jobs.
Her innovative and simple step-by-step plan incorporates the results of an
extensive, nationwide survey of hiring managers and human resources personnel
to offer proven, world-class job hunting techniques and strategies. You'll create
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powerful, attention-grabbing letters, avoid costly mistakes, and learn to sell
yourself and your skills to the employers you want to work for. With Ryan's popular
and highly effective Power Impact Technique(TM), you'll have employers hunting
you. This newly updated Second Edition features even more Winning Cover Letters,
examples of what not to do, and new chapters on using the Internet, marketing
yourself, and much more: * Fatal mistakes to avoid as viewed by human resources
professionals who've seen it all * World-class cover letters that landed interviews
and jobs * Exercises to help you assess your skills and accomplishments * The
writing technique selected by 96% of hiring managers as their preferred style * A
new, special section for top executives-including CEOs, presidents, and vice
presidents * New advice for those in the creative arts, new graduates, volunteers,
and career changers * Tips on writing target letters to catch the eye of the
employers you want to work for "This book is a major breakthrough,teaching you
how to easily write effective cover letters that employers will respond to." -Mark
Tranter, founder, America4Hire "By far, this is the best book ever written on writing
cover letters." -Sandy Dehan, HR Manager, Fortune 500 company "My dream job
called after I mailed my first cover letter. I landed the job and owe it all to Robin
Ryan's effective techniques." -Marianne Jones, client

The Resume and Cover Letter Phrase Book
Hollywood Drive: What it Takes to Break in, Hang in & Make it in the Entertainment
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Industry is the essential guide to starting and succeeding at a career in film and
TV. Written by a Hollywood insider, Honthaner's invaluable experience and advice
will give those attempting to enter and become successful in the entertainment
industry the edge they need to stand out among the intense competition. Because
while film school prepares students to write a script, direct a scene and operate a
camera, few newcomers enter the job market understanding how this business
truly works and how to land a first job-much less succeed in the industry.
Hollywood Drive is not merely a book about what it takes to get your foot in the
door. It goes beyond that by offering you the tools, attitude, philosophy and road
map you'll need to give yourself a good fighting chance at success -- whether
you're looking for your very first job or for a strategy to move your career to the
next level. This book will allow you to proceed with your eyes wide open, knowing
exactly what to expect. Hollywood Drive explores the realities of the industry:
various career options, effective job search strategies, how to write an effective
cover letter and resume, what to expect on your first job, the significance of
networking and building solid industry relationships, how a project is sold, and how
a reel production office and set operate. You'll learn how to define your goals and
make a plan to achieve them, how to survive the tough times, how to deal with big
egos and bad tempers, and how to put your passion to work for you.

Real-resumes for Medical Jobs
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Administrative Medical Assisting begins with Kinn! Elsevier’s Kinn’s The
Administrative Medical Assistant, 13th Edition provides you with the real-world
administrative skills that are essential to working in the modern medical office. An
applied learning approach to the MA curriculum is threaded throughout each
chapter to help you further develop the tactile and critical thinking skills necessary
in today’s healthcare setting. Paired with our adaptive solutions, EHR
documentation, ICD-10 coverage and, detailed procedural videos, you will learn the
professional and interpersonal skills of modern administrative medical assisting!
Professionalism in applicable procedures teaches you how to properly interact with
patients and coworkers. Professional behavior boxes provide guidelines on how to
interact with patients, families, and coworkers. Step-by-step procedures explain
complex conditions and abstract concepts. Patient education and legal and ethical
issues are described in relation to the Medical Assistant's job. Critical thinking
applications test your understanding of the content. Threaded case scenarios help
you to apply concepts to realistic administrative situations. Portfolio builder helps
you demonstrate proficiency to potential employers. NEW! Chapter on The Health
Record reviews how you’ll be working with a patient’s medical record. NEW!
Chapter on Technology in the Medical Office introduces you to the role technology
plays in the medical office. NEW! Administrative procedure videos helps you
visualize and review key procedures. NEW! Chapter on Competency-Based
Education helps you to understand how your mastery of the material will affect
your ability to get a job. Basics of Diagnostic Coding prepares you to use ICD-10
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coding system.

Ask a Manager
Today's workplace is a dynamic, ever-changing environment. Job security is a thing
of the past, layoffs are common, and people change jobs and careers frequently.
Students need to be prepared to adapt to the unexpected twists and turns they
may face. CREATING CAREER SUCCESS helps students develop a self-directed,
proactive, flexible plan to launch and manage their careers over the years to come,
using the latest technological resources and job search strategies. Through a
process of self-assessment, career exploration, and self-promotion students
discover how to connect their skills, interests and values to a variety of possible
careers, build relationships, and present themselves in the best possible light to
potential employers. Most importantly, students are encouraged to keep their
minds and options open, and to engage themselves fully in the career
development process. Important Notice: Media content referenced within the
product description or the product text may not be available in the ebook version.

The Physician Assistant's Business Practice and Legal Guide
Face it--words matter when it comes to getting noticed, getting the interview, and
Page 14/27

Read Online Cover Letter For Resume Assistant Chief Engineer
getting the job. In this invaluable guide to crafting the pitch that opens doors,
staffing experts Schuman and Nadler give you hundreds of tools to make that
happen. You will no longer struggle to find the phrases that best highlight your
achievements; instead, you'll garner attention with such smart options as: I
created a program that accomplished the following . . . My work generated $5
million in revenue . . . I built a team of employees who created . . . The work I did
saved my company $3 million . . . I solved the following problems for my employer
. . . The market's tight, but the jobs are out there. With these essential words and
phrases, you can move your application to the top of the pile!

Action!
Strong, impressive resumes that lead to the right job! For job seekers wanting to
create effective resumes that hit the target every time, the VGM Professional
Resumes series is here to help them reach that goal. Each book in the series offers
essential advice plus 100 sample resumes and 20 cover letters tailored to a job
seeker's needs or field of interest. Includes a variety of resume formats, tips on
highlighting strengths and using active vocabulary, and helpful work sheets for
gathering personal information.

Resumes, Applications, and Cover Letters (2009)
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Comprehensive Medical Assisting begins with Kinn! Elsevier’s 60th Anniversary
edition of Kinn’s The Medical Assistant, 13th Edition provides you with real-world
administrative and clinical skills that are essential to working in the modern
medical office. An applied learning approach to the MA curriculum is threaded
throughout each chapter to help you further develop the tactile and critical
thinking skills necessary for working in today’s healthcare setting. Paired with our
adaptive solutions, real –world simulations, EHR documentation and HESI
remediation and assessment, you will learn the leading skills of modern
administrative and clinical medical assisting in the classroom! Basics of Diagnostic
Coding prepares you to use the ICD-10 coding system. Learning objectives listed in
the same order as content makes it easy to review material. Clinical procedures
integrated into the TOC give you a quick reference point. Professional behavior
boxes provide guidelines on how to interact with patients, families, and coworkers.
Patient education and legal and ethical issues are described in relation to the
Medical Assistant's job. Applied approach to learning helps you use what you’ve
learned in the clinical setting. Learning objectives and vocabulary with definitions
highlight what’s important in each chapter. Critical thinking applications test your
understanding of the content. Step-by-step procedures explain complex conditions
and abstract concepts. Rationales for each procedure clarify the need for each step
and explains why it’s being performed. Portfolio builder helps you demonstrate
your mastery of the material to potential employers. NEW! Chapter on The Health
Record reviews how you’ll be working with a patient’s medical record. NEW!
Page 16/27

Read Online Cover Letter For Resume Assistant Chief Engineer
Chapter on Technology in the Medical Office introduces you to the role EHR
technology plays in the medical office. NEW! Chapter on Competency-Based
Education helps you understand how your mastery of the material will affect your
ability to get a job. NEW! Clinical procedure videos helps you visualize and review
key procedures.

Kinn's The Medical Assistant
From writing top-notch resumes and sending tailored cover letters to going on
winning interviews, this best-selling Vault guide is a comprehensive one-volume
job search source.

Readymade CVs
"Originally published in hardcover in the United States by Crown Business, New
York, in 2017"--Title page verso.

Essentials of Business Communication
Handbook for finding government jobs with 1,400 sources of vacancies in local,
state, federal government, and overseas.
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Resumes for Environmental Careers
The book: “Survival Guide for the Administrative Assistant” is a complete guide to
get organized using established systems, to plan meetings and events. It also
offers guidance on customer service, office ethics, job search, resume and
interview, new employee hiring and orientation, and a protocol for leaving your job.
The back of the book includes a “Forms” section that contains multiple forms that
will make the Administrative Assistant's life easier. This book is a great manual for
any business.

Textbook for the Veterinary Assistant
Find the right words for the best job! It's not enough to have the talent and
experience to land the right job—you have to be able to put that talent and
experience into words. With just the right phrase, you can highlight your
achievements in your resume, make the cover letter pitch that sets you apart from
the crowd, and underscore your unique skill set in the interview that lands you the
job. In 1,001 Phrases You Need to Get a Job, employment gurus Nancy Schuman
and Burton Jay Nadler show you how to walk the walk and talk the talk you need to
win the job you want.
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Real-resumes for Legal and Paralegal Jobs
This best-selling guide sets out the ground rules for preparing a CV by showing
how to select which details go in and which stay out, how to lay out and present a
CV and how to make a great first impression. It includes sample CVs for a wide
variety of jobs: practical, creative, administrative, sales and marketing, technical
and management, with online template CVs and covering letters ready for you to
download and customise. Readymade CVs also looks at specific 'tricky' situations
such as getting your first job, returning to work after a career break, continuing in
work as a mature employee or after retirement. With the addition of action words
and positive phrases to help you put together the perfect CV for any job or
situation, this is a truly comprehensive and indispensable resource.

The Professor Is In
A key to advancing professionally is to choose the right industry in which to work,
and if your interests are in any way medically related, you are fortunate careerwise. The medical field is a fast-growing one, and this targeted resume and cover
letter book will help you enter this "land of opportunity" or advance in it. A key is to
make sure your resume "talks the lingo" of the medical field. Get the book that can
show you how to best express and phrase the concepts you want to communicate.
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Here's a book in which you will find resumes with job titles such as these: director
of nursing, medical therapist, nurse's aide, medical doctor (M.D.), nurse
practitioner, dental hygienist, cytotechnologist, director of nursing, director of
dental surgery, pharmaceutical sales representative, massage therapist, medical
administrator, medical supplies coordinator, nursing home administrator, medical
office manager, operating room nurse, patient care advocate, orthopedic
technician, pharmacy manager, phlebotomist, registered nurse (R.N.), licensed
practical nurse (L.P.N.), public health case worker, transcriptionist, veterinary
technician, and many more!

Ready, Aim, Hired
The definitive career guide for grad students, adjuncts, post-docs and anyone else
eager to get tenure or turn their Ph.D. into their ideal job Each year tens of
thousands of students will, after years of hard work and enormous amounts of
money, earn their Ph.D. And each year only a small percentage of them will land a
job that justifies and rewards their investment. For every comfortably tenured
professor or well-paid former academic, there are countless underpaid and
overworked adjuncts, and many more who simply give up in frustration. Those who
do make it share an important asset that separates them from the pack: they have
a plan. They understand exactly what they need to do to set themselves up for
success. They know what really moves the needle in academic job searches, how
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to avoid the all-too-common mistakes that sink so many of their peers, and how to
decide when to point their Ph.D. toward other, non-academic options. Karen Kelsky
has made it her mission to help readers join the select few who get the most out of
their Ph.D. As a former tenured professor and department head who oversaw
numerous academic job searches, she knows from experience exactly what gets an
academic applicant a job. And as the creator of the popular and widely respected
advice site The Professor is In, she has helped countless Ph.D.’s turn themselves
into stronger applicants and land their dream careers. Now, for the first time ever,
Karen has poured all her best advice into a single handy guide that addresses the
most important issues facing any Ph.D., including: -When, where, and what to
publish -Writing a foolproof grant application -Cultivating references and crafting
the perfect CV -Acing the job talk and campus interview -Avoiding the adjunct trap
-Making the leap to nonacademic work, when the time is right The Professor Is In
addresses all of these issues, and many more.

Writing Resumes and Cover Letters For Dummies - Australia /
NZ
This book examines careers as a paralegal and legal assistant, covering
professional responsibilities, ethic codes, kinds of employers, job searches, resume
building, and work environments.
Page 21/27

Read Online Cover Letter For Resume Assistant Chief Engineer
Real-resumes for Administrative Support, Office & Secretarial
Jobs
Professional resume and cover letter writers reveal their inside secrets for creating
phenomenal cover letters that get attention and land interviews. Features more
than 150 sample cover letters written for all types of job seekers, including the
Before-and-After transformations that can make boring letters fabulous.

Winning Cover Letters
Stay on top of the latest industry advancements, technology, and skill sets with
The Administrative Dental Assistant, 3rd Edition. This comprehensive textbook
delivers all the latest information and skill practice you need to succeed in the
paperless era: technology, forms, and equipment in use today; up-to-date coding
information; HIPAA and OSHA guidelines; functions of the dental business office;
communication and critical thinking exercises; and in-depth instruction for
completing common tasks such as scheduling, bookkeeping, electronic record
regulations and insurance coding. A companion workbook and online tools offer
interactive games, identification exercises, daily task simulations, and practice
management software to supplement your text learning, polish your skills, and
prime you for a successful career in the modern dental office.
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Hollywood Drive
Practical tricks for standing out from the crowd and getting the job you want in the
Australian and New Zealand market Applying for jobs in today's tight job market
can seem like an overwhelming process. Competition is fierce and employers
expect more than ever before from job applicants. With unemployment and
redundancies rising, it's simply not a good time to be looking. So how do make
yourself stand out? Writing Resumes and Cover Letters For Dummies, Second
Australian & New Zealand Edition shows you how to catch a recruiter's attention.
Presenting a wealth of sample resumes and cover letters, this handy, easy-to-use
guide shows you how to write a killer cover letter, format your resume for online
use, use social networking to your advantage, and tailor your resume and cover
letters for specific positions and companies. Designed specifically for job hunters in
Australia and New Zealand Offers practical tips and advice on crafting a great
resume and a perfect cover letter for any kind of position Includes advice on
addressing government selection criteria Features ten ways to turn off a recruiter
and ten tips for the perfect presentation No matter how tough the job market is, a
great resume and cover letter combination will help you get the attention you
deserve. Writing Resumes and Cover Letters For Dummies gives you all the tools
and tips you need to get noticed—and get your dream job!
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Real-resumes for Students
Briefly describes how to create effective resumes and cover letters and how to pick
up and fill out job application forms. Includes a section about creating digital
resumes.

1,001 Phrases You Need to Get a Job
Cover Letter Magic
Those who seek legal and paralegal jobs will find this book to be a rich resource.
No matter what type of legal or paralegal work is sought, the reader will find
outstanding samples of resumes and covers used by real people to obtain legal
and paralegal jobs. Resumes and covers letters are included which will help newly
minted lawyers or paralegals find their first jobs in their field. There are also
sample resumes and cover letters which will be useful to the most experienced
lawyers and paralegals in the profession. A bonus of this book is that it includes
samples of paperwork involved in getting federal government jobs: specialized
resumes and the federal resumix as well as the write-ups for the Knowledge, Skills
and Abilities (KSAs) which are often required for government positions. This book
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will show legal-industry professionals how to maximize their career potential, get
federal positions, and change fields if they want to.

Kinn's The Administrative Medical Assistant E-Book
The ideal graduation gift for anyone about to enter the workforce, a witty, practical
guide to 200 difficult professional conversations—featuring all-new advice from the
creator of the popular website Ask a Manager and New York’s work-advice
columnist. There’s a reason Alison Green has been called “the Dear Abby of the
work world.” Ten years as a workplace-advice columnist have taught her that
people avoid awkward conversations in the office because they simply don’t know
what to say. Thankfully, Green does—and in this incredibly helpful book, she
tackles the tough discussions you may need to have during your career. You’ll
learn what to say when • coworkers push their work on you—then take credit for it
• you accidentally trash-talk someone in an email then hit “reply all” • you’re
being micromanaged—or not being managed at all • you catch a colleague in a lie
• your boss seems unhappy with your work • your cubemate’s loud speakerphone
is making you homicidal • you got drunk at the holiday party Advance praise for
Ask a Manager “A must-read for anyone who works . . . [Alison Green’s] advice
boils down to the idea that you should be professional (even when others are not)
and that communicating in a straightforward manner with candor and kindness will
get you far, no matter where you work.”—Booklist (starred review) “I am a huge
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fan of Alison Green’s Ask a Manager column. This book is even better. It teaches us
how to deal with many of the most vexing big and little problems in our
workplaces—and to do so with grace, confidence, and a sense of humor.”—Robert
Sutton, Stanford professor and author of The No Asshole Rule and The Asshole
Survival Guide “Clear and concise in its advice and expansive in its scope, Ask a
Manager is the book I wish I’d had in my desk drawer when I was starting out (or
even, let’s be honest, fifteen years in).”—Sarah Knight, New York Times bestselling
author of The Life-Changing Magic of Not Giving a F*ck

Resumes and Cover Letters that Have Worked
201 Killer Cover Letters provides job seekers with an unbeatable competitive edge
by arming them with surefire sample letters for every job-hunting situation.
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