
Your Name

Your Address








000-000-0000 (Work)

City,  ST ZIPCO








000-000-0000 (Cell)










e-mail@yourdomain.com _____________________________________________________________________________________________

Professional References 

Include a variety of people, including bosses, peer-level colleagues, subordinates, consultants, vendors, etc. List at least 4 or 5 people. Be sure to ask your Professional References for permission to use their names and contact information. Then send them your Cover Letter, Professional Biography, Target Company List, and Resume. Ask them to let you know immediately when any prospective employer contacts them. Consider these Professional References networking contacts, and develop and leverage the relationships.

Contact 1

Their Title

Their Company

Their Address

City, ST ZIP

Telephone:  000-000-0000

E-mail: email@theirdomain

Describe how you know this person, how you have worked with him/her professionally, what your business relationship was/is, etc.

Contact 2

Their Title

Their Company

Their Address

City, ST ZIP

Telephone:  000-000-0000

E-mail: email@theirdomain

Describe how you know this person, how you have worked with him/her professionally, what your business relationship was/is, etc.

Contact 3

Their Title

Their Company

Their Address

City, ST ZIP

Telephone:  000-000-0000

E-mail: email@theirdomain

Describe how you know this person, how you have worked with him/her professionally, what your business relationship was/is, etc.

Used by permission of Ford R. Myers, author of “Get The Job You Want, Even When No One’s Hiring,” published by John Wiley & Sons, Inc. For more information, visit: www.careerpotential.com and www.getthejobbook.com.
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