A2 ACHIEVE RESUME SUBMISSION TEMPLATES FOR OLIVIA COGGINS

Olivia, this document is designed to make it easier for you to actually use the resumes we have built. You now have several versions of your resume, and the important next step is making sure you submit the right version, with the right message, for the right opportunity.

Your resume should never be sent without thinking about the position first. Before submitting anything, decide whether the opportunity is primarily pharmaceutical or medical sales, forensic science or laboratory work, or a broader healthcare/science opportunity. When you have a specific job posting, your strongest option is to use your A2 Achieve job-specific resume prompt to create a version tailored directly to that posting.

The templates below are meant to give you polished language you can reuse without sounding overly formal or generic.

BEFORE YOU SUBMIT
Use this quick decision process:
· Specific job posting: Use the job-specific targeted resume created from your Working Resume and the A2 Achieve prompt.
· Pharmaceutical or Medical Sales position: Use the pharmaceutical/medical sales targeted resume unless you have created an even more specific version for the job.
· Forensic Science, Chemistry, Toxicology or Laboratory position: Use the forensic/chemistry/laboratory targeted resume.
· Broader healthcare, science, clinical support or related opportunity: Use the generalized targeted resume.
· Networking, career fairs, referrals or someone saying “send me your resume”: Use the most relevant one-page resume.
· Do not submit your Working Resume. That document is your private master career file.

Save every submitted resume using a professional file name. For example:
Olivia Coggins Resume – Eli Lilly Pharmaceutical Sales.pdf
Olivia Coggins Resume – Forensic Scientist Trainee.pdf
Olivia Coggins Resume – Laboratory Analyst.pdf

Avoid filenames such as:
Resume Final
Olivia Resume New
My Resume

Always submit a PDF unless an employer specifically requests another format.
TEMPLATE ONE
EMAIL SUBMITTING A RESUME FOR A SPECIFIC JOB

SUBJECT LINE
Application for [Job Title] – Olivia Coggins

EMAIL

Dear [Mr./Ms./Dr./Hiring Manager Last Name],

I am writing to apply for the [exact job title] position with [company or organization name].

My background combines a Bachelor of Science in Biomedical Sciences with a Chemistry minor and professional experience in [choose the most relevant: pharmacy operations / healthcare communication / laboratory coursework / forensic science exposure / high-volume customer service / training]. I was especially interested in this opportunity because of its focus on [specific responsibility, requirement or aspect of the job].

I have attached my resume for your consideration. I would welcome the opportunity to discuss how my education and experience could contribute to [company/organization name].

Thank you for your time and consideration.

Best,
Olivia Coggins
[Contact information that you want to share goes here]



TEMPLATE TWO
PHARMACEUTICAL OR MEDICAL SALES EMAIL

SUBJECT LINE
Application for [Job Title] – Olivia Coggins

EMAIL
Dear [Hiring Manager Name],

I am excited to submit my resume for the [Job Title] opportunity with [Company].
I earned my Bachelor of Science in Biomedical Sciences and currently work as a Pharmacy Technician, where I interact daily with patients, pharmacists, physician offices, healthcare professionals and medications. My experience has also given me direct exposure to pharmaceutical purchasing, inventory, medication availability, pricing considerations and high-volume healthcare operations.

In addition to my healthcare background, my experience as a Trainer at Walt Disney World strengthened my communication, relationship-building, customer service and adaptability skills. I am especially interested in building a career where I can combine my science background with strong interpersonal relationships and healthcare communication.

I have attached my resume and would appreciate the opportunity to speak with you about the position.

Thank you for your consideration.
Best,
Olivia Coggins
[Contact information that you want to share goes here]



TEMPLATE THREE
FORENSIC SCIENCE, CHEMISTRY OR LABORATORY EMAIL

SUBJECT LINE
Application for [Job Title] – Olivia Coggins

EMAIL
Dear [Hiring Manager Name],

I am writing to apply for the [Job Title] position with [Organization].
I earned my Bachelor of Science in Biomedical Sciences with a Chemistry minor from the University of South Alabama, graduating cum laude with a 3.62 GPA. My academic background includes extensive chemistry and laboratory coursework as well as scientific laboratory exposure involving methods and instrumentation relevant to laboratory-based work.

I also completed approximately 60 hours as a CSI Intern with the Daphne Police Department, where I gained exposure to forensic investigations, evidence-handling procedures, latent fingerprint techniques, crime-scene photography and forensic laboratory operations. My current work as a Pharmacy Technician has further strengthened my accuracy, confidentiality and experience working with regulated materials and controlled substances.

I have attached my resume for consideration and would welcome the opportunity to discuss my qualifications and interest in [Organization].

Thank you for your time.
Best,
Olivia Coggins
[Contact information that you want to share goes here]



TEMPLATE FOUR
GENERAL RESUME SUBMISSION EMAIL

Use this when the opportunity is interesting but does not fall cleanly into pharmaceutical sales or forensic science.

SUBJECT LINE
Resume – Olivia Coggins | [Area of Interest or Position]

EMAIL
Dear [Name],

Thank you for the opportunity to share my resume.

I am a Biomedical Sciences graduate with a Chemistry minor and experience spanning healthcare, pharmacy operations, scientific and forensic exposure, employee training and high-volume customer service. I am currently exploring opportunities where I can use my science background, communication skills, adaptability and problem-solving abilities in a challenging professional environment.

I have attached my resume for your review. I would be glad to speak with you about opportunities within [company/organization] where my background may be a strong fit.

Thank you again for your time.
Best,
Olivia Coggins
[Contact information that you want to share goes here]



TEMPLATE FIVE
WHEN SOMEONE SAYS, “SEND ME YOUR RESUME”

This should be shorter and more conversational.

SUBJECT LINE
Olivia Coggins – Resume

EMAIL
Hi [Name],

Thank you so much for offering to take a look at my resume. I really appreciate it.

I am currently exploring opportunities in [pharmaceutical/medical sales / forensic science and laboratory work / healthcare and science-related roles]. I have attached the version of my resume that best reflects that direction.

If you hear of any opportunities or know someone you think I should speak with, I would be grateful for the connection.

Thank you again for your help.
Best,
Olivia
[Contact information that you want to share goes here]



TEMPLATE SIX
REFERRAL OR INTRODUCTION EMAIL

Use this when someone has given you the name of another person to contact.

SUBJECT LINE
Introduction from [Mutual Contact] – Olivia Coggins

EMAIL
Hi [Name],

[Mutual Contact] suggested that I reach out to you because I am currently exploring opportunities in [industry/field].

I recently graduated from the University of South Alabama with a Bachelor of Science in Biomedical Sciences and a Chemistry minor, and I currently work as a Pharmacy Technician. My background also includes [choose what is most relevant: forensic science internship experience / healthcare provider communication / pharmaceutical purchasing and inventory / scientific laboratory coursework / employee training].

I would appreciate the opportunity to learn more about your experience in [industry/company/field] and any advice you may have for someone beginning a career in this area.

I have attached my resume simply to give you some background on me.

Thank you for your time, and I appreciate [Mutual Contact] connecting us.
Best,
Olivia Coggins
[Contact information that you want to share goes here]



TEMPLATE SEVEN
RECRUITER OR LINKEDIN CONTACT

Hi [Name],

Thank you for connecting with me.

I am currently exploring opportunities in [pharmaceutical/medical sales / forensic science / laboratory science / healthcare]. I have a B.S. in Biomedical Sciences with a Chemistry minor and currently work as a Pharmacy Technician, with additional experience in employee training and forensic science exposure.

I would be interested in learning more about any entry-level opportunities you are recruiting for that may align with my background.

I am happy to send my resume if helpful.
Thank you,
Olivia
[Contact information that you want to share goes here]



TEMPLATE EIGHT
AFTER APPLYING ONLINE

This is useful when you have submitted an application but have also identified a recruiter or hiring manager.

SUBJECT LINE
[Job Title] Application – Olivia Coggins

EMAIL
Dear [Name],

I recently submitted my application for the [Job Title] position with [Company] and wanted to introduce myself directly.

My background includes a Bachelor of Science in Biomedical Sciences with a Chemistry minor as well as experience in [insert the two or three qualifications most relevant to this job].

The opportunity particularly caught my attention because [one short, specific reason related to the job].

I have attached my resume for convenience and would welcome the opportunity to discuss the role further.

Thank you for your time and consideration.
Best,
Olivia Coggins
[Contact information that you want to share goes here]



TEMPLATE NINE
FOLLOW-UP AFTER SUBMITTING A RESUME

Generally, give the employer some time to review the application unless the posting provides a specific timeline.

SUBJECT LINE
Follow-Up – [Job Title] Application – Olivia Coggins

EMAIL
Dear [Name],

I wanted to follow up regarding my application for the [Job Title] position submitted on [date].

I remain very interested in the opportunity, particularly because of [brief specific connection between Olivia's background and the job].

Please let me know if I can provide any additional information. I would appreciate the opportunity to speak with you about the position and how my background may fit the needs of your team.

Thank you again for your consideration.
Best,
Olivia Coggins
[Contact information that you want to share goes here]



TEMPLATE TEN
THANK-YOU AFTER SOMEONE FORWARDS HER RESUME

Hi [Name],

Thank you for forwarding my resume to [person/company]. I really appreciate you taking the time to make that connection for me.

I will keep you posted if I hear anything, and I am grateful for your help as I begin making this career transition.

Thank you again!
Olivia
[Contact information that you want to share goes here]






WHAT TO CUSTOMIZE EVERY TIME

The biggest mistake would be copying one of these emails and sending it unchanged to every employer. Before sending, you should personalize at least three things:

1. The exact position.
Use the employer's actual job title.
2. Why the opportunity interests you.
One sentence is enough. It should be specific.
3. Why your background makes sense for it.
Choose two or three qualifications from the resume that directly match that particular position.

For example, instead of: I think I would be a great fit for this position.
Use: My Biomedical Sciences degree and current experience communicating with patients, pharmacists and physician offices particularly align with the healthcare relationship component of this position.
Or: My chemistry and laboratory coursework, combined with my CSI internship and current experience working accurately in a regulated pharmacy environment, made this opportunity especially interesting to me.

That small amount of customization will make the email feel intentional rather than mass-produced.

FINAL SUBMISSION CHECK

Before you click Submit or Send, I want you to verify the company name, job title, hiring manager's name if known, correct resume version, professional filename, phone number and email address, and make sure no brackets or template instructions remain in the message.

Then open the PDF one last time. Make sure formatting did not shift, the correct targeted resume is attached and there are no comments, tracked changes or internal A2 Achieve notes visible.

The goal is simple: every resume submission should look like you intentionally applied to that specific opportunity, not like you sent the same resume to 50 employers.

