
COLD EMAILS: THE BAD TO NOT-SO-BAD 
 
LOUSY 
 
Subject Line: Application Submission 
 
Mr. [X] and Mr. [Y], 
 
Attached are the three required documents for [Company Name]’s Management 
Trainee application. Thank you so much for this opportunity. 
 

 
LOUSY 
 
Subject Line: Recruitment Inquiry 
 
[Company Name]! 
 
I obtained this contact information via the [Company Name] website and am writing to 
inquire about any available lower-level positions within your company that might be 
available and suitable for my unique skill set. 
 
Attached is my CV for your perusal. Thank you so much for your time and consideration; 
I look forward to hearing back from you soon. 
 
All my best, 
Alexa Shoen 
 

 
 
GETTING BETTER 
 
Subject Line: New Bright-Eyed Domer in San Francisco 
 
Hi [First Name], 
 
I'm Alexa -- Notre Dame, class of 2011 graduate and a recent transplant to San 
Francisco. After finishing my MA in England earlier this year, I've set up shop on 
American soil again. As I learn more about San Francisco's vibrant advertising industry--
which I am passionately and earnestly attempting to break into--I've come across 
[Company Name]'s work multiple times. You can imagine my delight upon realizing it 
was headed up by own of our own. 



 
If you have any time for a young alumnae, I would very much so appreciate your advice 
and expertise on getting through the door and into the (big b)ad world. In particular, I'd 
love to chat with your creative services team about my copywriting and brand strategy 
aspirations. 
 
I'd love to buy you a pint or a coffee, or chat with you on the phone. Thanks so much 
for taking the time to read through my eager request -- I'll look forward to hearing from 
you soon. 
 
Best, 
Alexa 
 

 
PRETTY GOOD 
 
Subject Line: New Community Manager in Berlin 
 
Hey [First Name]-- 
 
Hope this email finds you well! I'm Alexa. I've been following [Company Name] and the 
Berlin tech scene for the last few months, as I'm moving to your fabulous city in two 
weeks! 
 
I'm coming to Berlin from Silicon Valley, where I've been working in content strategy 
and community management for a Crunchie-nominated, venture-backed online 
education startup. [My employer] specializes in photo education, so I have a true soft 
spot for what [Company Name] is doing. 
 
I wanted to reach out to you now, as I'm sure you're incredible busy, and see if I could 
buy you lunch/coffee/beer and talk shop about community management, maybe pick 
your brain on the Berlin startup world. Are you in town the 7-10 of May? Let me know 
what you think. Cheers! 
 
Have a lovely night, 
Alexa  
 
 

 
 

 
A free training document from #ENTRYLEVELBOSS 

Copyright 2017   |  alexashoen.com/learn/ 


