
OUTREACH

Below are sample outreach emails that you may use as a template for writing your own 
outreach email to your contacts.  Remember to personalize your conversation with your 
“CONNECTIONS”whenever possible.
  

Subject Line: CMU student with interest in Private Equity

Mr. Suresh:

Dr. Smith, a professor of economics at Carnegie Mellon University, suggested that I contact you. He thought 
that, as a CMU alumnus in the banking industry, you would be in an excellent position to assist me with my 
career exploration.

As an economics student, I am exploring potential career paths and am interested in the private equity field. 
Would you be open to a 20-minute phone call? I would like to hear your impressions of the field and discuss 
future trends for the industry. Additionally, I would also like to ask for your advice on breaking into the 
equities field, as I understand it can be competitive.

I will call your office next week to see if we could arrange a brief meeting at your convenience. Thank you 
for considering my request.

Sincerely,
Andrew Carnegie

Subject Line: CMU Creative Writing student with interest in Publishing  

Ms. Alumna:

My name is Jenna Stever and I am a current sophomore majoring in creative writing at Carnegie Mellon 
University. From my research on LinkedIn, I saw that you also majored in creative writing at CMU and work 
as an editorial lead at Simon and Schuster.

Would you be open to a 15-minute phone call?  I would like to understand your career path and seek advice 
to learn more about the publishing industry.  I would be happy to call your office or, if it is more convenient 
for you, I have included my contact information.

Thank you for considering my request.  If I can be of assistance to you, I would be happy to reciprocate.

Regards,
Jenna Stever
412-123-4567
Stever@andrew.cmu.edu

• Be clear, concise, and consistent in writing descriptions and formatting the layout  
  of the page. A professional look to a resume will communicate that you are also      
  professional in your work.

• Start each bullet with an action verb and highlight achievements, quantifying results  
  when possible. Communicating that you can produce results and affect change is a  
  powerful component of your “STORY.”

• Have your contact read your resume for 10 seconds and then ask them to flip over  
  the page.  Ask your contact what information they remember from their brief     
  review.  This is the story that your resume is telling the world about you.  If you     
  are not happy with the information being conveyed, come into the CPDC and we can  
  help you craft your message to communicate the most critical elements you     
  wish your contacts to know about your “STORY.”

LINKEDIN

Having a profile on professional networking sites such as LinkedIn is standard in 
today’s workplace.  Too often individuals do not actively manage their online pres-
ence, resulting in their profiles becoming outdated. The lack of active management of 
your online profile can end up hurting your employment chances. Having a profes-
sional profile that communicates the attributes you want others to remember about 
you will help you tell your “STORY” to the world.  

LinkedIn offers users assistance in creating and managing their profiles. To access 
their help, visit: help.linkedin.com.

• Use a professional headshot for your picture.  Funny pictures, cropped group shots,  
  random images, or fuzzy camera pictures are not acceptable.

• The Summary section should highlight where you want to go in addition to your     
  skills and past experiences.  Think of this section as a “10-second pitch” or your      
  brand. Just as a resume does not need every detail from every job, the Summary on 
  LinkedIn should not be an exhaustive list of all your experiences.
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