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COVER LETTERS

Your cover letter introduces you to a prospective employer and should always be included when you submit or upload your resume. The cover letter should be unique to each position that you are applying to and express your interest in both the company and the position. Since the cover letter is the first contact that you have with a potential employer, its effectiveness and appearance are critically important. This is your chance to introduce yourself in a manner that is more individualized and personal than the resume.

This is an opportunity for you to impress an employer with your writing skills, qualifications and enthusiasm, while at the same time exhibiting your sincerity, personality and style-all important elements in the hiring decision. The main purpose of the cover letter is to enhance your resume with detail related to your position of interest.

Your cover letter should:

1) Be one page;

2) Be addressed to a specific person (if at all possible) with the person‟s job title; make certain that you correctly spell the person‟s name;

3) Conform to standard business style and be error free!
4) Refer to your resume without repeating it word for word;

5) Compel the employer to read beyond the first paragraph;

6) If mailing (which is becoming less common), be laser printed on a bond paper and be of the exact same kind, quality and style as your envelope and resume paper.
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Tips for Great Cover Letters*

Your cover letter is the best way to sell yourself on paper and makes the employer want to review your resume with a careful eye. It allows your personality to come through and identifies to the employer the benefits of hiring you. It should always accompany your resume or job application.

Follow these tips for writing effective cover letters:

1. Always include pertinent information.
Your name, address and telephone number (including the area code) should be easily visible on every cover letter you submit. The reader will need this when trying to contact you. In the first few sentences of your letter, identify the specific job for which you are applying.

2. Make it personal.
Address your letter to a specific person within the company. If possible, call for a contact name. “To whom it may concern” and “Dear Sir/Madam” letters are more likely to be ignored than those addressed to a specific person.

3. Make the opening sentence catchy.
When employers read letters, they scan them for content. Attention-grabbing first sentences (ones that describe why you‟re the best person for the job, or address the employer‟s needs) will be more likely to persuade the reader to continue reading.

4. Each letter you mail should be unique.
There‟s no such thing as a „one size fits all‟ cover letter. Each job and company for which you apply is different. Express interest and knowledge about the specific company, its products and services. Local newspapers, business magazines, trade journals, and the company‟s website are all valuable sources of information.

5. Describe your skills as they relate to the job you are applying for.
Saying you worked for a company in a job does not mean the reader will make the connection between you, your previous job, and the job in question. Relate your experience, training and accomplishments to show that you have the skills to successfully perform the job.

6. Always type and proofread your cover letter before sending it.
Cover letters must be professional; mistakes are simply unacceptable. Typing errors may negatively affect the employer‟s judgment of you. If your letter is neat and professional, the employer is more likely to believe that you are too.

7. Be brief and use action words to describe your accomplishments.
Some employers receive many cover letters and resumes daily, so they want to know as much about you as possible without having to read a lot.

8. Always keep a copy of every cover letter you send.
Maintaining copies of prior letters you have sent will make your job search and follow-up much easier.

9. Always request a response or an interview.
Your goal is to obtain an interview, so explain that you will call on a specific date (usually seven to ten business days after you mailed the letter) in order to schedule a mutually convenient time to meet.

10. Be sure to sign your letter.
*(Taken from the Connecticut Department of Labor)
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General Outline for a Cover Letter

Your Name

123 Anywhere Street

Anytown, CT 00000

Date

Mr. Wonderful Employer
(Use complete title and address)

Vice President

XYZ Company

1234 First Avenue

Anytown, CT 12345

Dear Mr. Employer:

OPENING PARAGRAPH: State why you are writing, name the position or type of work for which you are applying.

MIDDLE PARAGRAPH: Explain why you are interested in working for this employer (mention some fact you uncovered in your research) and specify your reasons for your interest in this type of work. If you have had related work experience or education, be sure to point it out.

However, do not just reiterate what‟s

On your resume, elaborate. If you are responding to an ad, use key words found in the ad . Emphasize skills or abilities you have that relate to the job for which you are applying (give examples!). Convince the employer that

you have the personal qualities and motivation to perform well. You may refer the reader to your enclosed resume (which gives a summary of your qualifications and achievements).

CLOSING PARAGRAPH: Do not be passive. Have an appropriate action; closing to pave the way for the interview by indicating the action you will take to discuss initiating

an interview date.

Sincerely,

Written signature,

NOTE: Business letter format allows some flexibility. and the date and closure flush with the left margin.



(Address it to a particular person)

(Make the addressee want to read your resume. Be personable and enthusiastic)

(Be brief, but specific; your resume contains details)

(Statement of action)

(Always sign your letters-legibly. Use ballpoint pen, not felt tip markers).

For example, your address may alternatively be centered
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What to Include in Your Cover Letter

Parts of a Cover Letter

A cover letter is comprised of several parts: contact information, the body of the cover letter, and an appropriate closing. If you are writing a cover letter to mail or to upload to a job board or company website, the first section of your cover letter should include information on how the employer can contact you. When you send an email cover letter , instead of listing your contact information at the top of the message include your contact information in your signature.

Make it personalized!

It is going to be time consuming to write a custom cover letter for each job you apply for, but it is important to take the time and effort to show the company why you are a good match.

When it comes to cover letters, taking the time to get personal is really important. Find out as much as you can about the company and the hiring manager. Personalize your cover letter and, if you can, address it to the individual responsible for hiring. If need be, research online or make a phone call to find out who the hiring manager is.

How should I address it?

Employers who responded to a recent employer survey conducted by Saddleback College preferred:

· Dear Hiring Manager (40%)
· To whom it may concern (27%)
· Dear Sir/Madam (17%)
· Dear Human Resources Director (6%)
· Leave it blank (8%)
How should I close it?

It is important to close your letter in a professional manner. Here is a list of letter closing examples that are appropriate for professional correspondence.

	
	Sincerely
	
	Most sincerely

	
	Sincerely yours
	
	Respectfully

	
	Regards
	
	Respectfully yours

	
	Best Regards
	
	Thank you

	
	Kind regards
	   Thank you for your consideration


· Yours truly
Follow the closing with a comma, a space, and then your name and your contact information. For example, if you are sending an email message:

Sincerely,

Your Name

Your email address

Your phone number

Tips for getting your cover letter seen:

Always follow the instructions from the employer for submitting your application materials. If you are asked to email your resume, cover letter, and list of recommendations: attach the resume and recommendations and paste the cover letter into the body of the email.

