COVER LETTERS

I. The parts of a cover letter

a. Heading

i. Your info

ii. Contact’s info

iii. Dear…

b. Body

i. First paragraph

1. Response to advertisement

2. using contact

3. Prospecting

4. State specific purpose for writing. Specific position you are applying for and how you found out about it (contact)

ii. Second paragraph

1. Discuss how your background has prepared and qualifies you for the job, without restating your resume.

2. Examples and details of your experience.

3. Discuss the knowledge and skills from school if limited.

4. List accomplishments

5. How past work qualifies you for this position.  If you have a lot you can make two smaller paragraphs.

iii. Third

1. Indicate you want an interview and will meet on their terms

2. Close with phone number and that you will contact the recruiter.  Do not rely on them calling you back.

iv. Finish it

1. sign

2. you name typed

3. enclosure

II. Tips for making it awesome.

a. One page, concise and to the point

b. Sell yourself to the job description.  The job will list necessary knowledge, skills and abilities (KSA).  Provide examples, illustrations unique from resume.  Action verbs

c. Proofread.

d. Don’t regurgitate information from resume. (i.e. projects and presentations).

e. Try and address it to whom will be reading it. Try and find out.  Don’t use to whom it may concern, identify the hiring body.

f. Focus on what you can do for the company.  Good chance to demonstrate research and appreciation for the company.

g. Send a original and creative letter with each resume.

h. Be enthusiastic

i. Be confident. Avoid “I feel” or “I think” instead use “I would”, “I can”
j. Type on same paper as resume (bond paper)

k. If you mention that “You’ll call them”, then you better call them.

