Cover Letter / Letter of Application

Any time you give a prospective employer a resume, you must also give them a cover letter. Even if
they do not ask for one, they expect it. A great cover letter entices the hiring manager into reading
your resume. It highlights the aspects of your resume that are especially relevant to the job for which
you are applying, saving time for the busy hiring manager.

Cover letters are generally written in business letter format and typed on white or cream colored
paper matching your resume. Include your contact information and an email address if you have one.
Also include the date, name, title, company name, and address of the person you are writing.

Try to address your letter to a specific person rather than the "Hiring Manager.” This takes a litile
more time, but it's worth it! Adding this personal touch shows initiative and problem solving skills—
qualities that will make your cover letter stand out. Try checking the organization's website or calling
the organization directly for the information.

Great cover letters are concise, one page or less, with plenty of white space. Consider creating a
bullsted list in the body paragraph(s) to make it easier to read. Below are the key pieces of a cover

letter.

In your first paragraph, tell the employer why you are sending your cover letter. inform the
employer how you learned of the open position. For example, if you are responding to a posted job,
indicate the newspaper or web site and date of the posting. Tell them if you are sending your resume
"ust in case" the organization has openings in that department (cold call}. If someone recommended
that you apply, ask if you can use his or her name in your cover letter.

In the middle paragraph(s), explain why you are interested in working for the organization.
Relate your specific skills and experience to the position you want. Above all, indicate what you
can do for the employer. In order to do this effectively, you must research the employer.

If you are responding to a job posting, put the text of the requirements for the job in boid type.
Describe how specific accomplishments from your work experience, education, or other experiences
make you an excellent job candidate. For example, you could write a sentence like this:

"Your ad states you are looking for an individual who can set goais and priorities while
managing multiple projects. Management experience in the telecommunications industry have
taught me to juggle competing priorities while handling complex projects. For example, . . ."

Ask for an interview to discuss your gualifications and indicate that you will follow up within two
weeks. If you are going to be in the area for a limited amount of time, mention the dates you are
avallable and state that you will call to arrange an interview. Show appreciation to the reader for
his/her time and consideration.

Close the letter with a generic "Sincerely" and type your name a few spaces below. Always sign
your cover letter. Make sure it is free from grammatical errors and ask friends, family, mentors, or
anyone you can find to read it and give you comments and suggestions.

Writing a good cover letter can mean the difference between landing an interview for your dream job,
or having your resume and cover letter land in the recycle bin.
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