Cover Letters

In general, the purpose of cover letters is to interest prospective employers enough so they call to schedule an interview.  To fulfill this purpose, you'll need to target each cover letter to a specific company and position, showing how your background and abilities fulfill particular company needs. 

Generic letters written to prospective employers are not enough.  Those hiring will see such general letters for what they are: they'll realize that you haven't invested much time or effort in researching their company and writing an individual letter.  And they probably won't invest their time by interviewing you. 

You'll find that time spent to research the company, to determine how you're going to pique your readers' interest, and to write a letter convincing a prospective employer that your background matches company needs is well worth the effort. 

Particular Purposes and Information

Cover letters are sales letter. Essentially, you're targeting your credentials to a particular market -- one company -- and persuading that company to make the buy.  To fulfill this overall purpose, you'll need to achieve several goals in your letter: 

1. Your letter should provide readers with some insight into you as an individual. Draft your letter in a way that shows how you as an individual will fit into the organization. 

2. Use key terms from the ad or job description that are clearly relevant to your background. 

3. Structure your letter so that each part achieves these particular goals: 

· In the opening paragraph of your letter, clarify your purpose in writing and build reader interest. 

· The body of your letter will need to persuade the reader that you have skills and abilities useful for the company. 

· The closing of your letter should request an interview as well as a strong reminder of the benefit to the prospective employer of scheduling an interview.
Presentation of the Letter
The presentation of your cover letter is as important as the information.  Because readers hope to get a sense of you as an individual, you should work to make your letter sound professional, confident, and concerned with the prospective employer's needs. 

· Writing like a professional assumes that your letter contains no grammatical, spelling, or typographical errors. Job applicants are frequently "deselected" because of such mistakes: prospective employers want employees who write well; they also assume that if you make careless errors when applying for jobs, you'll make them on the job. 

· Adapt a formal tone to promote yourself as a professional. 

· Use technical terminology appropriate for the position you seek. Frequently, you can use the job listing or advertisement to determine the terminology that is appropriate. 

· Try to downplay "I" and "me" and emphasize "you" instead. When possible, bury "I's," "me's," and "my's"in the center of your sentences. Make your accomplishments, skills, and background the subjects of your sentences, and emphasize what these can contribute to your reader's organization, as the following paragraph shows: 

	Another experience which could be readily adapted to the Resource Center is my work as counselor during the past two summers for boys and girls ages 11 to 14 at a United Methodist junior high camp. This rewarding experience involved skills such as creativity, leadership, listening, and one-to-one and group communication. Although children in this age level are quite different from those in the nursery school group, I found once again that treating the campers with respect and care fostered cooperation and growth. 


· This strategy is challenging -- particularly if you're trying to vary your sentence structure so it's not repetitive. But letters in which most sentences start with "I" or "My" sound very self-centered, not exactly the image of self most job applicants want to portray. 

· Use concrete, specific language so that readers get a good sense of what you've done and who you are. This means using strong, active verbs to describe what you've accomplished. Some active verbs commonly used in resumes and cover letters appear in this list: 

	adapted
administered
advertised
advised
aided
analyzed
answered
applied
arranged
assessed
assigned
audited
collaborated
completed
communicated
compiled
conducted
coordinated
corrected
counseled
created
delegated
designed
	determined
developed
directed
edited
employed
established
evaluated
expanded
guided
headed
hired
identified
implemented
improved
increased
initiated
introduced
led
managed
negotiated
operated
ordered
organized
	originated
oversaw
planned
prepared
produced
programmed
raised
rated
recruited
regulated
researched
revised
scheduled
served
settled
sold
solved
started
supervised
systematized
taught
trained
wrote


· When you have finished writing, reread your letter to check for tone. Make sure that you sound confident rather than cocky or unsure of yourself. Also, as you read, try to imagine what sort of personality readers will see in your letter, and revise until your language matches the image you want to project.

Your Contact Information 
Address 
City, State, Zip Code 
Phone Number 
Cell Phone Number 
Email 

Employer Contact Information 
Name 
Title 
Company 
Address 
City, State, Zip Code 

Date 

Dear Mr./Ms. LastName,

I am applying for the Inside Sales position posted on Boston.Monster.com. At your convenience, I'd appreciate the opportunity to discuss the position and my candidacy with you. You can find my resume attached to this e-mail. 

I am looking to bring my well-honed public relations, marketing, and client-focused online, oral, and interpersonal communication skills internally to succeed in an inside sales position. 

Pertinent experience and skills for the posted position include: 

*The power of persuasion. I’ve pitched stories for C-level executives via phone and e-mail and placed them in major media outlets, such as MSNBC, CIO Magazine, Sirius Satellite Radio, MSN Money, AARP Bulletin, and The New York Daily News. 

*The ability to reach key audiences. As a journalist, I published stories in key print and online media, including CareerJournal.com, CollegeJournal.com and StartupJournal.com (online publications of The Wall Street Journal), Consumers Digest, Woman's Day, and ePregnancy Magazine. As a copywriter, my work has been used in e-mail marketing, online and offline advertisements, blogs, brochures, taglines, and Web sites. 

*Strong financial aptitude (My experience includes a little over a decade in the accounting profession in external and internal client-facing environments.) 

*B.S. in Accounting from Southern New Hampshire University, with a Minor in Management Information Systems. 

*Relevant computer skills (Microsoft products, HTML, etc.). 

*Good listener...Solid work ethic...Desire to excel...Meet deadlines...Enjoy a fast-paced environment...Extraordinary factual recall... 

I'd love to find out more about the position you're looking to fill, and I would welcome the opportunity to tell you how my skills and ideas can benefit Wellesley Information Services. I can be reached at (5555) 555-5555 or name@gmail.com. 

Thanks for your consideration; I look forward to hearing from you soon! 

Sincerely, 

Your Signature 

Your Typed Name 

======= 

Sample Cover Letter A

223 Windsor Drive
Iowa City, IA 52240
March 14, 1999

Dear Ms. Hoyer: 

Louis Pasteur was quoted as saying, "When I approach a child, he inspires in me two sentiments: tenderness for what he is and respect for what he may become." I, too, believe that tenderness and respect are essential to a child's total development. Through working with children and teenagers and through child development and psychology studies at Northwestern State College, I have developed skills to apply these two essentials. Please consider me for your summer child care worker opening at the Community and Family Resource Center. 

Currently I am working on a rotation schedule of observation and participation two hours weekly at the Nimitz Drive Nursery School at Northwestern State as part of a course, Development and Growth of Young Children. In observation, I watch the children at play and activities, making notes of their behaviors, drawing inferences, and applying theories, principles, and views of development to those behaviors. During participation segments, I converse with children ages three to five on a one-to-one or small group level, listen to them, and participate in play and activities. I have found this nursery school atmosphere especially appropriate for cultivating tenderness and respect in these children. 

Another experience which could be readily adapted to the Resource Center is my work as a counselor during the past two summers for boys and girls ages 11 to 14 at a junior high camp. This rewarding experience involved skills, such as creativity, leadership, listening, and one-to-one and small group communication. Although children in this age level are quite different from those in the nursery school group, I found once again that treating the campers with respect and care fostered cooperation and growth. 

I am currently in my sixth semester at Northwestern State College with a major in Child Development and Family Studies. The enclosed resume outlines my strong educational background. I would like to use what I have learned through my work and educational experiences to help you at your Resource Center. Please write or phone me at 555-3012 so we may discuss the ways in which my qualifications can best serve the Center's segment of Iowa City youth. 

Sincerely, 

Duane Horstman 

Duane Horstman 

Enclosure: Resume

Sample Cover Letter B
	Babs Malone 
1335 University Ave., Apt. 445
Rockville, MD 20847
6 July 1998


Ms. Joan Wannabe
Human Resources
District #743
Mosquito, MN 56310 

Dear Ms. Wannabe: 

I am writing to apply for a job teaching language arts at the secondary level in your excellent school district. I am particularly interested in a position that allows me to use my work on the student newspaper here at Rockville State University and on student newsletters for various organizations. I am also qualified to advise student organizations and extracurricular activities such as Knowledge Bowl, Honor Society, yearbook, creative publications, and student government. Even though I am getting my degree in Maryland, in fact I was born in Minnesota and desire to go back there to live. 

As my resume shows, I have been very active on university publications. As Opinions editor at the University newspaper, the Chronicle, I used QuarkXpress to design layout of two pages of every edition, formulated editorial policy, wrote weekly editorials and essays, hired and supervised columnists and cartoonists, and scheduled and led weekly editorial board meetings. My resume also shows my work on literary magazines and in journalism contests as well as desktop publishing seminars for other students. 

Other campus activities have been important to my life here, and I would like to support their importance in the school where I teach. In particular, the Knowledge Bowl has been important to me, both as a coach and judge. Other of my campus activities might be important to you as well: Voice of Teacher Education Students (VOTES), the University Honors Program (President, 1996-1997; Recruitment Secretary, 1997-1998), and Girls Into Women, a mentoring program for at-risk high-school girls. 

I will have my Maryland certification in English, journalism, and speech by the end of summer school. I have written the State of Minnesota to determine the steps I must take to be certified in Minnesota as well. I am particularly proud of my G.P.A. at Rockville State: 3.78 on a four-point scale. 

I will be returning to my parents' house in Rochester, Minnesota, as soon as school is out (August 19). You may reach me at my school address, listed above and on my resume, or in Rochester, at 

Babs Malone
3552 Jefferson Court
Rochester, MN 55901

The telephone number here in Rockville is (240) 555-1234. In Rochester, my phone number will be (507) 555-2345. I look forward to hearing from you. 
Sincerely, 

Babs Malone 

Babs Malone
Sample Cover Letter C
Dear Mr. Gilhooley, 

I am writing to apply for the programmer position advertised in the Times Union. As requested, I am enclosing a completed job application, my certification, my resume and three references. 

The opportunity presented in this listing is very interesting, and I believe that my strong technical experience and education will make me a very competitive candidate for this position. The key strengths that I possess for success in this position include: 

· I have successfully designed, developed, and supported live use applications 

· I strive for continued excellence 

· I provide exceptional contributions to customer service for all customers
With a BS degree in Computer Programming, I have a full understanding of the full life cycle of a software development project. I also have experience in learning and excelling at new technologies as needed. 

Please see my resume for additional information on my experience. 

I can be reached anytime via my cell phone, 555-555-5555. Thank you for your time and consideration. I look forward to speaking with you about this employment opportunity. 

Sincerely, 

FirstName LastName
