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Purpose of a Cover Letter

Job seekers often don't give enough attention to their cover letters. This isa way for
employers to weed people out, so you should make sure this document iswell-written
and notgeneric. The purpose of a cover letter isto convince an employer to call you for
an interview. It should not simply repeat what ison your resume. A cover lettershould
address your qualifications specific to thisjob and show you know something aboutthe

company.

Basic Rules for a Cover Letter

= Ifyou are applyingfor a specific job that is currently available, always send a cover
letter, even if the advertisementdoesn'taskforone. Evenifthey don'treadit,
itwillhelpyoustand out.

* Donotsendagenericcoverletter. Employerscanspotagenericcoverletterfroma
mileaway, andthey don't likeit. Ifit'sgoingto be effective, you need to tailor it to
each new job for which you apply.

e Do not use more than one page, unless the ad says you can. Most experts say that at most, your
cover
Letter should be two to three paragraphs and under 150words. The idea is that
your cover letter should not be any longer than one computer screen inlength.

e Do not simply repeat what you have written inyour resume. Instead, sum up what
you have to offer for the specific job, and use this opportunity to bringyour resume
to life. Let it serve as your introduction to the reader. Insimpledirect language,
demonstrate your interest and enthusiasm by telling why you are uniquely qualified
forthe job.A successful cover letter highlights and enhances the information on your
resume, andtargets ittoward the prospective employer.

e Itis okay to let your letter reflect your individuality, but do not be aggressive,
overbearing, familiar, or cute, and don't write your life story. Usethe interview as
a chance to show your personality and go into more detail about your experiences.
This is just a chance to get the interview. You want to stand out by having
professional, mistake-free, visually appealing documents.

e Usethesamefontthatyouusedinyourresume. Manypeoplewillusetheirname,
phonenumber,and email address as a header on both the resume and the cover
letter. It's like your own personalized stationary, and ifyour documents get
separated, they are easily identifiable.

= Use perfect grammar, spelling, and punctuation. Proofread it before sending it to
anyone, and have a friend, family member, or Specialist inthe Highline College
Career and Student Employment proofread it before sending it to an employer! If
you need help with grammar, visit the Writing Center located in building 25.

Before You Start

* Find the company online and do some research. Read their 'About Us' page and their mission
statement. Inyour letter,you'llwant to appealto the companyor department's
mission/values/goals. Lookingat their web site may also help you identify other types of
positions available within that particular company.

* Try to find the hiring manager's name and email address. Cover letters should be personalized
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whenever possible. Try to find the name on the company's web site or call them once, but
do NOT harass the companyjust togeta name.

e Usethejob advertisement to helpyou writethe letter. Ifthe ad hasa bulleted list of
qualifications, pick the most important bullets and write down how you meetthose
requirements. Ifthe ad isa paragraph, type it into ashort list. Use the list to help you write
the letter. If there are too many requirements to address inyour letter, pickoutonlythe
mostimportantand summarizetherest. Remember, the letter should be brief. Exclude
anythingthat's very obvious, likea high school diploma or a driver's license.

Methods for Submitting Your Application Materials
* Online Form: This is becoming more common. Create a plain text version of your cover letter
and clean uptheformatting beforeyou copy and pasteitintothe form.

* Email:Sendyour resumeand cover letterasanattachment unlessotherwise instructed. Some
companies have spam blockers that block all emails with attachments, but this is uncommon.
Always send attachmentsin MicrosoftWord orasa PDFfile,and createavery briefmessage for
the bodyofthe email. Ifyou must send your resume and cover letter inthe body of an email,
make sure your formatting is very simple.

e Snail Mail (USPS): Use this method if explicitly instructed to or if there isno onlineform or
email option. Useafull-sized manilaenvelopesoyoudon't havetofoldyourdocuments,
andtypeor printthe label very neatly.

e Fax: The end product usually looks unprofessional, | use this method if there is no other option
or if you are tryingto get your materials in by a certain deadline.

Contents of a Cover Letter

e Letterhead: Your resume and cover letter should match. This includes your name, email and
phone.

e Date, Company Name. & Address: Dosome research ifyou don't have this information. You
should be able to find the company's address on the internet or by calling them.

= Greeting: Personalize the greeting with a name or use "Dear Recruiter", 11Dear Hiring
Manager”, “Dear Search Committee", or "Dear Sir/Madam." Try to avoid "To Whom It

May Concern." If you know the person's name, always use "Mr." or 11pms. (Never use
"Mrs." unless you know the person is married.)

e Paragraph #1: Tell why you're writing, the name of the position (and job number if
applicable), and whereyouheardaboutpositionsothatyourreaderknowswheretodirect
yourresumeandletter.Thisis agood placetostate (orrestate)your objective. Sinceyou
knowthespecificjob beingoffered, youcan tailoryourobjectiveto suitthe position.

» Drop names in the first paragraph if you know someone inthe company. Hiring
managers take unsolicited resumes more seriously when they assume you were referred by
one of their employees or customers.

= Paragraph #2: Brieflyexplainwhyyou'reinterested inthisemployerandthis
job, whatyour career objectives are,andyourexperience/skills/knowledge.
Describe howyoureducation, experiencesand other personal qualifications will
support your capacity to succeed in the work you are targeting. Emphasize your
skills or abilities that relate to the job for which you are applying. lfyou
mentionthe company and its needs, it becomes immediately obvious that your
cover letter isnot generic.
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» This section can be two paragraphs if needed, but don't make this section too
long or you will quickly lose the reader’s interest. Here is where you sell
yourself, so be sure to write thisina confident manner.

Entice the reader to find out more about you by reading your resume. And remember
that the reader will

View your cover letter as an example of your writing skills.

Paragraph #3: The closingshould be concise. Briefly restate your interest (one
sentence), letthe reader know what you want (an application, an interview, an
opportunity to call), and close your letter with something like: “llook forward to
hearing from you soon." and "Thank you for your consideration."

Closing: Always use "Sincerely." Ifyou are emailingyour documents, you can use a
font signature ifyou like, orscanyour signature and insert itas an image.

Additional Tips

Avoid starting every sentence with “I” —turn the focus to what you can do for them. For

example, change "lhaveexpertknowledge of Photoshop"to"Your marketing

department would benefitfrom myexpert knowledge of Photoshop”

Provethat you have soft skills (like communication) by sayingwhat you did that necessitated that
skill.

Useindustry buzzwords. Becauseyour cover letter may befiled intoa database,
usingcritical keywords will enhance the likelihood that your cover letter and
resume will be retrieved in a search for qualified candidates.

Address any weak spots inyour resume, but remember -don't get too personal.

We don't recommend that you say you'll callthem in a week, especially ifit'sa large
company. They most likely don't want you to call, unless it's a really aggressive sales
position.

Readthe letter out loudto help you catch mistakes and/or identify any awkward
sentences. Havea friend or family member (or Career Specialist) proofread itfor you.
Thereis no excuse forspelling errors!

If sending your documents as an attachment, name the documents appropriately,
such as "Jane Doe Cover Letter.doc" - Make sure they can identify the document on
their computer without havingto open the document.

Ask Yourself These Questions

Knowingonly what is on your resume and cover letter, would you hire you?
Doyou clearly qualify for the position?

Is it obvious that you value this job and this company?

Dovyou stand out ina stack of 100 cover letters?

Is everything perfect? Thisisa test of your writingskills, as well as your ability to pay attentionto
details.

Don't disqualify yourself! Read and re-read the application instructions, and
make sure you'vedone everything they requested. The number one way
people disqualify themselves isby not following instructions.
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Thank You Letters

After ajob interview, send a follow-up or thank you letter addressed to the person(s) who
interviewed you.

Thank the interviewer, express your continued interest inthe position, and include any additional
relevant information, which you may have overlooked duringthe interview.Send the letter within 24
hours of the

Interview. This isgood practice and helps the interviewer(s) to remember you and to understand
that you are motivated, courteous, andresponsible. Follow-up letterscan beemailed, typed &
sent inthe mail, orhand- deliveredto the office (ifit's not an imposition).

Acceptance Letters

When you are offered a position and you decide to accept, send a letter of acceptance to the
company, addressed to either your future supervisor or the personnel officer who offered you the
position. Let the employer know when you can begin and that you’re lookingforward to joiningthe
company or organization.

Declining a Job Offer

If offered a positionand you do not want to accept it, letthe employer know. Thank
heror himforoffering you the position. You don't have to give details on why you're
declining the position, but this helps you maintain good relations with the company.
Who knows, maybe there will be ajob there inthe future that you really want!

Sample Cover Letter

Sometimes it helpsto see an example. Below you will find a samplejob advertisement, aswellasa
sample cover letter. Notice that the cover letter directly addresses the qualifications inthe
advertisement. Here are some other things to keep in mind when lookingat the example:

* Do NOT just plugyour information intothis template. Give your documents your own style.

e Different circumstances require different approaches. Your cover letter may needto look
drastically different dependingonyour industry, age, experience, skills, etc.

e Youdon't know ifthe employer will read the resume or the cover letter first, so both must
clearly outline your qualifications.

Sample Job Advertisement
Accounting Intern Wanted:
Small accounting firm is looking for an accounting intern. Qualifications include:
- Associate degreein AccountingorFinance (or nearingcompletionofdegree)
= Advanced MS Excel, Access, and Word required, Peachtree knowledge a plus
- 2+ years of professional workexperience
- Effective oral and written communication skills

- Self-motivated, high energy, and excellent organization skills
Email resume & cover letter to:
ipalm@evergreenaccountingservice.com
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Sample Cover Letter

Sarah Sample
Cell: (206) 596-5984 jsample@email.com

February 20, 2010

Mis. Louise Palm

President & CEO

Evergreen Accounting

10028 South Kensey Avenue Renton,
WA 98124

Dear Ms. Palm:

Thank you for the opportunity to apply for the Accountant internship you recently advertised on
Bellevue College's CONNECT web site. | recently graduated from Bellevue College with an Associate of
Arts Degree in Paraprofessional Accounting. | have been looking for an opportunity to intern at a
small accounting firm, and | believe my skills and work ethic are a good fit for your firm.

TheAccountingprogram at Bellevue College provided me with much ofthe knowledge | would need
tobeasuccessfulinternatEvergreenAccounting. | gainedthorough knowledge ofPeachtree, Excel,
Access, Word and QuickBooks. | also studied federal and state income tax regulations, so |
understand the bigger picture of the work you do at Evergreen.

Inaddition to my education, | have four years of office administration experience. As the Lead
Receptionistat Media Link, Ipolished myoraland written communication skills. | was recognized
by mysupervisor as beinghighly organized and reliable, and | was twice selected as Employee ofthe

Month. Clients often commented on my upbeat and helpful attitude.

I am a highly-motivated professional, and | am eagerto apply my knowledge and skillsasyour
intern. | look forward to speaking with you about the position and how | might be able to help your

firm.

Please feel free to contact me at your convenience to schedule an interview. Thank you for
your consideration.

Sincerely,

e

Sarah Sample
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Internet Resources

About.com: How to Find a Job

http://iobsearch .about.com/careers

Includes information on various job-search related topics, including cover letters. There are

samples and tips for creating successful cover letters, sample thank you letters, and other job
search correspondence.

MonsterTrak: Cover Letters

http://www.monstertrak .com/

Covers various kinds of cover letters, thank-you letters, terminating discussions, accepting an
offer, and rejecting an offer. It also covers the resume letter, prospecting letter,

networking letter, thank you letter, acceptance letter, and rejection letterYou must create
anaccount inorderto access this information.

Quintessential Careers: Cover Letter Tutorial
http://www.guintcareers.com/coverletter tutorial.html

This tutorial condenses and highlights some of the most important points inthe book, Dynamic
Cover Letters for New Graduates, and is a comprehensive guide, with more than 100 pages of

information and examples.This hasspecificadvicefor collegestudentsand newgradsinthe most
popular majors.

Virginia Tech Career Services: Cover letters and other letters for the job search
http://www.career.vt.edu/JOBSEARC/co versamples.htm

Guidelines, etiquette, and samples of cover letters, thanks you letters, acceptance letters,
etc.

Don't Be a Stranger: Follow up after Applying for Jobs, February 3, 2006
http://www .roberthalffinance.com/Pressroom ?id=1937

Robert Half International Survey suggests job seekers should follow-up withintwo weeks of
submitting resume. Only 5% said don't follow up.

College Grad: How to Write a Good Cover Letter
http://www .collegegrad .com/coverletter/how-to-write-a-good-cover-letter.shtml

Topics include: The Reality of Cover Letters, The Best Use of a Cover Letter, Sample Cover Letter,
The Postscript Technique, The Worst Use of the Cover Letter, The Testimonial Cover Letter
Technique, and Cover Letter Checklist.

WikiHow: How to Write a Coveldetter
Http: //www.Wikihow.com/Write-a-Cover-Letter

Topicsinclude: Before Writingthe Letter, WhileWritingthe Letter, Cover Letter
Exercise, Tips, Warnings, and Related Wikis.
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