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Cover Letters 
While your resume is a summary of your credentials, your cover letter should essentially be a sales pitch. Your aim is to demonstrate why your skills and your background make a perfect match for the position for which you're applying. 

The cover letter is not the place to summarize your background-you have already done this on your resume; rather it is to highlight one or two of your abilities or accomplishments that show you are an above-average candidate for this position. Stressing only one or two unique attributes will increase your chances of being remembered and getting to the interview stage, where you can elaborate on the rest of your accomplishments. 

Hot Tips from Experts

· A powerful cover letter can often make the difference between getting an interview or not. 

· Remember, different circumstances require different letters.  Adhering to a single bland, "one-size-fits-all" cover letter is a common mistake.

· Many applicants spoil the professional look of a cover letter by sending it out in a handwritten envelope.  Type the address to ensure your envelope matches the professional look of your letter and resume.
· Cover letters should be brief, direct and focused.  Employers do not have the time to read a lengthy letter.
· Remember to sign your cover letter in pen.
Bob Adams, President, Adams Media Corporation

Martin Yate, Author of Knock 'em Dead: The Ultimate Job Seekers Handbook 

John Santoro, Director, MBA Recruiting, Warner-Lambert

Paula Goodman, Vice President, Management Associate Programs, Citibank, NA
What makes a good cover letter?

Find the person responsible for hiring and address your letter directly to that person

Address a person, not a title. Think of yourself when you open the mail; which letters do you open first?  “Dear Ms Jones” reads stronger than “Dear Sir/Madam”.

Show that you know something about the company and the employer

This is where your research comes in. Look the company up on the Internet to see what you can find out about it. Talk to your friends and family members who may work there or know someone who has worked there. What did they like about working there? What can they tell you about the business? Demonstrating that you know something about company shows the potential employer that you invested some effort and want the position. 

Communicate Value

The work world operates on what you have to offer, not on your needs.  Communicate how your skills will be valuable to the potential employer.

Be Clear 

Good cover letters do not exceed one page, are legible and easy to follow.  Use standard letter format and be sure there are no typing, spelling or grammatical errors. Ask for proofreading help if you need it. 

Examples of Key Phrases for your Cover letter:
I believe that I am qualified for your position and would like to have the opportunity to meet with you to explore how I may be of value to your company.

In response to your ad, please consider my resume in your search for a  (state the specific job title you are applying for).

I look forward to hearing from you in the near future to schedule an interview at your convenience, during which I hope to learn more about this position and how I might contribute to company’s name success.

I believe that if I had the opportunity to interview with you it would be apparent that my skills are a good match for this position.

Please find enclosed a copy of my resume for your review. I believe the combination of my skills, work ethic and experience offers me the unique opportunity to make a positive contribution to your company.

Please consider my qualifications for the position of __________, which you advertised.

I would appreciate an opportunity to discuss my abilities in more depth, and am available for an interview at your earliest convenience.

Please accept my resume in application for the position of ________ that was advertised in the ________ newspaper on October 12th, 2007.

Model for Cover Letters

Your Name

Your present address

This should look the same as on your resume
City, Province, 

Postal Code

Date of Writing

Name of the person

Title of the person

Name of Organization

Address

City, Province, 

Postal Code

Dear (Name –Person responsible for hiring):

First Paragraph 

Say why you are writing.  Name the position to which you are applying.  Say how you have learned of the opening and why you are interested in working for this employer.

Middle Paragraph
Refer the reader to the enclosed resume giving additional information concerning your background and interests.  Demonstrate to the employer how your interests, education and experience fit the job requirements.  Describe one or two qualifications you think would be of greatest interest to the employer, keeping in mind the employer’s point of view.  If you have related experience or specialized training, be sure to point it out.  Don’t make the common mistake of saying, “I’d like a position so I can gain work experience”; show the employer what you will be able to do for them.

Last Paragraph
Close by making a specific request for an interview and that you can be reached at the stated telephone number (include it here for easy reference).  Make sure your closing is clear and suggests a specific action.

Sincerely,

(Your handwritten signature)
Type your name here


Sample Cover Letter
Claire Robertson
6731 17th Street 

Parksville, BC V9N 3G6

(250) 555-8743

crobertson@yahoo.ca

Attention: Bob Smith
Restaurant Manager

Boston Pizza








263 Island Highway East
Parksville, BC V4G 1J9

Fax: 555-5662

Dear Mr. Smith,

Please accept my resume in application to the position for server as advertised in the Oceanside Star on September 30, 2007. Having experience in the food service industry, I feel that my experience would be an asset to Boston Pizza.

My first work experience was at the Mocha Bean Cafe where I quickly learned how to serve customers in a busy environment in a friendly and efficient manner. I also assisted customers in locating products and providing product information. As a Drive-thru Attendant for McDonald’s, I routinely worked the night shift and assisted with the closing of the restaurant. I was awarded Employee of the Month after only my second month on the job. The skills that I learned on these jobs would easily transfer to and benefit your restaurant. 

As a worker, I am highly organized and efficient. I am also very comfortable working independently or as part of a team. I enjoy interacting with people and providing a service. I have always enjoyed eating at Boston Pizza and would like to contribute to its success. I am very interested in an opportunity to interview with you. I can be reached at 555.8743. Thank you for your consideration.

Sincerely,

Claire Robertson


Activity for Action
1. Find a job posting for your work target using the newspaper, Internet or Job Bank.

2. Fill in the chart below noting the Position title and where you found it followed by the listed requirements and work activities. Think about your personal situation and provide examples of how you meet the requirements.

	Requirements/Activities
	Personal Examples

	Position:                                                    (Example: Server)

	Example:

Very busy restaurant must be fast.-This is how it was stated in the job ad
	I have worked at two busy places, McD’s and Mocha Bean-Employee of the Month

	
	

	
	

	
	

	
	


On the next page is a worksheet that might assist you in learning how to write and format cover letters.  It is a good idea to practice writing a cover letter using this worksheet before you type it on the computer.

Date:_________________

(your name)








(your address)



(name of the person hiring)


(hiring person’s title)


(company name)









(company address)


Dear 


Opening paragraph (include name of position, where you found the opening and why you are interested in the position)




Middle Paragraph (demonstrate your knowledge of the employer and address ways you feel you can contribute to the employer’s needs)








Last Paragraph (make a closing statement acknowledging your interest, indicate next steps and include your phone number)



Sincerely, 

Your Name
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