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A cover letter is your opportunity to ______________________________________, __________________________________________________, and to really _____________________________________________________________.  If you’re applying for your first job, a cover letter is a way to make up for the lack of job experience included in your resume.  This is your chance to show that you’re intelligent, capable, and dependable.  And, it shows that you’ve done your research before applying for the job.



COVER LETTER OBJECTIVES
1. ___________________________________, __________________________________________________________________, and explain how you found out about the position.

2. Explain how you are _________________ for the position and why you would be a great fit for the job.

3. Request ________________________ and _____________ the employer.



COVER LETTER TIPS
1. ________________________________________________.  Learn what you can about the company or organization you’re applying to, so you can tailor your cover letter.

2. _______________________________________________.  Be sure to include any information that was requested in the job posting.  If the posting asks for the number of hours a week you are available to work, be sure to answer that question.

3. ______________________________________________.  You don’t need to include your life story in your cover letter.  It should be clear, concise, and to the point!  Tell them why you are a great choice for the job and how to contact you.  Pick a few highlights from your resume and expand on them: explain how they relate to the job that you want.  That’s all they want to know.
4. _________________________________________________.  When possible, address your cover letter to a specific person.  Use their name and title, and make sure the spelling of the name is correct!

5. ___________________________________________________.  Make sure the skills and experience you highlight in your cover letter are clearly connected to the job you’re applying for.
6. ______________________________________________.  Use a font that is easy to read (ex. Times New Roman).  Use 12 point font and 8.5x11” white paper.

7. _________________________________________.  Make your cover letter easier to read by breaking the text down into short paragraphs.

8. _____________________________________________________.  Be sure to use professional and respectful language when writing your cover letter.  Try to avoid complex sentences.  Reflect your passion and enthusiasm for the position in your writing.

9. __________________________________.  Your cover letter should be no more than ____ page long-the best strategy is to keep it short and to the point.

10. _________________________!!!  Review your letter several times and have someone else proofread it.


COVER LETTER OUTLINE

Your Name
Home address
City, Province, Postal code
Telephone
e-mail address

Date

Employer name
Employer Address
Salutation
Dear Ms./Mrs./Mr. Employer:  OR “Attention Human Resources Department”
(Be sure to determine the formal designation (Ms./Mrs./Mr.) of the person you are contacting. If you’re not sure, call the organization to confirm.)
Paragraph 1 – Introduction
State why you are writing.  State the position applied for.  Make a general comment about the company and why you would like to be part of it.
Paragraph 2 and 3 – Description
This is the main body of your letter, which is usually one or two paragraphs long. Explain your qualifications and why you would be a great fit for the organization. Don’t just repeat the content of your résumé; give specific examples and explain how your individual skills are relevant to the job. This part of the letter is meant to convince the employer that you would be a valuable addition to the team.
Paragraph 4 – Closing
End with an action statement, informing the employer about when you plan to contact him or her to follow up on your application.  Reinforce your desire to be part of the organization.

Closing
Sincerely,

(sign your name)
Type your name here
                     COVER LETTERS
A cover letter is your opportunity to introduce yourself, explain why you’re best suited to the job, and to really set yourself apart from the competition.  If you’re applying for your first job, a cover letter is a way to make up for the lack of job experience included in your resume.  This is your chance to show that you’re intelligent, capable, and dependable.  And, it shows that you’ve done your research before applying for the job.



COVER LETTER OBJECTIVES

1. Introduce yourself, identify the postiion you’re applying for, and explain how you found out about the position.

2. Explain how you are qualified for the position and why you would be a great fit for the job.

3. Request an interview and thank the employer.



COVER LETTER TIPS

1. Do your homework.  Learn what you can about the company or organization you’re applying to, so you can tailor your cover letter.

2. Follow instructions.  Be sure to include any information that was requested in the job posting.  If the posting asks for the number of hours a week you are available to work, be sure to answer that question.

3. Don’t just restate your resume.  You don’t need to include your life story in your cover letter.  It should be clear, concise, and to the point!  Tell them why you are a great choice for the job and how to contact you.  Pick a few highlights from your resume and expand on them: explain how they relate to the job that you want.  That’s all they want to know.

4. Personalize your letter.  When possible, address your cover letter to a specific person.  Use their name and title, and make sure the spelling of the name is correct!

5. Tailor your letter to the job.  Make sure the skills and experience you highlight in your cover letter are clearly connected to the job you’re applying for.
6. Presentation counts.  Use a font that is easy to read (ex. Times New Roman).  Use 12 point font and 8.5x11” white paper.

7. Break it down.  Make your cover letter easier to read by breaking the text down into short paragraphs.

8. Use a professional tone.  Be sure to use professional and respectful language when writing your cover letter.  Try to avoid complex sentences.  Reflect your passion and enthusiasm for the position in your writing.

9. Be brief.  Your cover letter should be no more than ____ page long-the best strategy is to keep it short and to the point.

10. Proofread!!!  Review your letter several times and have someone else proofread it.


COVER LETTER OUTLINE

Your Name
Home address
City, Province, Postal code
Telephone
e-mail address

Date

Employer name
Employer Address
Salutation
Dear Ms./Mrs./Mr. Employer:  OR “Attention Human Resources Department”
(Be sure to determine the formal designation (Ms./Mrs./Mr.) of the person you are contacting. If you’re not sure, call the organization to confirm.)
Paragraph 1 – Introduction
State why you are writing.  State the position applied for.  Make a general comment about the company and why you would like to be part of it.

Paragraph 2 and 3 – Description
This is the main body of your letter, which is usually one or two paragraphs long. Explain your qualifications and why you would be a great fit for the organization. Don’t just repeat the content of your résumé; give specific examples and explain how your individual skills are relevant to the job. This part of the letter is meant to convince the employer that you would be a valuable addition to the team.
Paragraph 4 – Closing
End with an action statement, informing the employer about when you plan to contact him or her to follow up on your application.  Reinforce your desire to be part of the organization.

Closing
Sincerely,

(sign your name)
Type your name here
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