Writing A Cover Letter

A Cover Letter is a letter that accompanies other information, such as a resume or an application.  It is the first letter you send to an organization as a means of introduction when applying for a job, internship, or scholarship.  It should always be accompanied by a resume unless you are simply asking for information or an application.  

Just as it takes time to create the perfect resume, writing a strong cover letter also takes time and effort.  Your first draft should not be the final product that you submit to a potential employer.  Instead, take the time to review a few drafts and focus on making your cover letter smooth with an appropriate word choice.  Your goal is to sell yourself and how you can be an asset to the organization you are applying to.  

Your Assignment: Write a Cover Letter 

-Write a cover letter in response to a job posting you located (i.e. on Monster.com, the Buffalo News, etc.).
-After you write the letter, exchange it with a partner and review each other’s work.  Share your edits and suggestions with each other and then update a second time.

-Turn in your final product, along with your updated resume and an envelope with complete address.

Cover Letter Guidelines

1. Be specific – the cover letter should always be written specifically to a one particular organization.  Never send a duplicate form letter.  Your letter must demonstrate your knowledge about the job and how your skills can benefit the organization.

2. Generate Interest – after reading your letter, the employer should want to review your resume for more information.

3. Create a Positive Impression – the letter needs to be visually pleasing, grammatically correct, have the appropriate name, title and address of the employer, and be printed on high quality paper.

Cover Letter Contents

1. Opening Paragraph 

· Focuses on the organization and mentions the specific job available

· States why you are writing

· Captures the reader’s attention

· Shows your knowledge of the organization or field

· Tells how you heard about the organization or job

· States why you are interested in the organization

· Utilizes your referral person (if applicable)

Examples of Paragraph 1:

· I am writing with regard to the position of Computer Aided Drafter, as listed on monster.com.  I studied at Cannon Design during the internship process at Harkness Career Center in 2010, and am inspired by the many contributions Cannon has made to the architectural field.  

Or – if someone has referred you to an advertised position

· Jane Smith, Director of Human Resources, recently told me about the Computer Aided Drafting opening at Cannon Design.  Cannon’s outstanding reputation within the community and the many architectural awards you have received clearly demonstrates what a great organization it is.  I would like to be considered for the position of Computer Aided Drafter and feel that I can be a strong contributor to Cannon Design.

Other Examples:

· I am applying for the position of assistant editor at Buffalo Spree Magazine that was advertised in the Niagara Gazette.

· This letter is an expression of interest in the position of Hairstylist at Giovanni’s Salon and Spa.  My background and training in cosmetology make me an ideal candidate to work with your clients.

· David Anderson at Home Depot told me about your plans to expand the building team in Clarence, NY.  I have recently completed my 2-year program in construction management and would enjoy the opportunity to speak with you about joining your team.

· I was very interested in last week’s Buffalo News article which discussed Micromac’s recent expansion in the Western New York market.  Micromac’s venture into convo-imaging is not surprising as I learned about this cutting-edge technology during a recent internship.

2. The Body (1 or 2 paragraphs)

· Focuses on you

· Matches your qualifications with their needs, as shown in the position description

· Demonstrates what skill qualify you for the position

· Highlights a few major points of your background

· Enhances, but does not simply repeat, information on your resume

Examples for the body:

· My recent position as a mechanic at Johnson Autobody gave me hands on experience in automotive maintenance including oil changes, tire rotation, and other routine repairs.   This experience along with 2 years of technical training at the Harkness Career Center, make me an excellent candidate for the position of Auto Technician.

· My writing and organizational skills were enhanced when I led a letter-writing campaign to promote campus safety.  As a result, the undergraduate student government recognized me as student activist of the year.

· During my student teaching assignment in an urban district, I was able to integrate a variety of learning experiences such as…

· Throughout my internship at Trask Computers, I was regularly called upon to trouble shoot and identify causes of computer viruses.  My knowledge of computer networking and training in computer technology gives me an edge over other potential computer specialists.  My supervisors have described me as a quick learner and a team player.

3.
The Closing or Final Paragraph

· Summarizes why you would “fit” the organization

· Requests action to be taken, for example, asking for an interview 

· States that you will call to follow up on the status of your application or to schedule a meeting.  Exceptions to this would be when the employer requests “no phone calls” and/or you do not know the name of the organization or contact to which you are applying,  i.e. PO Box.

· I would like to meet with you to discuss the possibility of joining your team, and will call you the week of June 3rd to arrange a meeting.

· My knowledge of consumer issues, combined with my enthusiasm for retailing, make me an excellent candidate for the position of store manager.  I will give you a call in the next week to follow-up with you on my candidacy for the position.










