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Cover Letter Tips

· Address your letter to a specific person using his/her title.  This can usually be obtained with a simple phone call to the organization or by using one of the many print or online employer directories available.

· Do not start with a question, e.g., “Are you looking for a bright, talented person to fill your needs?”

· Tell what you can offer them, not what you anticipate they can do for you.

· Avoid being cute, humorous, or overly pushy

· Keep the tone positive.  Don’t apologize for poor grades or lack of experience.

· Highlight key points of your experience.  Be  specific.

· Keep it short and to the point.  Edit ruthlessly.  No more than 1 page.

· Think in terms of quality of letters not quantity.

· Keep a copy of every letter you send out.

If you are asked to provide salary requirements in your cover letter it is advisable to give a general range of your expectations.  Then qualify this by stating that you would be happy to discuss compensation during an interview.
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