
Cover Letter Writing

Yes, every resume that you send out should have a cover letter that accompanies it. A cover letter is important because it gives you the opportunity to inform the employer of why you are the best person for the job. 

Anyone can struggle with a writing cover letter, so here are some guidelines to follow to help you write successful cover letters.

· Write your cover letter to a specific position.

· Write the cover letter to a specific person if you can.  If you do not have a name, use the title “Hiring Manager”.
· Be sure to use proper letter format and include the address of the company.

· Have the job description in front of you while you are writing the letter.

· The cover letter should be at least four paragraphs long, on one page.

· Make sure the cover letter is free of punctuation and grammatical errors.
Paragraphs of a Cover Letter

· Your first paragraph should indicate the position title you are applying for and where you heard about the position.  You should express interest in the company or their product or service and how it matches your career direction.
· Paragraphs two and three should talk about why you are a good fit for the position.  You need to talk about how your skills and experience match the requirements of the position. This is when the job description becomes important; you want to use the exact terminology that the employer is using in the job description.  For example, if the company says they want someone with strong communication skills, you should write about your experience in communicating with other individuals.

· The last paragraph is your closing.  It is recommended that you include a statement similar to the following “I look forward to speaking with you about the position and how I can contribute to  (insert company name)”.   You should also thank them for their time.

It may seem very tedious writing a cover letter for each job that you apply to, but you will find that after you have written a few, you will start to reuse some of the content and just have to change company information.

Tips for E-mailing Your Cover Letter

The last tip in cover letter writing is when you are e-mailing your resume to an individual, place your cover letter as the e-mail text.  If the employer reads your cover letter first, they will be more interested in your resume.  Quite often people attach their cover letter and resume separately, and employer goes directly to the resume and misses the important information in your cover letter. And sometimes if the employer reads the cover letter first, they are already sold on your skills.
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