Cover Letter Homework Assignment


Due: two weeks from assignment date (no exceptions! This is more than enough time.)
ITEMS: You will need a letter introducing yourself (to be attached to your resume) and a “WANT AD”.
Want ad or classified ad  –noun an advertisement in a newspaper, magazine, website, or the like generally dealing with offers of or requests for jobs, houses, apartments, used cars, and the like.
You will find a “WANT AD” for a position in the field of your choice.  The best place to find a “WANT AD” is Yahoo HotJobs (http://hotjobs.yahoo.com/).  Be sure to print this page and hand it in with the rest of your assignment or send the link when you e-mail your cover letter to me. 

Turning things in: When this assignment is complete you can turn it in one of two ways, you may either print a copy of your completed letter and “WANT AD” and hand deliver it to me in class on the last day, or you may e-mail the cover letter as an attachment with the link to your “WANT AD” in the e-mail.
How to e-mail it:

Example:  Mr. Bowser



Attached is my cover letter and here is the “WANT” ad link http://hotjobs.yahoo.com/job-JLR66E4BI7Y;_ylt=Atl4OqeCTOW0faze_ZF2oHn6Q6IX?source=SRP 

Your student 

John Smith

Use the next two pages as instruction and example, you will write a cover letter for your resume.  The letter will be written to a person or company in the field your resume is directed toward.  Be sure to use proper grammar, spelling, and spacing for this letter.  
If you have any questions e-mail me at Shawn.bowser@redclay.k12.de.us  or ask me in class.  Scoring Tool is available on the class web page www.geocities.com/hbcompapps.

Your Street Address
City, State Zip Code
Telephone Number
Email Address 

Month, Day, Year

Mr./Ms./Dr. First Name Last Name
Title
Name of Organization
Street or P. O. Box Address
City, State Zip Code

Dear Mr./Ms./Dr. Last Name:

Opening paragraph: State why you are writing; how you learned of the organization or position, and basic information about yourself. 

2nd paragraph: Tell why you are interested in the employer or type of work the employer does (Simply stating that you are interested does not tell why, and can sound like a form letter). Demonstrate that you know enough about the employer or position to relate your background to the employer or position. Mention specific qualifications which make you a good fit for the employer’s needs. This is an opportunity to explain in more detail relevant items in your resume. Refer to the fact that your resume is enclosed. Mention other enclosures if such are required to apply for a position.

3rd paragraph: Indicate that you would like the opportunity to interview for a position or to talk with the employer to learn more about their opportunities or hiring plans. State what you will do to follow up, such as telephone the employer within two weeks. If you will be in the employer’s location and could offer to schedule a visit, indicate when. State that you would be glad to provide the employer with any additional information needed. Thank the employer for her/his consideration.

Sincerely, (press ENTER four times between “Sincerely” and “Your Typed Name”)

(Your handwritten signature or electronic script, size 16, can be used for e-mailed copies)

Your name typed 

Enclosure(s) (refers to resume, etc.)

 (Note: the contents of your letter might best be arranged into four paragraphs. Consider what you need to say and use good writing style. See the following examples for variations in organization and layout.)
2343 Blankinship Road
Blacksburg, VA 24060
(540) 555-2233
slgim@vt.edu
January 12, 2003

Ms. Sylvia Range
Special Programs Assistant
Marion County Family Court Wilderness Challenge 
303 Center Street
Marion, VA 24560

Dear Ms. Range:

I am a junior at Virginia Tech, working toward my bachelor's degree in family and child development. I am seeking an internship for this summer 2003, and while researching opportunities in the field of criminal justice and law, I found that your program works with juvenile delinquents. I am writing to inquire about possible internship opportunities with the Marion County Family Court Wilderness Challenge.

My work background and coursework have supplied me with many skills and an understanding of dealing with the adolescent community; for example: 
· I worked as a hotline assistant for a local intervention center. I counseled teenagers about personal concerns and referred them, when necessary, to appropriate professional services for additional help. 
· I have been active at my university as a resident hall assistant, which requires me to establish rapport with fifty residents and advise them on personal matters, as well as university policies. In addition, I develop social and educational programs and activities each semester for up to 200 participants. 
My enclosed resume provides additional details about my background.

I will be in the Marion area during my Spring break, March 3 - March 7.  I will call you next week to see if it would be possible to meet with you in early March to discuss your program.

Thank you for your consideration.

Sincerely,

(handwritten signature)  Stacey Lee Gimble

Stacy Lee Gimble 

Encl.
