Cover Letter Secrets
1. Covers Letters make a good first impression

a. Cover letter is the first thing the employer sees

b. Never send a resume without a cover letter. The cover letter is becoming more important than the resume to give employer an impression of your professionalism

c. Check and double check. –A cover letter like a resume must NEVER have any errors

d. It must be of good form, spelling, grammar and punctuation. (Good idea to have someone else take a look at your cover letter)
e. Don’t send a Xerox copy

f. Don’t staple or paperclip pages (Use the Footer to make sure each page is numbered and gives your name and date.)

2. Cover letters must be tailored

a. The strongest cover letters are the ones that are tailored specifically for each employer. 

b. Each cover letter you write must be new and individual for that employer - not a form letter that all employers receive.

3. Make sure the cover letter is clear, concise and kind. 

a. Use appropriate key words.

b. Keep sentences short and to the point.

c. Don’t rattle on and don’t use run-on sentences.

d. Try to find something to praise about the circumstance that got you to send the cover letter, for example “the web site was very clear and helpful”, “the job posting was very informative”, “the job posting was very intriguing” or “closely matching” what you have to offer
4. Make it look professional
a. Use Block Style - Left Margin 
b. Use Black font color, unless applying for a theatrical or designer position
c. Type the letter and use paper and font that is the same or looks similar to your resume.
5. Be enthusiastic and sure of your self in your cover letter but never be arrogant.

a. Say something like, “Since my achievements seem to match your requirements so closely, I am excited about discussing this position with you.”

b. Don’t say (unless you’re in Sales), “It’s obvious to me that I am what you are looking for and I’ll call you tomorrow to set up an appointment.”
6. Internal address and salutation

a. Personalize it - Whenever possible, personally address the cover letter 
b. Put the Company, Hiring Person, Hiring Organization, Full Address and an “Re:” which identifies the specific job being discussed

c. Try to find out the name and title of the person who will be able to hire you and use the name, instead of writing "Dear Sir" or "Dear Madam”.
d. Also use the persons name in the email address by using your contacts tools, such as “James Smith” not jsmith@provider.com 
7. First Paragraph

a. Introduce yourself and explain how you became aware of the position. 

b. Always state the name of the opening in the first sentence including the title and Job ID.
c. Give your elevator speech in the first paragraph by telling what you do and give one example of how well you do it.  
d. Never repeat information that appears on the resume, except in the briefest, introductory manner. 
8. Second Paragraph -Use a Two columned cover letter.

a. If your cover letter is an email, often an email tool will eliminate the two columns created in a word document, so place columns in an Excel file and cut/paste them into your email.

b. The first column should list one job requirement/specification from the job description and the second column should give your appropriate achievements showing your ‘fit’ for the listed requirement or specification.
c. Tailor your achievement in the second column as a response to the first column, make it sound as close as possible to what the employer states in the requirement.

d. Give specifics about your skills and achievements not just generalities.
e. Try to state the second column entry so that the reader can say ‘yes’ to each requirement response

f. The more times the reader can say ‘yes’ the more likely you will seem a perfect fit.
g. Try to keep the columns short – so if the job description is long group several closely related requirements into one or eliminate unimportant ones (a tricky choice since you may not know what is important to the employer)keep the cover letter to one page. 
9. Final Paragraph
a. Make note of how the previous columns show that you are a fit for the position.

b. Say you are attaching your resume

c. Thank the addressee for considering your resume (don’t forget to attach the resume)
d. Add a willingness to answer any further questions and give your phone and email either in the last paragraph or within the signatory block   
e. Say the action you will take to follow-up. “I'll contact you in a few days to request a convenient time for us to meet in person

f. Don’t say you will follow up without having a specific plan to do so, and them FOLLOW-UP
10. End

a. Can use any ending but be honest and simple

b. “Sincerely”, “Thank you”, “Thank you for your consideration”, “I appreciate your attention to this matter”, etc

c. Sign your name if appropriate and possible.

d. Type your complete name under your signature

e. Give your present job title

f. Add your email and phone number if you haven’t given it in the body of the letter.

11. Double check your spelling, punctuation, grammar one more time before you send it.
