Cover Letters Handout
A Cover Letter: 
· acts as an introduction to your resume and so should be on top of your resume. 
· should always be included with your resume whether it is requested or not.
· should NOT just be a copy of your resume. 
· Highlight some of your achievements. 
· should NOT be stapled to the resume.
· lets you show your writing and reporting skills and your clear thinking. 

· is a business letter:
· do not use slang or humor. 
A Cover Letter Should: 
· be typed unless the job ad specifies a hand written cover letter (then definitely handwrite it). 

· be customized per employer. Or, at the very least, customized per type of job. 
· show how your qualifications and experience fit the job profile. 

· be one page or less. 

· be addressed to a specific person whenever possible. 
· be error-free.
· be backed up by facts. 

· convey your enthusiasm about the job opportunity. 

· be signed, with your name typed under your signature. 
Achievements 
An achievement means a particular objective was reached. In describing an achievement say:

1) What was used to reach the objective      2) What objective was reached. 

Example: Used new sales channels to increase market share beyond the state borders. The result was a 25% increase in turnover for the company. 

The above statement talks about the skills used (creativity, sales channels, initiative) and the objective reached (25% increase in turnover for the company).
People in business all have the same general objectives; profit, enlarged market shares, beat the competition, develop their business, create new products. They look for candidates that have achieved objectives in these particular areas. 

Cover Letter Basics (adapted, and errors corrected from “Activity 2”)

There are two types of job application: 
1) unsolicited (letter of inquiry): general inquiry, not in response to an advertised job, and 
2) solicited (application letter): in response to an advertised or known job
Some tips on cover letter writing:

· Avoid praising yourself too much

· Show your confidence and interest in the position

· Show your full understanding of the requirements and your relevant qualifications

· Show your capability to write a neat, correct and clear business letter.
A cover letter should include four basic components:

1) Purpose of writing (job vacancy and its information source)

2) Qualifications (highlight your value to the employer)

3) Enclosure, contact information (address, telephone number)

4) Request for interview

Example:






1) Purpose of Writing

Purposes should be stated first. In a solicited application, you should state the information source of the job ad, (newspaper, friends and acquaintances, agencies). In an unsolicited application, you usually ask directly about whether there is a vacant position in the company.

Purpose: Solicited application examples:





Purpose: Unsolicited application examples:




2) Qualifications:
This refers to the qualities helpful to the job objective. Such information should be carefully selected to be brief.
Qualifications examples:




5) Enclosure, Contact Information examples:


4) Request for Interview examples:
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Christine Banks
25 State Drive
Pittsburgh, PA 15205


July 9, 2007

Henry Smith

Manager, Human Resources

Hamilton and Meyer 

1266-123 Main Street

New York, NY 54321-1234

Dear Mr. Smith:
Re: Accountant position advertised in the New York Times 

I recently received a Bachelor of Arts degree in Accounting from the University of Pittsburgh, and feel that my background makes me a good fit for the position of accountant at Hamilton and Meyer advertised in the New York Times on July 7, 2007.

Even though I have only recently graduated, I have several years of experience in the accounting field. In a recent internship with Thorp and Reed, I assisted staff in their daily accounting duties and office work. This experience has given me the necessary skills to take on a full-time accounting position.

My past work and education have prepared me well for a position within the accounting industry, and I am very interested in starting a career with a company such as yours. 

The enclosed resume outlines my accomplishments and credentials more fully. I am available to interview at your office anytime this month. I feel that a meeting would be mutually beneficial. I will call you within the next week to arrange an interview.

Thank you for your time and consideration.

Sincerely,
  Chris Banks
Chris Banks









Example paper Cover Letter for Student adapted from:  http://www.cvtips.com/first_job_cover_letter.html





P.O. Box 36


Nanjing University


Nanjing, China, 100084





June 7, 2000





Stacy Wang


Human Resources Department


Bestco Asia


123 Zhongshan Lu 


Shanghai, China 530000





Dear Stacy Wang,





I’m writing to apply for the position of telecommunications manager advertised in today’s China Daily.





I am a professional specializing in creating and implementing high-performance strategies that have great impact on the growth and profitability of large telecommunications companies. I also offer proficiency in telecom software development and cutting-edge technologies.





I am moving to Shenzhen and would be interested in the opportunities of your firm. Currently, I serve as manager for OBT Company’s Information Industry Division. My brief accomplishments include:


Developed a tool track and forecast price, quantity, and revenue, which enables client to monitor business performance


Implemented a customized end-to-end testing process and SQL database





My business acumen, technical expertise, and leadership capabilities have been acknowledged as a contribution to a number of successful projects.





The enclosed resume outlines my credentials and accomplishments in greater detail. I am looking forward to an opportunity for a personal interview.





Yours sincerely,


Bai Yunhui





1) Purpose: State the position you are applying for and the source of your information





2) Qualifications: highlight your value. 





State the reasons why you are applying for this job.





Underline your performance at your current, or most recent, job.





3) Enclosure: Remind the reader of your enclosure so s/he can find your contact information,


4) Request for interview








Your advertisement for an experienced, efficient secretary in the Shenzhen Evening News of March 1st interested me because the position that you described sounds like exactly the kind of job I am seeking.





Having spent the last 5 years as an editor at Wuhan City News, I would like to apply for the post of Senior Editor which you advertised in China Daily dated May 1st, 2002.








Mr. Rossi, who is employed in your purchasing department, has told me that the position of personal assistant to the managing director, Mr. Wills, will shortly become vacant.





The Stars Placement Agency informs me there will soon be a vacancy for a Marketing Manager in your company.











I’m applying for a management trainee position in your corporation.





I would be grateful if you could tell me whether there are currently any managerial positions available in your company.





I’m seeking a position in research and analysis of statistical and quantitative data. In order to get started in this career I am open to any position where I can demonstrate my competence and move upward according to my abilities.














With more than ten years’ experience as a personnel assistant, I realize that it is important to deal with paperwork with tact and preciseness, especially in the position of a lawyer’s secretary in your practice.








I am presently a senior in good standing at New York University, due to graduate in May. I am pursuing a Bachelor of Arts degree with a major in Journalism and a minor in both Economics and English literature. I am proficient in both WordPerfect and Microsoft Word for Windows, and am familiar with both IBM and Apple operating systems. I am presently a Research Intern for the Economics Division of Tradewinds Publishing in New York.





I will be graduating from Graduate School at Tsinghua University this year with a M.S. degree. My studies have included courses in computer control and management in which I designed a control simulation system developed with Microsoft Visual InterDev and SQL Server.





I have also developed my skills to read, write and speak English. Not only have I passed CET-6 but, more importantly, I can communicate with others freely in English. 





I would appreciate an opportunity to meet with you to discuss how my experience will best meet your needs. My ideas on how to improve small business financing may be of particular interest to you.








I appreciate your time in reviewing my enclosed resume. If there is any additional information you require, please contact me. I would welcome an opportunity to meet with you for a personal interview.





I welcome the opportunity to meet with you to further discuss my qualifications and your needs. Thank you for your time and consideration.














My resume is attached. I will contact you in a few days to arrange a meeting for further discussion. In the interim, should you require additional information, I may be reached at 66666666 between 11:00 AM and 6:00 PM.





The enclosed resume describes my qualifications for the position advertised. I welcome the opportunity to personally discuss my qualifications with you at your convenience.
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