Cover Letters

You should always include a cover letter when mailing, e-mailing, or faxing a resume.

Your cover letter should

describe specific reasons the employer should consider you as a viable candidate for a job opening. Those
reasons may include your educational training, your work experience, and/or personal qualities and attributes.

A cover letter serves two basic purposes: as an introduction and as a marketing tool.

Address your letter to an identified person, as opposed to "To whom it may concern." (Call the organization and

ask to whom your letter should be addressed).

"To whom it may concern" as the salutation.

If you are responding to a "blind ad" (PO Box only), you may use

Tailor your letter to the position being filled or to the organization itself. This means that you will have to write a

specific letter for each resume you mail.

Generic cover letters look like just that (what do you do with mail

addressed to "occupant"?) and have a very poor success rate because they are attributed to a lack of genuine

interest on your part. You will be able to use essentially the same structure in most of your letters, but

personalize each one and emphasize how your training and experience relates to that specific job.

When printing hard copies, use good quality paper. The paper should match that of your resume. A cover letter

should never be handwritten. Keep the cover letter to one page.

Use clear, concise language and proofread

The cover letter conveys a great deal about your writing skills.

carefully! The letter should be free of any errors.
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E-mail Cover Letters

Your e-mail cover letter will follow the same protocol as the print version. When e-mailing a potential
employer the e-mail is your cover letter, you do not have to attach a separate document. Here are more
e-mail specific tips for writing your electronic cover letter:

Do NOT waste your subject line of the e-mail. Never leave it blank. The purpose of this line is to attract
the reader and tempt them to open your message. For example, reference the position title in the
subject line.

In the cover letter, make sure that you indicate if your resume is attached or if it can be seen below the
cover letter. Remember that employers will be wary of opening attachments, so including a plain-text
version of your resume after your cover letter is usually a good idea.

When formatting your e-mail cover letter, use left justification for your margins. Avoid indents and place
a space between each paragraph. Avoid using emoticons, abbreviations, wild colors, and other distract-
ing and unprofessional items. Many e-mail systems cannot handle text enhancements like bolding,
bulleting, or underlining, so play it safe by using spaces and dashes -- if you feel emphasis is needed.

Be concise. Remember that reading e-mail on the screen is often harder than reading printed
communications.

Don’t forget to check your cover letter for spelling errors, style, and content before pressing the “send”
button.

SAMPLE E-MAIL COVER LETTER

5 OO0 0L ET SO OE O OE
o =6 = CcgaESCSEL ws5>%>
A= 2=35=3 o208 g+ 58 ® © =
e 29332 9062 E_0 G oL oL O
7} Cs3Sh O=9PTqggo_ = ITIo 5 £
3 c 0 = 0CSoco28 TN S < 9
S STeg68 Oacog _2<. S >‘~5-g
P 2800LT 0,256085% 9m=s8§
@ 22032 £ =2cocCE 3=TE3®B
9 <E5Eus “vL5383 9o 0L <9 g
o — O pc X c o © & .o == EmcO0 g0
T 2B = OUTUS=¥9p 200 =R =
T = O = O +— Sleg 8= cWwo :':'LU*-'O_(G
= oZ®oo 3 ©O 33 9__ 37 X %) Nn=70
S e} o= = T B @ = o o =
© 2o c 3o oSO =2 co S0 on
(o)) ToxE2coun o990 " c . gao - S22 0@ ..
3 Wy =2 >¥2 Og—~ T .53 o _EG=EE
Q 00 - EBE 2 coe=.2 Le=8¢c ¢
O c 0§ & BT ELEO03I o0 S0 2
= S 2I2LE20 oooQcECLL -8 c0vTE
© C08P50 H_E£806 =° ZocC23%
5 £t 835S NTFIFocoge S _o0,_?0¢
= 2o 3008 9. "398 E3EB.~TE
2 550225 2%c203 >0 gRSc®u8
o Eo-2F8 Qe xocuvdo Q-5 =95
=805 5 Q2  OEFE 0B 0 o538 mn
c > 0= 5o Owggmg QB c ‘§c>’,'cgc5£
S EZ2o2 Py 928733988 . 0°7,042
1] =05 =T = COO0E® C x O
RZ W3=3C ey HEc 02£E9PEL S¥XO00n_ o
o 200380 .0 PO pcS0acC ST ®>g ¢
@ O>0259 ®e8-c8owS8 ,830°2-=
< - 2SS 9553 c590 L T >E n e, §=
T 5§ 302988 ¥8fz5%5 %88 E.2 523 c
Y () = o S e)) o = T X o o
s =2 B e®os 2 002 _ "5 O0TEa o< S
O = O0OO&FE€ 8 2H o s o T ESENEDO c
- (@] - 4 -~ U)"OQ_—(U O CDcUC\}o fudd
= o > O © > /3]
S 5 288235 Ec=sow 6§82 F,EgREg O
5z 8 Ec2ATg 200,62 882 vEcSags 4o
o = c » g N [=) 0 .n N S < Q o ©
= 0 ® o n.L.2 0o ) 3p O TN =~ = s
9 - .E_gd)m% 8:8&x34§%_.§ =35 ‘_og © =
2 O E£E9gEH =838 E9VHT O S22 >0 TS 20
> 0 ToEC-RY £L259202cQ SOEWE O Q0
W N —aoof£0O0 FHFOaocmn=TZaoma —0 AT ® > ¥ m

The Career Center




