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Cover Letters

The letter of application, or cover letter, should accompany every resume you send to prospective employers. A good letter introduces you to the employer, briefly states the purpose of communication, highlights pertinent information from your resume, and suggests a meeting or interview. It should not reiterate everything in the resume, but should complement and expand upon the resume and support a position as to why the applicant should be considered further. Remember that the main purpose of a cover letter is to get the reader interested enough in you to want to read your resume.
In the cover letter, remember to do the following:
· Type it neatly on 8 1/2" x 11" paper to match your resume. Keep it clean and free of errors. 


· Keep it brief (no more than four paragraphs). Cut to the chase – don’t ramble.


· Never send a form letter. Each letter should be individually composed. 


· Always address your letter to a specific person, and with his/her appropriate title. 


· Talk about what you can do for them, and then take the initiative when closing by asking for an interview. 


· Use your own style of writing. 


· Use correct sentence structure and grammar. 


· Always send an original and not a carbon copy; however, once a good letter has been developed, it may be used as a model many times with slight revisions. 


· Avoid “I-itis”—excessive use of “I,” “my,” and “me”; blend the letter and the resume. 


· Keep a copy of all correspondence sent for your own records. You’ll be amazed how helpful this can be. 


	Cover Letter Format

	Your Street Address
City, State, ZIP
Today’s Date
	 

	Mr. Paul Alexander
Personnel Manager
Allen Manufacturing Company
185 Broad Street
Stamford, Connecticut 06901 
Dear Mr. Alexander:
Your opening paragraph should arouse interest on the part of the reader. Tell him why you are writing the letter. Give information to show your specific interest in his company.
Your middle paragraph should create desire. Give details of your background that will show the reader why he should consider you as a candidate. Be as specific as possible about the kind of job you want. Don’t make the reader try to guess what you would be interested in.
Refer the reader to your general qualifications on your enclosed resume or other material. Use as much space as you need to tell your story but keep it brief and to the point.
In your closing paragraph you ask for action. Ask for an appointment, suggesting a time when you will be free. A positive request is harder to ignore than a vague hope.

	Very truly yours, 
Ronald E. Brown
	 


