__Cover Letters

A cover letter is the letter that introduces you to your potential employer. Itentices the'reader to éi’amin_é_ your resume to really see

frou '}xrg the person for the job.

Q@ Every cover letter needs 1o
have your address on it, either in a
letterhead or typed at the top as
shown...give it the professional
leck you want!

8 The date you are WrHing is the
next important part. of the letter:
Keep a copy of the letter so you
can know when your first contact
was made,

®  Always type the address Just
as 1t appears in the advertisement
or job posting. :

@ This is called the “salutation.”

Every letter should have one__it’s -

your way of saying “hello.” If you

don’t know a name, use the

salutation shown.

®  The first paragraph is the

statement of your puipose of
writing...you identify the job you.

are applying for and tell them you
are interested and qualified.

® This is the “meat and potatoes™
of your letter. This.is where you
toot your own ~horn! Here i3
where -you highlight your
qualifications
attributes  that jnatch those
reéquested in the advertisement.
This is not the place 10 be
shy__tell “‘them how good you
really arei!! Of course, honesty is

a necessity, bul. don’ under-sej]

yourselfl

and- . personal

& 45 Ace Dipve
Your Town, NC 99999
B  Today’s Date

Box727 ®
c/o Times Herald

"Alltown, NC 99999
,De.ar:Sir or Madam: ©

1® Tam writing regarding your advertisement in the

Sunday edition of the Times Herald 1 believe that 1 am
qualified for the personne! assistant position: My resume
is enclosed for your review. :

® 1 have worked. for two years as -dn- administrative .

assistanit in the. honian resources department of a large |
‘medical center. In this job, I was fesponsible for a weekly
_payroll_for 24 people, maintained bank -accounts and
‘conducted training for new employees. '

@ 1 would welcome the opﬁort’u'n.ily to discuss my

| qualifications with you.

@  Iéan be reached by phone at 555-4545 dunng the
evening. I you do need to contact me during the day, |
cah be reached at work, with discretion please, at 555-
1212,

@ 7 _Sincérely;'

@ -Mayy Smith Doe.

-} Enclosure: Resume ® .

_ away!

Review the JobShop Forim, Sample Cover Letters

There Are 11 Basic Components To A Good Cover Letter

@ The next to Jast paragraph of -
your letter is where you try to
“setthe hook” _..don"tJet "em get
If you are feeling
aggressive (which you should
bel)..you could state here that
you will be calling nexi week to
see 1f an inlerview can be
arranged. NOTE: If you do this,
be sure you do call exactly when
yousay you will or you will loge
your credibility right off the bat!
If you don't feel comfortable
with the aggressive stance, use
this paragraph to tell them you
would certainly welcome " an
opportunity for an interview and
hope to hear from them!

@ Always include your
telephone number. If possible,
include both a day time and an
evening number.

@  This is the close of. the
letter. Always use one. If you
prefer a closing with more than
one word (Very truly yours or
Sincerely yours), be sure you
capitalize only the first word
and always use an ending comma
for proper punctuation.

@ Type your name here. There
are always four spaces between
the close and your sig.aature line.
This means youhit return (enter)
four times after the comma in

~.the: closing.  Make ‘sure’ you.. .
‘actually sign 1t in this area.

® Be sure that you note on the
letter - that your resume is
enclosed and then, for heaven’s
sake...don’t forgel to enclose jt!

‘Talk about starting off on the
. wrong foot!!]
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Setting the Stage...

The cover letter is your passport to a possible job interview. Do -
" Approach your letter with ..

not minimize ns Jmport"mce
seriousness. 1 is as important as your resume. You want the
reader 1o be impressed withyour cover letter.“Youwant the reader
to want to talk to vou. There are whole books ava;]ab]e 1 hibraries
and stores on cover letter fonnats.

Word Choices
How you word your letter is very important:

Don’t just say...

I'ran a cash register.

_Obtammg a Name...

'Do some deteclne work _Locate the phone number of the
‘organization to-which vou are: app]ymg Call'and politely ask the

person who answers the phone who-is responsible fof hiring the- .
positionthat is available. Make sure you obtain the exactspelling
of the person’s name and verify, it. Also, agk for the exact title of
[he person since mles vary from organization lo organization.

When you can say this! :
lToperared a cash register and was respons:bi e for balancing the Cash dra wer

at the end of each shift.

I babysat.

Jwas rexponsr'b!efor the daily care of two children. This included preparing

nulritious meals,planning educational acnvmesfor th emandprovrdmg a safe
and enjoyable a[mosphere '

1 worked as a waitress.

I'was a night manager at a convenience store.

1 hm.e experience frosrmg as well as wmrmg tables. I am quick wuh my srde
work and have over a 30% rate of tipping.”

- As‘night manager at the convenience store, Jwas: respons:b!efar the total’
operation of the store mdudmg cash’ reg:srer gperaiion, cash balancmg, i

res!ockmg, maintaining a neat and clean environment, dealing with- Lendors
and ensurmgﬁ remﬂ} andprompl serwce 10'the customers.

1 answered the phone.

I can type.

i hcmdled mul!:ple phone h'nes, roured calls, and took‘messqgés.l .

1 have experience typing corr esponience, réporis and other documenrs from

copy, as well as j’rom a d:cmuon machme

1 fixed cars.
<. aulos..

Twasa receptionist.

T have experience rrouble-shoofmg and. repaxrmg both domesnc andforezgn

I handled multiple phone lines, transferred calls; took messages and made
appointments. Inaddition, [ received visitors, directed i mqumes -and ensured: .

a smooth flow of office iraffic.

N

Matching y-(.)_ur:_qu_a'l'iﬁcations to the job....

Are you qualified for the job? Employers often list the qualifications of the perfect person, hopmg to ﬁnd someéone Who comes close.
Hyoudon'thave every qualification listed, don’t scratch it off What you want to do 1s help the reader see that you are very close to

that perfecl person. :
+  Read the advertisement closely.

+  Wnte down the quahﬁcahons listed by the employer on one side of a paper.
+  On the other side, write down your qualifications that closely match those requested: -

*  Use these items in your letter.

Qualifications:

3 years experience in an office selling.
Word processing experience.

Ability to handle changing priorities.

Forinformalion on Job-Search Briefs and Forms. contact JobShap. Inc. ar 1.888.562 5480 or www: jobshopinc.com

(Qualifications I Possess:

Thave 5 years of office experience.

I have knowledge of both WordPerfect and Word.

! handle pressure well, can prioritize and am detail-oriented.

S01R-2-rev 2007
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Chronolegical and Skills Resumes
- Thereare twodasictypesof) resumes: Chronological and Skills (spmeiime;callgdif‘ imctiona!). Review' theJ obShopBrief, Resume
Writing Made Simple and th e:JobShop-Form; Sample Chronological Resisnes . '
N ' Sample Chronological Resume

- : : Joseph H. King
@- 1312 Monroe Street, Any Town, NC 99999 : {9991756-9023
1. - Jhk@inlerner net

Job Dbjective
To obtain a position in sales wilizing my customer service skills angd exceftem
communications and mathematical abilities.

Employmen Experience

@ 1992 - present Salesman
Medical Markets, Inc.
Your Town, IL 99999

- Duties: Inside and outside sales, cold markering calls, tracking
customers orders and merchandising. -

1980 - 1992 Sales Assistam
: K and O Used Asto Sales
) MyTown, MA 99999
Dusjes: ©Assisied sales staff with stocking, customer service and
.mventory. . ’

N . Education and Training
1992 B.S. in Marketing/Nonth Carolina Stare University

1989 ALALS in Business Aan"}inislra;ion
MyTown Community Collége, NC

®—+ ’ ’ ‘ Skills
D ) + Custorner Service Accounting
Sates Database : Public Speaking

e

i namenomcknames '_éj;é'ﬁiplg,zus.g_‘.]ose,ph H. King, not Joe King: Txpt.ygﬂf'néiﬁ.e_ ina ;]'érgéi' fo;]_'t"th_é'n anything

else on the Restmé. After all, that is what you wani people to potice'and remember: y rour name. " Using a honizontal graph Iime under
your name hike the one in the exampie makes a nice appearance. _

2. Add_réé;;f’:r eleph onre. Number :_Ypu‘sﬁo.il_!d_ _al’wéys'@js_e'you;-'cpmp]_ete: un-abbreviated ada‘r'égs's’,:i;‘xéhjd'i:ﬁg zZip code. Use a telephone
number tHat will bé answered at all times - préferably your own, or that of a friend who will take messa ges for you. Always include the
area code. You may include Your Internet e-mail address. _ T .

ective/Position Desired - Whether yoti call it a job objective, position desired, job desired, ¢aréer objective, etc._, this

3. Job Obiectve/Position Desired - W
shouldbea biiel, clear statément targeting the fype of position you want (rather than just one specific joby. This statement should include
the skills that enable you to perform the desired job. '

4. Experience/Work Fxperience - List most recent job first and then go backward. If work experience is slim, include any
wnpaidivolunteer experience. Cover 2aps in experience wiih school/home, or whatever you were doing during this time pertod, rather
than leaving it blank. Include dates of employment, job title, company name and location anddescription of duties p'é___r'qurhed.- Useaction
words whenéver possible 1o make a positive statement, : T ‘

5. Education and Training - If your education and training are more relevant {o the Job than your vork experience, put lhlS céteg_bry_

rst; otherwise put it after experience. Include any education and training that is relévant 1o the job.

3. Special Skills/Abilities - Youcan use thiscategory to cover any other skills and abilities that y oui waiit an einployer to know. Some
xamples are: good niterpersonal/communication skills, attention to detail, require litile or no Supervision, eic.

. : Job-Search Briefs
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 Monica L. Smith

3344 Crovin Aventie, MyTown, MO 99999 {999)825-3 186 mosmith@lniemet ner

Pasition Desired *
@ A challenging position as an Adminisiralive Assisiam using my exceprional
) secretarial, organizational and communications skills.

- Professional Skills
Organizational: Extremely well-organized work habits, detail oriented, decision-
@ making and problem-solving skills.

Communications: Excellent oral and written communications skills in dealing with

customers, staff and.management.
Computer-Related: WordPerfect-6.0, Quattro Pro, DOS, Windows and Intemer
Programs. 50 WPM typing, operation of switchboard and fax machine, clerical skills
including data eniry and fiking.

Work History

1995 - Present Secretary Senior
& . - Park Emplovment Agency. OwrTown, OK
1993 - 1995 Receptionist :
Pikesvile Fumniture, YourTown, MQ
1985 - 1993 - Professional Homemaker and Mother
1984 - 1985 Switchbeard Operator
Buddy's Used Cars, Newion, SC
Lo N Education’
A.AS. Degree in Office Systems Technology :
®— ) OwrTown.Community Colldge, OurTowwn, OK - 1997.

‘Graduate of”Newlon High School, Newton, SC

Organizational Memberships

. @ o . . Oklahoma Secretarial Grovp
’ National Association of Office Workers

1. Name - Use formal name. Do not use nicknames. For example use Monica L. Simith, not Mo Smith. Type your name in a larger font
than anything élse o the'Resume. Afier all, that is what you want people to notice andremember: yoir name. Using a horizontal graph
line under your 2 like the one'in the example makes a nicé appearance. . A T T

2. Address/Telephone Number - Youshould always use your gomplete,un-ab.brevié{edaddress,jnc]ndﬁng zipcode. Use a telephone

number;that will be-answered at all times - preferably your own,or that.of 2 fiiend who will take messages for you. ‘Always inclidé the
ared’ codi vt Ty o ' : co R e .

3. Job Objective/Position Desired - Whether you callit a job objective, position destred, job desired, career objective, etc., this.
should'be a brief,-clear staternent targeting the type of position you want (rather ihanjust one spetific job). “This statement should

include {he skills that enable you (o perform the desired job. -

4. High]igh(stu_a]iﬁcationslP'rofessioha'l Skills- Group all of your relevant skills and abilities into three or four categories sorted
by skill area. Try 10 list these -s_k;i]]_s and abilities in order of relevance to the position desired. R s

5. Work’Hi_stb‘_l"y < A:'B'rigfhi_slorf){_:c:)fj(our :-orkiex-pe_ri,ence inchiding only dates of employment, jobtitle, company naime and location.
Try to covet gaps in work history with something positive that you were doing dunngihattime. o

6. Education - Include any relevant education. . This is usually histed after work history_‘but if education is more relevant to position
desired, list education first on Resume, followed by work history. - LT ' o

7. (}r’g'aniza’tiona]lPr;o,fe-ssi_.qna-l Memberships - List any memberships or positions held with car"eér#e]ét_gd d:ganiia'lipns; -

Forinformaiien onJos-Search Bricls and Forms. coniaet JobShop, Ing. a1 1.888.562.5480 os www. jobshepinc.com ‘ ©S0BR-2-rev 2002




ACTION VERBS FOR COVER LETTERS & RESUMES

Leadership & Managem:e;ni o

[ administered _ altained conducied contracted controlled i
coordinated direcied employed enacted ) exceeded ‘
executed _ expanded " |-grouped -} gwded " | headed '
hired - imp]ernemed_ mcorporated .| initiated mstituted
maintained managed ' marketed : monitored motivated
oblained . organized performed .| produced Creduced
repositioned retained ' revised strengthened supervised .
timmed turned around - | underiook was responsible T T

E—— kS S

Organization & Implementation

advised __)._analyzed B arranged catalogued

collaborated | consulted - " compared : ) completed
computed decreased dismbuted ' exammed
expanded facilitated generated umprovised increased
indexed .| lteveraged redesigned ‘ reorganized restructured

reviewed Tevised " | scheduled | sponsored . | strengthened
synthesized _Systernatized - verified
. .

Promotion & Sales
convinced _ Beneratéd | tmproved
launched | masketed | -persuaded

represenied N secured sofd

mcreased
| promoied

T —

influenced
recommended
accounted for

o

' esearch & Deve]apgmenl .
analyzed aviomated - | classified " designed detesmined
developed . differentiated 7 cquated. .| . expérimented invented
wvestigated _relatéd ' | researched | searched solved
struchured ~ | synthesized theoiized
e —_—

_Problem-Sovlin £

accomplished | awarded ' balanced . _-é]ﬁsé;d

. . - 'corrc_ctcd
determined Cdiverted. - eliminated .| evaluated _bandled
identified - - -] improved " | investigated __|.mediated. ~ ‘negotiated
pioneered C "]‘jrt)poseq, ' recruited resolved - satisfied i Co
sorted strengthened surpassed assured : b
: i o - Interpersonal Communications - : ' S
counseled _ |, demonstated ‘dissemninated = edited B . Fﬁlci]itatcd
instructed I interviewed | moderated ~ participated o prepared |
presented - | presided served as wrote | approved .
-l rredas ] TOVEC

Initiative & Credtivity.

arranged - | eonceived . created _designed . _ developed
devised | enabled _enbanced 7 | formulated. [ initiated -
mvenied - ‘mnovaied ; originated packaged | prepared
produced’ | refined o reshaped '} resolved solved:
structured L o ' o

Source: Bradley University webpage
hitp /twww bradley. edu/scc/students/
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Management Verbs

administered analyzed assigned attamed chaired
consclidated contracted coordinated delegated . developed
directed evalvated exécuted . improved { tncreased
organized oversaw planned ) priontized prodhiced
recommended reviewed scheduled = . strengthened “supervised
Communication Verbs T T
addressed } arbitrated aranged authored collaborated
convinced corresponded developed _directed drafied

{ edited enlisted formulated mfluenced nlerpreted
lectured mediated moderated pegotiated persuaded
promoted publicized reconciled recruited spoke
translaled wrote
Research Verbs
clanfied collected diagnosed evahrated examined
extracted identihed mspecied nterpreted mterviewed
mvestigated organized | reviewed summarnized surveyed
systematized . : -
Technical Verbs )
assembled | boih calculated computed { designed
devised -1 engineered fabnicated maintained ‘opérated
overhanled - programumed remodeled _repaired solved
upgradéed

. Teaching Verbs . o
adapted advised _clarified “coached | commumcated-
coordinated _dermystified - developed enabled - | encouraged
evaluated -explained facilitated guided informed
instructed - | persuaded set goals’ stimulated trained
Management Verbs R .
administered allocated analyzed | appraised .| audited
balanced | budgeted. calculated computed '] developed
forecasted managed marketed | planned | projected
researched ' I '} -
Creative Verbs
acted conceptualized created { custoinized - | designed
developed directed established | fashioned founded
illustrated | witiated - institnted - integrated } introduced

invented .| onginated performed * | planaed revilalized
shaped | | N ' i ' -
Helping Verbs N _ :
advocaled assessed assisted .| clanfied _ | coached
counseled demonstrated diagnosed. - - - T educated | expedited
facilitated familiarized guided -} motivated preferred
rehabilitated represented o : ' ' ‘
Clerical or Detail Verbs : _
approved - arranged catalogued classified collected
compiled dispatched executed generated implemented
inspected monitored operated organized - prepared
processed purchased recorded . retrieved sereenéd
specified | systematized tabulated . - “vahdated '
Accomplishment Verbs ‘ o
achieved expanded voproved | ploneered reduced (losses)
resolved (problems) restored | spearheaded transformed

Source: Resume Tutor from the University of Minnesota
Vatip:/fww ] umn. edulohr/ecepiresumessummyerb.him




