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What You Should Know About How to Write that Cover Letter. Improve Your Chances of

Getting the Interview

By NS Kennedy

Nearly all job seekers are well aware of the importance of a resume when applying for a

professional opinion, but few realize the vital role that an accompanying cover letter plays in the
selection process. In fact, your cover letter is just as important to your job search as is your resume.

Consider this: recruiters and managers often receive dozens, if not hundreds, of applicants for every
one available position. With so many applicants to review, interviewers do not have much time to
determine if you are qualified for the job. In fact, a recruiter typically spends between one and two
minutes quickly glancing over a resume, hardly enough to thoroughly investigate if your skills set and
experience is a good match for the position.

This is why a cover letter is such a critical tool to the job seeking process. The purpose of a cover
letter is to clearly express your interest in and qualifications for a position to a prospective employer.
So while the resume is a generic advertisement, your cover letter tailors your application to each
specific job. By condensing your resume into key points and drawing the recruiter's attention to the
most relevant areas of your experience, you are assisting the recruiter in matching up your
qualifications to that of the open position. And by taking the guesswork out of your resume, you greatly
increase your chances of getting a call for an interview.

A cover letter has to "sell" your qualifications to a complete stranger and convince them that you are
worthy of an in−person meeting. Therefore, as you can imagine, it is not an easy document to write.
There are several guidelines, though, that should assist you in the cover letter development process.

Typically a cover letter is less than one page in length and has four main sections: the introduction, a
highlight of your qualifications, a summary of why you are interested in the position, and a concluding
follow−up. Before you start listing a litany of skills, though, it's important to do some research on the
company and the position for which you are applying to give you a better understanding of the
company's products or services, history, values, and target customer market. This will help give you a
better idea of what recruiters are likely to be seeking in a candidate, and allow you to tailor your cover
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letter to specifically address those areas.

Part 1 − The Introduction:

Your cover letter should be addressed to the hiring manager, whenever possible. Specifically mention
the position(s) that you are seeking Let the recruiter know how you heard about the position. If you
saw the position advertised or were referred by someone, be sure to include this information. Grab the
reader's attention and stimulate their interest in you right away!!

Part 2 - Summary of your Qualifications:

Highlight your strongest qualifications for the position you are seeking. Be sure to limit your
qualifications to only those that are the most relevant to the position. Show, rather than simply tell, the
manager your qualifications by including specific, credible examples from your experience. Quantify
these qualifications whenever possible by focusing on pertinent figures, projects, awards, and

equipment/software/tools you've used that are relevant to the job you want. For example, rather than
highlighting your "excellent customer service skills" indicates that you "achieved a 98% customer
satisfaction rating" or "increased department sales by 25% in the first quarter".

Part 3 - Why you are Interested in the Position:

Let the recruiter know why you want to work at their company. What is it about the company that
appeals to you? Why does this particular position appeal to you? Indicate why you are a good fit for the
company. How will be an asset to the team?

Part 4 - Conclusion and Follow−up:

Refer employers to your enclosed resume so that they can review your qualifications in further detail.
Request a personal interview or meeting with the hiring manager. Indicate how the recruiter should
contact you. Be sure to provide a working phone number or e−mail address. Set a time to follow up.
For example indicate that you "will call to follow up on Monday afternoon". Thank the reader for his or
her time.

One final note: your cover letter is the first impression that recruiters will get of you. A strong focused
cover letter can convey a powerful, positive first impression. A weak non−focused letter, though, can
kill any interest a recruiter may have in your qualifications, regardless of how strong of a fit you may be
for the position. Be sure that you proofread carefully for grammatical and typographical errors before
sending any correspondence.

Could your resume be improved by a professional? Find out with the

Resumes−and−Cover−Letters.com

guide to the best sample resumes, cover letters, resume examples, resume formats and a free 12−step
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email course to succeed at interview. www.Resumes−and−Cover−Letters.com This article may be
reprinted in full so long as the resource box and live links are included intact.

Nuts and Bolts of Effective Cover Letters

By Linda Matias

As a job seeker, you shouldn't overlook the importance of a cover letter. If written strategically, a cover
letter increases your chances for consideration, and provides an opportunity to highlight your
individuality.

A cover letter is much more than just a letter stating, "I read the job announcement in Sunday's
classified, please accept this letter as an application of interest". It is a statement that tells the reader
what they can expect from you if hired.

The challenging part of writing a cover letter is determining what information to include. After all, all the
juicy information was included in the resume. What could you possibly add to the cover letter that will
add substance to your qualifications?

Keep in mind that the resume and cover letter have different purposes. A resume demonstrates that
you can do the job, it highlights your past accomplishments, while a cover letter points out the extent to
which you match the job requirements for a specific a company and how you will fit in.

A well−written cover letter gives you an advantage over your competition because it provides another
opportunity to showcase your experience and qualifications.

Cover letter basics can be mastered by following the pointers below.

Sell! Sell! Sell!

A cover letter is more than just a business letter; it is a sales letter. Begin with a strong introduction,
layout the benefits you offer, and establish credibility by showcasing your accomplishments.

Write as you speak.

The cover letter should have a professional conversational tone, but sound as though a real person
wrote it. Many people fall in the trap of using big word to communicate their message. Instead, write in
a straightforward manner that entices the reader to review the resume. The words you choose should
demonstrate enthusiasm for the position, company and industry.

Write from the reader's perspective.

Action words should not be reserved for the resume. Begin each sentence with a power word. Don't
use a passive voice. Avoid starting sentences with the word "I." Like the resume, the cover letter's
focus is on the hiring company, and beginning too many sentences with "I" puts the spotlight too much
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on you.

Don't rehash your resume.

Be creative when presenting your qualifications and accomplishments. You don't want to bore the
reader by simply repeating the information you included in your resume. Find different ways to
communicate the same message. The best way to do this is by selecting three to five major selling
points and highlighting them in the body of the cover letter. Doing so will entice the reader to do more
than just glance at your resume.

Ask for an interview.

Be proactive. In the last paragraph tell the reader that you will be contacting him or her to setup a
meeting time. After all, the purpose of applying for a job is to be invited in for an interview, so don't be
shy, go for it.

You should use every tool at your disposal to secure an interview. Targeted cover letters add to your
portfolio of qualifications and deserve as much consideration as a resume.

Recognized as a career expert, Linda Matias brings a wealth of experience to the career services field.
She has been sought out for her knowledge of the employment market, outplacement, job search
strategies, interview preparation, and resume writing, quoted a number of times in The Wall Street
Journal, New York Newsday, Newsweek, and HR− esource.com. She is President of CareerStrides and
the National Resume Writers' Association. Visit her website at

www.careerstrides.com

or email her at

careerstrides@bigfoot.com
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