Cover Letter Format

To be effective, your cover letter should follow the basic format of a typical business letter and should address three general issues: 

1. First Paragraph - Why you are writing 
2. Middle Paragraphs - What you have to offer 
3. Concluding Paragraph - How you will follow-up 

Why You Are Writing 
In some cases, you may have been referred to a potential employer by a friend or acquaintance. Be sure to mention this mutual contact, by name, up front since it is likely to encourage your reader to keep reading! 

If you are writing in response to a job posting, indicate where you learned of the position and the title of the position. More importantly, express your enthusiasm and the likely match between your credentials and the position’s qualifications. 

What You Have To Offer 
In responding to an advertisement, refer specifically to the qualifications listed and illustrate how your particular abilities and experiences relate to the position for which you are applying. In a prospecting letter express your potential to fulfill the employer's needs rather than focus on what the employer can offer you. You can do this by giving evidence that you have researched the organization thoroughly and that you possess skills used within that organization. 

Emphasize your achievements and problem-solving skills. Show how your education and work skills are transferable, and thus relevant, to the position for which you are applying. 


How You Will Follow Up 
Close by reiterating your interest in the job and letting the employer know how they can reach you and include your phone number and/or email address. Or bid directly for the job interview or informational interview and indicate that you will follow-up with a telephone call to set up an appointment at a mutually convenient time. Be sure to make the call within the time frame indicated. 


ASSIGNMENT
1.  Find a job advertisement in the classified section of the Leader Post and fill out the sample application provided as if you are applying to that particular job.

2.  Write the answers to the interview questions as if you will be interviewed for the job you are applying for.

3.  Write a cover letter specifically for that job.  Use the correct format provided.  You will be given marks for writing a rough copy.  

 Cover Letter Format

Your Contact Information 
Name 
Address 
City, State, Zip Code 
Phone Number 
Email Address 

Date 

Employer Contact Information (if you have it)
Name 
Title 
Company
Address 
City, State, Zip Code 

Salutation
Dear Mr./Ms. Last Name, (leave out if you don't have a contact) 

Body of Cover Letter
The body of your cover letter lets the employer know what position you are applying for, why the employer should select you for an interview, and how you will follow-up. 

First Paragraph 
The first paragraph of your letter should include information on why you are writing. Mention the position you are applying for and where you found the job listing. Include the name of a mutual contact, if you have one. 

Middle Paragraph(s)
The next section of your cover letter should describe what you have to offer the employer. Mention specifically how your qualifications match the job you are applying for. Remember, you are interpreting your resume, not repeating it. 

Final Paragraph 
Conclude your cover letter by thanking the employer for considering you for the position. Include information on how you will follow-up. 

Complimentary Close 

Respectfully yours, 

Signature 

Handwritten Signature (for a mailed letter) 

Typed Signature 

