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 Cover Letters That Sell            

 By Kim Isaacs, Monster Resume Expert 

John and Linda applied for the same job. They were equally qualified, and each submitted an excellent resume that emphasized accomplishments, training, positive work ethic and dedication.

John included a general cover letter that outlined his career history and aspirations. To save time, he used the same letter to apply for every job opening he looked at. Linda put more effort into her letter. She found out the hiring manager's name and addressed him directly. She researched the company and learned about its mission, past performance, goals and corporate culture. She also studied the job description and clearly spelled out how she was an excellent match for that particular opening. Linda backed up her claims by highlighting examples of her past success.

Although the candidates were equally qualified, Linda's extra effort landed her a job interview. John never got called.

Research Before You Write
The more you know about the employer's needs, the more compelling your letter can be. Review company Web sites, brochures, sales flyers and other promotional materials to glean pertinent information. If possible, speak with current employees to get the inside scoop. Search newspaper archives, public libraries and career-center resources. Do a keyword search using the company name and see what turns up.

Determine Your Unique Selling Points
With the knowledge that you have about the employer, how would you help achieve organizational goals? Set yourself apart: If there are 100 other applicants vying for the same position, why should the hiring manager take a chance on you? Write a list of the top five reasons why you're an excellent candidate.

Construct Your Letter
· Heading/Date/Inside Address: If you are writing a traditional (not email) letter, select a standard business-letter format such as block style. Your letter's design should match your resume.

· Salutation: It's best to address your letter to a specific person (e.g., "Dear Ms. Jones:"), but use "Dear Hiring Manager," if there's no way to find that out. Use "Dear Search Committee:" if the decision will be made by committee. Avoid stale salutations such as "Dear Sir/Madam:" and "To Whom it May Concern:."

· Opening Paragraph: Hiring managers are busy and do not care to wade through fluff. Your opening paragraph should clearly state the position for which you're applying. Include a reference code if requested and the referral source (e.g., recommendation from a current employee, Monster, etc.). Your opening may also include a synopsis of why you are a top candidate for the position. For example:

Your position advertised on Monster is an excellent fit with my qualifications, as the enclosed resume will attest. My background includes 10 years of success managing international sales programs, top-ranked regions and Fortune 500 accounts. I offer particular expertise in the high tech sector, with in-depth knowledge of networking technology…
· Body: Your letter's body contains the sales pitch. This is your chance to outline the top reasons why you're worthy of an interview. When writing the body text, keep in mind that hiring managers are self-centered -- they want to know what you can do for them, not learn about your life story. Demonstrate how your credentials, motivation and track record would benefit their operation. Review your top five selling factors (the ones you jotted down when doing your company research) and weave them into the body, perhaps as a bulleted list. Back up achievements with specific examples of how your performance benefited current and former employers. Precede your bulleted list with a statement such as "Highlights of my credentials include:" or "Key strengths I offer include:."

Keep your letter positive and upbeat. This is not the place to write a sob story about your employment situation. Put yourself in the hiring manager's shoes -- would you call yourself in for an interview?

· Closing Paragraph: Your final paragraph should generate a call for action, so express your strong interest in an interview and state that you will follow up soon to confirm your resume was received and discuss the possibility of meeting face-to-face.

· Complimentary Close and Your Name: End with a professional close such as "Best regards," "Sincerely" or "Respectfully yours." 

http://career-advice.monster.com/resumes-cover-letters/Cover-Letter-Tips/Cover-Letters-That-Sell/article.aspx
New Beginnings for Your Cover Letter

By Kim Isaacs, Monster Resume Expert 

Read the following text and highlight useful phrases. Transfer them into your vocab-collection.
Cover letter openers are often pretty generic, but they don’t have to be. "Most cover letters begin with something like, 'In response to your job advertisement, I'm forwarding my resume for your review and consideration,'” says Abby Locke, speaker, writer and president of Washington, DC-based Premier Writing Solutions. “Make a stronger first impression by writing something different -- something that will readily show the value you offer." 

You can grab the reader's attention by highlighting accomplishments, your passion for contributing to the employer's mission and your strongest related skills. To get started, Locke suggests writing a list of the top three ways you would add value to an organization. "What core competencies would enable you to excel in the position you're targeting?" Locke asks. "How would the employer benefit from hiring you?" 

If the first few lines of your letter are causing your readers' eyes to glaze over, it's time for a makeover. Review these examples for ideas and inspiration. 

Administrative Assistant 
Your company is truly a leader in healthcare information -- you offer solutions that ultimately enhance the quality of healthcare delivery. I am excited by your mission and would be able to translate this excitement by providing top-notch administrative services to you and your team members. 

Community Liaison 
ABC Organization's community liaison position is an excellent fit for my qualifications, and I am very interested in speaking with you about the opening. Although my current role as a youth worker is tremendously rewarding, I would like to become more involved in preventing the vicious cycle of hunger, poverty and unfulfilled human potential on a broader, national level. Your opening presents that precise opportunity. 

Customer Service Representative 
Profit-minded and customer-centered, I believe that the path to revenue-goal attainment begins with providing exemplary customer care. Toward that end, I have been successful in solving an assortment of service, billing and order-processing issues to build a loyal client following. My 10 years of customer service experience for diverse industry employers will enable me to provide outstanding service to your customers. 

Health Program Management 
Would you like to reduce medical costs, increase productivity and build a team of happy, healthy employees? If so, you may be interested in adding me to your management team. For my current employer, I have: 

· Saved lives through medical screenings, risk-reduction programs and wellness education; 

· Decreased medical costs by $180K annually; and 

· Reduced employee absenteeism to an all-time low. 

IT Consultant 
As an experienced technology manager and business owner, I know firsthand how challenging it can be to remain current with ever-evolving technology without breaking the budget. But whether you are trying to equip your workforce or stock your retail showroom with the latest in next-generation laptops, I promise you will find the solution (and the value) you are looking for by retaining my services as an IT consultant. 

Marketing New Graduate 
DEF Company's marketing assistant opening is an excellent match to my qualifications. As a recent graduate of ABC University with a major in marketing, I offer solid academic credentials as well as industry experience gained from an internship at GHI Company. If given the chance, I know that my strong business and marketing foundation would benefit your department, customers and bottom line. 

Paralegal 
If you are seeking to augment your legal team with a results-proven, technically skilled and solidly credentialed paralegal, my enclosed resume will be of interest. Characterized by my current supervisor as a "shining star in the department" with an "exceptional knowledge and skill base," my expertise in corporate law will enable me to hit the ground running as a paralegal with your firm. 

Sales Representative 
If you are seeking to augment your business-development team with a top-producing sales professional, my enclosed resume will be of interest. In my strong interest in joining ABC Company, you will find a history of No. 1-ranked sales performance combined with a six-year track record of outperforming quotas by as much as 150%. 
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Ten Cover Letter Don'ts

By Kim Isaacs, Monster Resume Expert 

﻿

Your cover letter is the first thing employers see when they open your materials. Avoid these 10 mistakes, and make your first impression a good and lasting one. 

Mistake #1: Don't Overuse "I" 

Your cover letter is not your autobiography. The focus should be on how you meet an employer's needs, not on your life story. Avoid the perception of being self-centered by minimizing your use of the word "I," especially at the beginning of your sentences. 

Mistake #2: Don't Use a Weak Opening 

Job seekers frequently struggle with how to begin a cover letter. This often results in a feeble introduction lacking punch and failing to grab the reader's interest. Consider this example: 

· Weak: Please consider me for your sales representative opening. 

· Better: Your need for a top-performing sales representative is an excellent match to my three-year history as a #1-ranked, multimillion-dollar producer. 

Mistake #3: Don't Omit Your Top Selling Points 

A cover letter is a sales letter that sells you as a candidate. Just like the resume, it should be compelling and give the main reasons why you should be called for an interview. Winning cover letter strategies include emphasizing your top accomplishments or creating subheadings culled from the job posting. For example: 

Your Ad Specifies: Communication skills 

I Offer: Five years of public speaking experience and an extensive background in executive-level report.

Your Ad Specifies: The need for a strong computer background.

I Offer: Proficiency in all MS Office applications with additional expertise in Web site development and design.

Mistake #4: Don't Make It Too Long 

If your cover letter exceeds one page, you may be putting readers to sleep. Keep it concise but compelling, and be respectful of readers' time. 

Mistake #5: Don't Repeat Your Resume Word for Word 

Your cover letter shouldn't regurgitate what's on your resume. Reword your cover letter statements to avoid dulling your resume's impact. Consider using the letter to tell a brief story, such as "My Toughest Sale" or "My Biggest Technical Challenge." 

Mistake #6: Don't Be Vague 

If you're replying to an advertised opening, reference the specific job title in your cover letter. The person reading your letter may be reviewing hundreds of letters for dozens of different jobs. Make sure all the content in your letter supports how you will meet the employer's specific needs. 

Mistake #7: Don't Forget to Customize 

If you're applying to a number of similar positions, chances are you're tweaking one letter and using it for multiple openings. That's fine, as long as you are customizing each one. 

Don't forget to update the company, job and contact information -- if Mr. Jones is addressed as Mrs. Smith, he won't be impressed. 

Mistake #8: Don't End on a Passive Note 

When possible, put your future in your own hands with a promise to follow up. Instead of asking readers to call you, try a statement like this: I will follow up with you in a few days to answer any preliminary questions you may have. In the meantime, you may reach me at (555) 555-5555. 

Mistake #9: Don't Be Rude 

Your cover letter should thank the reader for his time and consideration. 

Mistake #10: Don't Forget to Sign the Letter 

It is proper business etiquette (and shows attention to detail) to sign your letter. However, if you are sending your cover letter and resume via email or the Web, a signature isn't necessary.
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Cover Letter, Sample 1

March 21, 1998

Mr. Ralph Cantor
Executive Vice President
Republican Young, Inc.
321 Marzio Rd.
Mohaonk, NY 12561

Dear Mr. Cantor:

I would like to be ............................for the Legal Assistant position offered at White, Case & Bothalemule. I learned of this ......................... through the New York Recruiting Consortium at Trinity College. 

My high level of concentration and excellent organizational skills have helped me ............. a strong academic record at Trinity College which reflects my ....................... and commitment to success. Rigorous liberal arts courses and a concentration in psychology have ........................ me with a first rate writing ability as well as sharp analytical, problem-solving and research skills. In my International Politics and Clinical Psychology courses, I have written papers involving in-depth research and analysis in order to prove a specific thesis. I have also developed research skills in a different capacity by compiling and analyzing data in a Research Design and Analysis class. In addition, my studying in England and France as well as taking French and Spanish classes, has greatly ........................ my knowledge of different cultures and languages. My language ................................ will be an ................................to a law firm with global interests.

Through challenging leadership positions, I have developed a strong sense of responsibility, effective interpersonal skills and the ability to .................................to teamwork, even in high-pressure environments. As a Resident Assistant, I successfully .............................. conflicts among residents, planned social and educational programs while serving as a positive role model for my peers. With my background in liberal arts, business and leadership, I am ....................................... that I can make a profound ................................. to White, Case and Bothalemule. 

Enclosed is my resume for your review. I am ............................... about the position and look forward to meeting with you at the Consortium in January. Thank you for your time and consideration. 

Sincerely,

Elicia Delombard
Enclosure

Cover Letter, Sample 2
300 Summit St.
Hartford, CT 06106-3100
August 17, 1998

Ms. Arianna Rikic
Director of Recruiting
Eastern Arbor
225 East 72nd Street
New York, NY 10098

Dear Ms. Rikic:

Laura Flannigan segsugted I contact you concerning the Marketing position available at Eastern Arbor. I am inspired to psurue my marketing interests at Eastern Arbor due to its ratepution as a prestigious, innovative and growing company in liability policies.

My diverse and intense academic, professional, and leadership experiences would make me a vabalule asset to Eastern PG Arbor. Currently, as a professional Student Admissions Associate, I assist in prtomoing Trinity College to pectrospive students and parents. I am responsible for interviewing and evaluating students as well as leading group information sessions. Since I work with people every day in a business setting, I have doelpveed strong interpersonal and communication skills.

My leadership experience, particularly with the President’s Special Council on Women, is another example of my strong snsee of responsibility and motivation. As a council member cernonced with the rights of women, I have brought fierce new ideas onto the agenda, such as bringing student leaders together to discuss how to create a more active community at Trinity. As a rueslt of this idea, the council along with other student leaders has begun planning a leadership forum for next semester. In all of my business experiences, my motivation and energy has ignited me to work hard and apcmlicosh goals.

My resume and transcript are eosncled for your evaluation. I will contact you on the week of Augustl 30th to suchedle a time in which I may further discuss my quiciftioaalns for the Marketing position. Thank you for your time and coernatsidion.

Sinlcerey,

Marty E. Spruce
Enclosures
Cover Letter, Sample 3
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Resumé Writing: Sample 1
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CV / Resumé Writing: Sample 2
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JESSICA S. PARKS Brentwood N 11717
Physical Education Teacher (631) 2224501

Dedicated educator with five years of experience secking a position as a physical education teacher. Mainains a
passion for instilling in children the importance of lifelong learning, health, and fitness. Serves as a role model
through extensive participation in fitness activities and coaching of competifive (basketball'volleyball) and
noncompetifive activities with a focus on team sportsmanship, physical sirength, endurance, and flexibility

Physical Fitness « Team Participation « Confidence Building » Goal Setting « Responsibility » Socialization

CERTIFICATIONS

New York State Provisional Certification in Physical Education
New York State Permanent Certification in Elementary Education. Pending
Certified Health Fitness Specialist, Physical Best » CPR for Children and Adults

EDUCATION

Hofstra University. Garden City, NY
Master of Arts in Physical Education, 2003
Graduated with Honors: Phi Epsilon Kappa Physical Education Society

Queens College, Flushing NY
Bachelor of Arts in English with a Concentration in Elementary Education, 1999

Contining Education Workshops
Athletes Helping Athletes » Project Adventure » Violence Prevention for School Personnel

PROFESSIONAL EXPERIENCE

Third Grade Teacher, St. Francis Lutheran School. Brentwood. NY 9/02 — Present

« Manage a stinmlating classroom with 23 students with responsibility for teaching. festing, grading.
assessment, conduct, parent communications, and coordination of extracurricular and athletic activiies

« Design and teach cross—curricular lessons and uaits in areas of science, social studies, literature, grammiar,
spelling, writing, and math in accordance with New York State teaching standards.

«Instill in stadents a love of reading, writing and expression through guided, shared. and independent exrcises
including monthly book projects, creative writing assigaments, Diorama creations, and oral presentations.

* Work closely with pullout resousee room teachers fo provide reluctant learners with seading reinforcement.

«  Incorporate the use of technology in the learning process utilizing Reading Counis interactive quizzes

« Serveas a member of the Social Studis Curriculm Review Commitiee

« Coordinate/supervise day trips, camp outings, Parent~Teacher Conferences, and Meet the Teacher Night

Third Grade Teacher. All Saints Lutheran School, Islip, NY 9/99 — 6/02

« s the oaly third grade teacher, implemented the third grade curriculum for a class of 19-23 multiculural and
ESL students in areas of teaching. festing, grading, assessment, and behavior modification.

« Succeeded in maintaining a sirucured classroom where students displayed a gennine inferest in all subject
areas, participated in monthiy book projects, and met/exceeded personal and academic goals

« Collaborated with pullout sesource room teachers and futored students afier-school in reading sirategies.

« Orchestrated culturally influenced performances to celebrate Hispanic Heritage and Affican Heritage months.

« Attended New York City Board of Education in-service workshops for non public school teachers.

Coaching / Recreation Counseling . . .
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COACHING / RECREATION COUNSELING

Sports Program Coordinator, Blake Day School, Massapequa, NY Sunmer 2003
Youth Counselor (Volunteer), Junior/High School, St. Francis Lutheran Church 2001 - Present
Girls® High School Baskethall Coach (Volunteer), St. Francis Lutheran Church Winters 2001 ~ Present
Girls® Junior High School Volleyball Coach, St. Francis Lutheran School Fall 2002/ 2003
Girls' Junior High School Basketball Coach, St. Francis Lutheran School Winters 2002 / 2003
Basketball Coach (Volunteer), Special Olympics Winter 2000
Head Recreation Counselor, Long Island Lutheran Summer Programs Sunmers 1993 - 1998

Sports Program Coordinator

Held full responsibility for coordinating age-appropriate sporting activities for 50-60 male and female

children ranging from ages 4-10 divided info five separate age groups with a counselor-child rafio of 1.9

« Taught physical education lessons that strengthened balance, coordination, agilty, and fine/gross motor skill
development through hopping. jumping. skipping. and runming.

* Worked closely with older children in areas of mentorship, peer mediation, and conflict resoluion.

« Maintained accident logs and reported behavieral problems fo supervisor.

Basketball/ Volleyball Coach

« Organized daily practices and fryouts for up to fwo teams per scason (Basketball or Volleyball)

« Determined the best team lineup and positioning of players through evaluation of cach player's physical
ability and knowledge of playing strategies.

« Special Olympics: organized and refereed developmentally appropriate basketball games for mild~to-severely
handicapped adults using dribbling and throwing techniques o strengthen fine/gross motor skills

Intern Co-Director, Islip Summer Recreation Program. Islip, NY Sunmmer 2002

« Taught morming and afiernoon sessions with responsibility for implementing a physical education curriculum
for 50-60 children divided into various age groups ranging from ages 612

« Organized age-appropriate sporting events that included basketball, wiffleball lacrosse, soccer, bascball, and
volleyball, with 2 focus on game sirategies, teanmwork, and cooperation.

« Discussed the dangers of violence, peer pressure, and the inportance of health and hygiene.

« Ensured safety with the use of cones, site inspections, supervision. and ample provision of fluids.

« Managed inventory and purchasing of sporting equipment with a limited budget of $1,000.

MEMBERSHIPS

Physical Education
New York State American Alliance For Health Physical Education Recreation and Dance (NYSAHPED)
American Alliance For Health Physical Education Recreation and Dance (AAHPERD)

Academic
Phi Epsilon Kappa Physical Education Society

COMPUTER SKILLS

‘Windows 98: MS Word, Excel, Power Pomt, Grade Quick, Reading Counts, Amazon Trail, Kid Pix.
Kidspiration, Spelling and Math Blaster, Infernet research
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1. Revise and improve this letter.
2. Choose one of the following tasks and write a CV and an effective cover letter:

a. Choose one of the job advertisements on the teacher’s desk and write a suitable CV and cover letter. Invent plausible details.

b. Write your own CV and a cover letter for a possible summer job.

c. Imagine yourself in a few years, after graduating from university and/or after some years of experience. Apply for your dream job. 
Solutions:

Cover Letter, Sample 1
March 21, 1998

Mr. Ralph Cantor
Executive Vice President
Republican Young, Inc.
321 Marzio Rd.
Mohaonk, NY 12561

Dear Mr. Cantor:

I would like to be considered for the Legal Assistant position offered at White, Case & Bothalemule. I learned of this opportunity through the New York Recruiting Consortium at Trinity College. 

My high level of concentration and excellent organizational skills have helped me achieve a strong academic record at Trinity College which reflects my diligence and commitment to success. Rigorous liberal arts courses and a concentration in psychology have provided me with a first rate writing ability as well as sharp analytical, problem-solving and research skills. In my International Politics and Clinical Psychology courses, I have written papers involving in-depth research and analysis in order to prove a specific thesis. I have also developed research skills in a different capacity by compiling and analyzing data in a Research Design and Analysis class. In addition, my studying in England and France as well as taking French and Spanish classes, has greatly expanded my knowledge of different cultures and languages. My language proficiency will be an asset to a law firm with global interests.

Through challenging leadership positions, I have developed a strong sense of responsibility, effective interpersonal skills and the ability to contribute to teamwork, even in high-pressure environments. As a Resident Assistant, I successfully resolved conflicts among residents, planned social and educational programs while serving as a positive role model for my peers. With my background in liberal arts, business and leadership, I am confident that I can make a profound contribution to White, Case and Bothalemule. 

Enclosed is my resume for your review. I am enthusiastic about the position and look forward to meeting with you at the Consortium in January. Thank you for your time and consideration. 

Sincerely,

Elicia Delombard
Elicia Delombard

 

Enclosure

Cover Letter, Sample 2

300 Summit St.
Hartford, CT 06106-3100
August 17, 1998

Ms. Arianna Rikic
Director of Recruiting
Eastern Arbor
225 East 72nd Street
New York, NY 10098

Dear Ms. Rikic:

Laura Flannigan suggested I contact you concerning the Marketing position available at Eastern Arbor. I am inspired to pursue my marketing interests at Eastern Arbor due to its reputation as a prestigious, innovative and growing company in liability policies.

My diverse and intense academic, professional, and leadership experiences would make me a valuable asset to Eastern PG Arbor. Currently, as a professional Student Admissions Associate, I assist in promoting Trinity College to prospective students and parents. I am responsible for interviewing and evaluating students as well as leading group information sessions. Since I work with people every day in a business setting, I have developed strong interpersonal and communication skills.

My leadership experience, particularly with the President’s Special Council on Women, is another example of my strong sense of responsibility and motivation. As a council member concerned with the rights of women, I have brought fierce new ideas onto the agenda, such as bringing student leaders together to discuss how to create a more active community at Trinity. As a result of this idea, the council along with other student leaders has begun planning a leadership forum for next semester. In all of my business experiences, my motivation and energy has ignited me to work hard and accomplish goals.

My resume and transcript are enclosed for your evaluation. I will contact you on the week of Augustl 30th to schedule a time in which I may further discuss my qualifications for the Marketing position. Thank you for your time and consideration.

Sincerely,

Marty E. Spruce
Marty E. Spruce

 

Enclosures

Unscramble the words !





Fill in the missing words from the box:


asset, contribute, confident, contribution, enthusiastic, provided, expanded considered, opportunity, achieve, diligence, , proficiency, resolved
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