RICHLAND COLLEGE

CAREER SERVICES

El Paso Hall Rm. # E-093  Phone: (972) 238-6921
Fax: (972) 238-6967
WRITING THE COVER LETTER

· The purpose of the cover letter is to interest the employer enough to grant you an interview.

· Address the cover letter to a specific person by name, when writing.  If you do not know whom to write, call the company receptionist for the name of the person to contact.

· Use simple, direct language and correct grammar.  Type your letter neatly on
 (8 1/" x 11") bond paper that matches your resume.

· Limit your cover letter to one page.  Be precise and concise.  Your letter should be no more than five paragraphs.

· Write your letter in terms of what you can do for the company, not what the company can do for you.  Be positive about your qualifications and talents.

· Let your letter reflect your individuality but, avoid appearing cute, aggressive or humorous. Your cover letter displays your polished business writing skills.  Make it work for you.

· When answering an advertisement, make sure you address all points requested in the ad in the exact order outlined.  This will often be used to test your ability to follow instructions.

· The cover letter must be neat and have no typographical or grammatical errors.
· Proofread and edit your letter carefully.  Then reread it from the employer's perspective: "Why should I interview you?"
· Make copies of all the letters mailed to prospective employers.  This will remind you to follow-up with employers on specific dates.

GENERAL OUTLINE FOR A COVER LETTER





COVER LETTER FORMAT SAMPLE
Applicant’s Address

Applicant’s Phone Number

Date of Letter

Ray Johnson

Use complete

Employer's Name and Title










125 Pearl Street

title and


and Address











Laguna Beach, CA 92651

Address















March 27, 1995

If possible,

address it to a

Salutation:

particular person

by name.


Opening Paragraph: State why you are writing, name


Marv Patterson

the position or type of work for which you are applying


Section Manager

And mention how you heard of the opening or organi-


Hewlett Packard

zation.







16399 W. Bernardo Drive

San Diego, California 92717

Make the


Middle Paragraph(s): Explain why you are interested

addressee want to

in working for this employer and specify your reasons


Dear Mr. Patterson:

read your resume.

for desiring this type of work.  If you have had relevant

Be personable and

work experience or related education, be sure to



In June 1995, I will be graduating from the University of California, Irvine with a

be enthusiastic.

Point it out, but do not reiterate your entire resume.


degree of Bachelor of Science in Electrical Engineering.  I am writing to explore the

Emphasize skills or abilities you have that relate to the


possibility of employment as a control engineer in your San Diego facility.

Be brief but

job for which you are applying.  Be sure to do this in

specific; your

a confident manner and remember that the reader will


Early in my course work at UC Irvine I seriously began considering future employment

resume contains

view your letter of application as an example of your


with Hewlett Packard.  We use a number of your products in our laboratory work,

details


writing skills.






And their design, precision, and reliability are impressive.  More recently, however,

I noted in a professional computing journal that you are undertaking a new project

Closing Paragraph: You may refer the reader to



to apply microcomputers in automatic control systems.  Many of my electives were

Top and bottom

your enclosed resume (which give a summary of your


in the fields of control systems and computers, and I worked for three summers in 

margins should

qualifications) or whatever media you are using to


microcomputer applications.  I believe that I am well qualified to begin my career

be equal


illustrate your training, interests and experience.  Have


employment on your new project; I know that is directly related to my interests.

an appropriate closing to pave the way for the interview

By indicating the action or steps you will take to initiate


I have enclosed my resume which provides additional information about my 

an interview date.






Undergraduate work and campus activities.  I would appreciate the opportunity to meet

with you to discuss how may education and experience would be consistent with your

Sincerely,






needs.  I will contact you by phone within ten days to discuss the possibility of an

Always sign









interview.

letters

Sincerely,

Your name typed

If a resume or

other enclosure

enclosure

is used, note in














Ray Johnson

letter.

Enclosure


