How to write the perfect Cover Letter. 

While a few employers require you to write and request their official  application form, most welcome applicants to send a cover letter and resume. (Regardless of how you apply, a short cover letter should always accompany your application.)  The purpose of your cover letter is to introduce you to the employer. It serves to tell the employer which specific job you seek and whether or not you will consider other positions if they are offered.  Your cover letter should call attention to your relevant job skills and creatively emphasize how your skills will benefit the employer.

As tempting as it might be to write on the funky fluorescent pink paper your college roommate gave you last Christmas, forget it! A cover letter should always be neatly typed in a professional business format on good quality 81/2" X 11" white bonded paper. (An example of a basic cover letter follows at the bottom of this page.)  Your cover letter creates the employer's first impression of you.

You want the letter to demonstrate in both form and style that you are a neat, organized, efficient, and intelligent applicant. Submitting a letter in fancy script type or on purple paper is a clear sign to an employer that you don't know how to behave in a professional environment.

A cover letter should be attention-getting, short, and concise.  It should never exceed one page; often a far shorter letter will suffice.  Begin your letter by introducing yourself and stating the position for which you are applying. If you want to increase your chances of being hired, specify other positions you would consider. Most employers believe an ideal applicant is someone who knows what position he or she wants but is open to considering other jobs that better suit the employer's needs. 

Next, your letter should specify the date you can be available to start work and how long you are willing to commit yourself to the position.  The more flexible you can be in your start and finish dates, the better your chances of being hired.  Possible phrases to explain your starting dates might read:

· As I am currently finishing my junior year at Anystate University, I could be available to start work after (date). 

· While I would prefer to start work after (date), I can be available immediately if necessary. 

· I can be available immediately should you need someone on short notice.

If you are going to be in the area where the employer is located for any reason (vacation, etc.), mention when you expect to be there and request a personal interview. While most of the employers in Jobs in Paradise do not require a personal interview (many conduct phone interviews), a personal interview usually increases your chances of landing your dream job.

Next, explain how you believe your qualifications meet the employer's needs. Most of the employer listings in Jobs in Paradise detail what qualities the company looks for in applicants. Thus, use your cover letter to detail how your resume reflects those qualities. The important key here is merely to highlight your resume. Don't bore the employer by simply rehashing what is already on your resume. 

Just because you have never worked as a front desk clerk at a resort before doesn't mean you lack the qualifications for the job. If you have past work experience with the public, or experience dealing with money and figures, point that out. Obviously, both people skills and money-handling experience would be important traits that any employer would consider valuable in a front desk clerk applicant.


Finally, conclude your letter by thanking the employer for his or her time in considering your application and express a hope for a prompt response. Never tell an employer that you will call in a certain number of days to discuss your application. While such follow-up phone calls are generally a good idea, mentioning a call in your letter can make you seem overly pushy and aggressive to some employers.

The following cover letter is a sample of the letter Vince Redman used to land his job as a shore excursion manager aboard Norwegian Cruise Lines SS NORWAY:



Date

Dear Sir or Madam:

Enclosed is a copy of my personal resume briefly outlining my background and qualifications for your consideration. I am seeking a challenging position of responsibility as a shore excursion manager on a cruise ship where my experience and abilities as a tour director and coordinator can be effectively utilized. Any entry level crew position will also be considered. 

Please note on my resume both my training and background. I have practical experience in selling, organizing, and implementing tours for groups ranging in size from two to a thousand or more. I am confident that I can do a professional and productive job for you on one of your ships if granted the opportunity.

I would appreciate the opportunity for a personal interview with you. I may be reached at the above address or by calling (phone number). I appreciate your time and consideration and look forward to hearing from you soon.

Sincerely,

Vince Redman
Enclosures: Resume & Photograph

Company Name 
Address 
City, State, Zip Code 

Dear HR Manager: 

The job listing, posted on WriteJobs.com, for a Production Editor-Proofreader caught my attention. I am confident my experience fulfilling directives of marketing projects, history of interacting with individuals of all capacities, and ability to produce high-quality written materials on a timely basis could provide much value and benefit to your Sales Intelligence team. I would like to meet with you, face-to-face, and further substantiate my claims. 

Understanding how valuable an education is, I am currently working toward earning my bachelor degree in English-Professional Writing. Last year I completed an associate degree program in business administration, graduating with honors - a 3.75 GPA. My current GPA stands at 4.0. Since my education is online, grades are based on written communications. During the past year and a half, I have produced close to 100 projects, including essays, reports, proposals, letters, emails, charts, graphs, tables, discussion board postings, and PowerPoint presentations, all with exceptional results. Even though this degree was in business, and not my intended major, it provided me writing abilities far beyond what I started out with. By no means am I trying to minimize the business coursework, as it was indisputably irreplaceable. 

I've put emphasis on my education because I believe it is one of my foremost assets, combined with other factors. Had I earned a degree straight out of high school, it wouldn't bear a fraction of the relevance it does in the year 2007. The knowledge I've learned is present-day information, and skills acquired are from the most current sources, using the latest technology. It is all applicable to the world we live in today. What makes me unique and better equipped to provide Management with a valuable contribution is while many individuals hold current degrees, they may lack real-life, professional experience. I have practical skills and appreciable experience in the business world along with a current education. I can be a much greater asset to you because of it. 

[[If you would please take a look at my attached resume, you'll see listed some accomplishments and aptitudes I've acquired throughout the years. In essence your job listing seeks someone "with a sharp eye for detail to help facilitate the production flow of client deliverables." My extensive experience with print media began to sharpen my eye, by proofreading countless materials prior to going on press. The 3+ years spent in the insurance field added to my eye's sharpness. I analyzed, reviewed and processed group insurance documents and applications, making sure all components were present, and completed with 100% to comply with insurance regulations and laws. No allowance was made for errors. With over 10 year's history working with promotional projects, my primary responsibility, in all cases was to "facilitate the production flow of client deliverables." The objective was simple - to satisfy the client. It was my job to figure out how. 

My background has afforded me many "intangible" qualifications one can't learn from a book. Qualities such as resourcefulness, insight, adaptability, pride, and common sense are just a few; protocol including integrity, accountability, appropriateness, and a strong, honest work ethic make me a cut above the rest! I ask for a few minutes of your time, so we can further explore the contribution I could bring to Management. Please contact me at abcd@yahoo.com or 312-550-1111 to arrange a time. I look forward to hearing from you and appreciate the opportunity to apply and be considered for this position. ]]
Sincerely, 

FirstName LastName

 
