COVER LETTER BASICS


The cover letter plays an important role in the job search, as it can substantially let the applicant stand out to compete for jobs and generate interviews. The cover letter demonstrates the applicant’s communication and organizational skills. In this highly competitive job market, the cover letter gives the applicant an opportunity to show an edge over other job seekers by describing how specific skills and accomplishments uniquely qualify the applicant for the job.


Keep it Simple – This needs to be a concise, informative piece of writing, do not ramble. Be clear and keep it brief -- no more than a page. Give only relevant information. It should complement your resume, not duplicate it.



Make it Personal – Address potential employers personally. Let them know that you understand the job for which you are applying and that you have researched the company. Employers will know you mean business if you show them you took the time to learn a little about them.



Sell Yourself – This is a prime opportunity to distinguish yourself from the other applicants. Your cover letter should include a few brief sentences or bullet points on why your skills would meet the needs of the job for which you are applying. 




Writing the Introduction - Your introduction should state immediately the position for which you’re applying and where you heard about the job opening. 



Writing the Body - The body of your cover letter should contain the summary of all your qualifications and skills. The employer should be able to gauge if you are any good based on your cover letter, so he’ll be interested in reading more about you in your resume. Use key terms from the ad or job description that are clearly relevant to your background. Use simple, direct language and proper grammar.



Writing the Conclusion - The conclusion is sometimes the most crucial part in writing a cover letter. You should mention when you’ll be available for interview; it should be soon so the employer will know you are serious about meeting him/her and getting the job. Include some challenging thought(s) that will cause the employer to know reading your resume and calling you for an interview will be worthwhile. Don’t forget to thank the employer and mention your resume.
