Cover Letter Evaluation - KEY
Directions: Rank the following cover letters in order from 1 to 4 according to how appropriate they are. Number 1 should describe the best cover letter and 4 should describe the worst. Record your answers on this page along with notes on the mistakes made. 
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Mr. Michael Jones
2735 Stockbridge Road
Suite 700

Duluth, GA 30096

_rllq_Mr. Jone@

I have learned about your company’s job opening for a landscape design
specialist in Atlanta. I believe that I would be a fantastic candidate for this
job. I have a Bachelors degree in Landscape Architecture. During my time
in college I was the president of the landscape architecture club at the
University of Georgia. I organized campus projects a.ndervice
events relating to landscape design.

Because of my community involvement, I made many connections with
people and businesses in the Athens area. I graduated with a 3.67 GPA and
my landscape architecture professors can vouch for my effectiveness as a
student. My academiil] indeed assist me in my pursuit of a career
in landscape design. I am full of knowledge about the various types of trees,
shrubs, and flowers.

Please consider me for this position as a landscape design am

ready to begin my career and I’'m excited to begin working with customers
in designing their landscaping. My resume is attached and [ will call you
soon to follow-up. Thanks for your consideration.

Sincerely,

Tyler Stephens no ’Sigmm— of contact ((\%u\f\aﬂwm

567 Pineview Drive
Athens, GA 30609
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Mr. Michael Jones

Human Resources Director
Sustainable Designs

2735 Stockbridge Road
Duluth, GA 30096

#2

Dear Mr. Jone@

Irecently learned of the Sustainable Designs job opening for a landscape
design specialist at the Atlanta, Georgia location. I would like to convey my
interest in this job, and I feel that I would be a great candidate for the
position. In May 2010, I completed my Bachelor of Science degree in
Landscape Architecture from the University of Georgia. I also have
extensive work experience through my intern position with Creekside Lawn
Services.

While interning there at Creekside Lawn Services, I had the opportunity to
design and install on-site landscaping for various customers. I learned
customer relations skills and common landscape design techniques from
licensed professionals. I was able to apply the knowledge I acquired at
school with real experiences in the work force. My academic achievement
combined with these work experiences will help me to succeed as a
landscape design specialist.

I would like to be considered for this position and I believe that I would
bring a new element of creativity to your business. Attached is my resume
available for your review. I will call you in a week to follow-up. Should
you need to reach me before then, my contact information can be found
below. I appreciate your time and consideration.

Sincerely,

Yoo Zhm

Tyler Stephens
706.555.1212
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September, 7,2010

Mr. Michael Jones

Human Resources Director
Sustainable Designs

2735 Stockbridge Road
Duluth, GA 30096

Dear Mr. Jones:

From the Sustainable Designs website, I learned about your need for a
landscape design specialist for the Atlanta location. In May 2010, [
completed my Bachelor of Science degree in Landscape Architecture from
the University of Georgia. In addition, I have obtained work experience at
Creekside Lawn Services as a landscape design intern. My education along
with work experience at Creekside Lawn Services, qualify me for the
Sustainable Designs landscape design specialist position.

Sustainable Designs is committed to customer satisfaction. My experience
as a landscape design intern prepares me to partner with you in exceeding
your customers’ expectations. As an intern, I was given opportunities to
design and install on-site landscaping for customers of Creekside Lawn
Services. Through these experiences I gained customer relations skills,
practical landscape design techniques, and hands-on experience installing
various outdoor features. Observing the satisfaction of my customers added
to the confidence I have in my abilities as a landscape design specialist.

I am strongly interested in working with Sustainable Designs. Attached is
my resume for your review. [ will call you in a week to follow-up. Should
you need to reach me before then, my contact information can be found
below. Thank you for your time and consideration.

Sincerely,

Ytor Hga.

Tyler Stephens
706.555.1212
tstephens@uga.edu
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Dear Mr. Jone@

I understand that you have a job position open for a landscape design

recently graduated from the University of Georgia with a
Bachelors degree. I love to work outside and this job would be a great fit
for my(p I am an outdoor-type person and absolutely love
landscape design.(Me and my dogigo running almost every day and I take
my camera and make lots of [andscape photos for my personal enjoyment
and to get myself educated for a career in landscaping.

1 would be an asset to your company because I have good people skills and
I alwaysood grades in college. I was involved in the landscape
design club at my college and I was able to practice installing trees and
shrubs. Through this work I made connections with people in the
community. In addition, I had the opportunity to observe the designing
phase of the projects and give my input. I will use these valuable
experiences in my career.

Lam extraordinarily interested in this position with your company. My
about landscape design would be an asset to your company. I
hope that you will consider me for this position. Please contact me if you
would like to set up an interview.

Best wishes, }n’?n(‘ma/{
P

Tyler Stephens

<
706.555.1212 e?(ffa SPC{C@
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Cover Letter 1			Rank:___3______


_____________________________________________


Multiple formatting errors, grammatical errors, no contact information from applicant.  The letter is overly focused on the applicant’s achievements and rarely mentions the company. Applicant focuses on knowledge instead of work experience and skills.________________________


______________________________________________





Cover Letter 3			Rank: ___1______


______________________________________________Free of grammatical and formatting errors. Professional letter, states an interest in the position, states academic qualifications and specific work experience and skills acquired. Incorporates the company’s vision with the applicant’s vision.  Gives specific follow-up details and lists contact information. __________________________


______________________________________________





Cover Letter 2			Rank: ___2______


______________________________________________Minor formatting errors: date format incorrect, comma after “Jones” instead of a semicolon. Professional letter, free of grammatical errors, states an interest in the position, qualifications of applicant, and specific work experience. Sentence structure and flow of the letter could be improved. ___________________________________





Cover Letter 4			Rank: ___4______


______________________________________________Major formatting and grammatical errors, misspelled words, most sentences start with “I”, never mentions the company’s name, gives unnecessary personal information, poor sentence structure, informal salutation. Overall unprofessional and careless. _______________________


_______________________________________________

















Ranking: ___3__  ___2____  ___1___  ___4___








