
Cover letter  

A cover letter is a one page document that goes on top of your resume.  It will serve as an introduction to the director of personnel along with giving the reason why you are sending your resume (why you think you would be good at that position).

A cover letter is a concise letter intended to introduce yourself and entice the employer to proceed to read your resume. 
Keep your cover letter to one page and no more than a few short paragraphs. 
You need to highlight a couple of key points from your resume to give the employer an initial positive impression.  You need to avoid a long letter; your purpose is to entice the employer not to take up his/her time.
In a real life situation you would need to research the available position and employer, and then highlight a few key points from your resume which should make you a good match for that particular position. 
Find out the name of the person who is responsible for hiring people at that company and send the cover letter directly to that individual.  Do not use the greeting to " Director of Personnel" or "To Whom It May Concern", send the letter to a particular individual.
In the ending -- Clearly restate why you are interested in the position and that you'll contact them again in the near future. 
Have someone review your cover letter for grammar, misspellings, typographical errors, content, structure, and conciseness. 

For examples of cover letters go to:
* http://jobsearch.about.com/od/coverletters/a/aa030401a.htm 
* http://www.career.vt.edu/JobSearchGuide/CoverLetterSamples.html 

Assessment

Create your own cover letter for a job that matched a career from your self assessments.  
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