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	Written correspondence in the job search (besides resumes) is one of the most important and often neglected parts of the whole job search process. People spend days, weeks or even longer writing the perfect resume. However, when it comes to composing an effective cover letter to an employer, most people reach for the best sample they can find, make a few minor changes and PRESTO – out pops a letter that can be used for almost anything! Employers can spot these letters a mile away.

There are a number of important tips about letter writing which you should keep in mind. We are talking not only about cover letters, but every piece of paper you send to an employer. 

Cover Letters

Whenever you send out a resume, a cover letter must accompany it. The purpose of the letter is to personalize your resume for this employer, and enable you to elaborate more fully on your qualifications.

Why you shouldn’t send a ho-hum letter

The average employer who has a position opening is likely to be swamped with applications and may spend on average 15-30 seconds reading your material. It is not unusual to receive more than 100 applications for every single position which is open. Put yourself in the place of the employer who must sift through stacks of letters hoping to find something that will cause him/her to reach for the telephone. You want you letter to STAND OUT. 
	Ten basic rules for cover letters

1. 1. Address each letter to the recipient by name in both the inside address and the salutation. 

2. 2. Start your letter off with a strong sentence by telling them why you are writing; one that almost begs the reader to read on. Communicate something unique to that person or organization.

3. 3. Do not point out what the employer can do for you or what you hope to gain from this job. Rather, show how you can address the needs of this particular employer. 

4. 4. Use the body of the letter to highlight experience relevant to the job which will arouse the reader’s curiosity and interest her/him in reading your resume.

5. 5. In the conclusion, ask directly for a meeting and indicate that you will call within a week to ten days to arrange a time at their convenience. By mentioning when you will call in the letter, you are showing serious interest and initiative and forcing yourself to follow up!

6. 6. Use a minimum of sentences beginning with “I”.

7. 7. Do not use a letter that looks like it could have been sent to anyone. Make each letter unique to the employer. 

8. 8. Keep your letter short (one page).

9. 9. Quantify your experiences and achievements; use examples.   

10. 10. Sign the cover letter and place it on top of the resume when sending it to an employer. (This may seem obvious, yet it is sometimes overlooked.)

Structure

All cover letters are different but most have three parts: introduction, body and closing. The introduction and closing should each be one paragraph while the body could be one or two paragraphs.


	Introduction 

State why you are writing and why you are interested in that particular employer. When possible, name the position for which you are applying and how you heard of the opening. If you are writing as a result of a personal referral, someone known to the reader, state it in the first sentence. Be sure you have that person’s permission to use his/her name!

The first paragraph must attract enough attention to make the employer want to read on. This is no time for drabness. Here are some samples of “personal” opening lines:

· “I am writing to express my interest in the position of Financial Analyst which I saw advertised in this past Sunday’s Times Union.”

· “Dr. Nott in the Siena College English department suggested I write to you about a summer internship at XYZ Company. She thought my experience and coursework could be relevant to your organization.”

· “An article in Job Choices identified your firm as an innovator in product development. My research project on marketing explores the area in which you are investigating. I would like the opportunity to talk with you about our mutual interest in this growing field.”



	Body

In the second and possibly third paragraphs, communicate the way in which your education and experiences can be of value to this particular employer. Present the most relevant information you want the employer to consider. This is the section where you must sell yourself and your abilities. Balance confidence with humility. Think of what the employer needs to know about you. Paint a picture of the type of person they want to hire by describing how your experience relates to the transferable attributes desired by the employer. Make sure you use examples. 

Here are some Samples:

· “After taking several related courses and visiting alumni in the field, I have decided to pursue a career in social work. As you will note in my resume, I wrote a research paper on child advocacy and have had particular experience as a volunteer at Albany Medical Center. Last year, I was an intern at a human services agency. With my leadership abilities, interpersonal skills and related background, I would work hard to be an efficient team member of your staff.”

· “For a recent Siena College campus-wide event, I designed advertising materials which resulted in a 50% increase in student turnout over the previous year. Throughout this experience, and an internship with a public relations firm, I have developed skills to contribute to your promotional campaigns.”

· “The enclosed resume highlights my technical experience in computer-software design. As one of the few students chosen to work with…. at Siena, I have incorporated into my design project techniques which…. My accomplishments in this area have prepared me to make a strong contribution to XYZ employer.”

Closing

Here you should indicate the step you will take next. This can include reasserting your interest in the position 
	and arranging for a time frame when you will contact the employer to set up a meeting. Avoid endings which lack assertiveness, such as “Please contact me…” Don’t leave the initiative up to the employer. Write your letter as though you expect the meeting to occur. Since you should be sending letters to a small number of employers (approximately 6-8) at any one time, you should be able to do enough research and to follow up with all employers receiving your letters. 

Here are some closing statements:

· “Enclosed is my resume for your review. I am planning to be in your area during the end of classes and would like to meet with you during the last week of March. Next week I will call to set up a possible date.”

· “I would like to meet with you and will call within a week to ten days to set up an appointment at your convenience.”

·  “I will be in your area on other business during the week of May 10th. I will call Thursday to see if it is convenient for us to meet.”
Always thank the person, i.e: “Thank you for your consideration, and I look forward to speaking with you soon.”

Additional Pointers

Send the letter to the appropriate person. Find out who is in charge of the department or division of interest, and send your letter to them. Don’t hesitate to call the employer directly to find out the name (and correct spelling!) and title of the person in charge. Do not tell the person on the other end of the phone that you are looking for a job. Simply say that you have some correspondence to send and want to make sure it gets to the right person.

If for some reason, you cannot learn the name of the appropriate person, send it to the president. If the president is impressed, he/she may contact you directly. Even if the president is not impressed, it will be sent to Human Resources where it will probably get more attention than if you had sent it 
	directly to HR. Avoid, if possible, sending your letter directly to Human Resources unless you have a personal referral to someone in that department or, of course, you are looking for a position in personnel or Human Resources! 
Research the employer. What better way to send a letter with a direct impact than to focus on facts unique to this particular employer! If your letter reads as if it could have been sent to a number of different employers, it is probably destined for the trash. See the Career Center handout on “Employer Research” for more information.

When responding to advertised openings, do not send your resume and letter out the day after the ad is run. Many send it out then. Rather, wait several days; time your letter so that the first wave of letters and resumes have already arrived in one massive pile. The likelihood of your letter and resume being read is greater if it is 1 of 3 or 4 rather than 1 of 20. Also, consider sending it by overnight mail. These letters will probably get more attention than first class mail.
Time your letters and follow-up calls effectively. Your letters should arrive sometime after Monday – Mondays are the heaviest mail days. Tuesday is the most productive workday of the week. Time your follow-up calls about 7-14 days after the arrival of your letter. It is much more likely to be forgotten after that. Avoid calling on Monday morning or Friday after lunch when people may have the weekend on their minds. Say you are calling to check on the status of your application (has it arrived?), and to explore the feasibility of a meeting at their convenience. 

Try to set up a meeting even when no opening exists. If a person is impressed with you, he/she will probably call you when a position does open. Also, the person you meet may have advice or even concrete leads which you would not have gotten without such a meeting. 

	Leave qualifiers out of your letter. Don’t use the expressions “I feel that…” or “I think that…” These qualifiers only weaken what comes after them. Usually, these statements can be left out and the remaining sentence can stand on its own. 

Count the “I’s” in your letter. If you use the word “I” more than four or five times to start your sentences, you may want to start your sentences so that the word “I” is eliminated. For example, “I have had experience in…” could be changed to “My experience includes...”

Other Job Search Letters

The cover letter is only one type of correspondence related to your job or career search. Here are some others:

Letter to request an 

Informational interview
Here, you are introducing yourself to someone with whom you would like to speak regarding his/her career field, specific position, or organization. You can follow most of the rules of cover letters with the following exceptions:
· You may include a resume to summarize your experience if you are sending it to a member of SCAN, the Siena Career Advisory Network.

· Outline parts of your background which relate to this person’s field or organization.

· Ask for a half-hour meeting. People are much more likely to agree to a shorter meeting; they will probably end up spending more time with you anyway.

Letter to follow up after an 

Interview

Oftentimes, these are called thank you letters, but thanks is only part of the reason for writing. More specifically:

· Keep it brief. Two or three short paragraphs should be enough.

· Send it out as soon as possible. If you have new information to add, you want the employer to have this information before making a decision.

· Reiterate interest in the position.

· See the Career Center handout on 
	“Thank You Letters” for details.
Letter of acceptance

After you receive an offer and have accepted it over the telephone, follow-up with a brief letter accepting the position and outlining the specifics as you understand them, namely position title, salary, starting date, supervisor and any other pertinent information. Occasionally, an employer may provide a copy of your offer letter requiring your signature. If this is the case, be sure to read the letter carefully to make certain that all the specifics as you understand them are included before returning the signed copy.
Letter to reject an offer

Keep it brief. Thank the person for his/her confidence in your abilities and state that you enjoyed meeting with them. It is not necessary to state why you are declining the offer – unless of course you would like to! Be sure to clearly state that you are not accepting the position. A positive statement to leave things open for future consideration would not hurt – especially if your needs or interests change.

Letter to follow up when you were Not offered a position

If you were very interested in a particular position and did not receive an offer, you can send a letter to re-emphasize your interest and to communicate your regrets. You should mention why you thought you were a good match for the organization’s needs. At the same time, leave the door open in case a similar (or even somewhat different) position opens up in the future. Also, the person to whom you are writing may move on to a different organization and may become interested in you as a candidate for a position in his/her new organization.

Letter to  alumni

Mention your mutual tie to Siena College and where you found their name. Always ask for career advice, never directly for a job.
	GENERAL TIPS FOR ALL LETTERS
· Make your letter look

graphically pleasing. Type it on good quality white or off white stationery. (Match your resume if it is included.)
· Make it perfect: no typos, no

mis-spellings, no factual errors. After spell checking, proof read your cover letter carefully. Leave enough white space – try to have .75” to 1” margins.

· Keep a copy of every letter you
send out. When you make follow-up phone calls, it is always helpful to have a copy of your letter in front of you to know exactly what you said to this particular person – especially since all your letters will be different. 

Career Resources

The following resources have sample letters and are available in the Career Center Library:

Cover Letters that Knock’em Dead

Sure Hire Cover Letters

Cover Letters for Dummies

Sample Siena Cover Letter Binder
Source: Union College Career Development Center
Career Center Hours

Monday – Friday

8:30am – 4:30pm

Also evening hours during fall & spring terms; check website for schedule.
Q&A Feedback

Phone: (518) 783-2339
Fax: (518) 783-2597

E-Mail: jobnet@siena.edu
www.siena.edu/

careercenter


Sample Cover Letter
Name as It Appears on Your Resume

Your Street Address
City, State  Zip

Phone Number

E-mail Address

Today’s Date

Mr./Ms. First and Last Name of Contact Person

Title of Contact Person

Employer/Organization

Street Address

City, State  Zip

Dear Mr./Ms. Last Name of Contact Person:

Your opening paragraph should arouse interest on the part of the reader. First, tell him/her why you are writing the letter. Give information to show your specific interest in his/her company. Be as specific as possible about the kind of position you want. (Do not make the reader guess about your area of interest.) You may want to state the 3 skills you have to offer. 
Your middle paragraph should highlight your qualifications. Give details of your background that will show the reader why she/he should consider you as a candidate. If you have had relevant experience or show related education, be sure to point it out, but do not reiterate your entire resume. By using examples, show the employer that you have the necessary skills they seek.

You could have another paragraph here to go into more experience that will highlight your qualifications. Emphasize your skills, abilities, and personal traits that relate to the job for which you are applying. Again, use specific examples that demonstrate you have transferable skills. Many employers will want to know that you are computer literate. Be sure to do this in a confident manner. Remember that the reader will view your letter as an example of your writing skills and style. 

In your closing paragraph, ask for action. Refer the reader to your general qualifications on your enclosed resume or other material such as a list of references or transcripts if they request them. State that you will be contacting the employer within a specific time for an interview at his/her convenience. (A positive request is harder to ignore than a vague hope.) Always thank them for their consideration. 

Sincerely,

(sign your name)

Your name (typed)

Enclosure
