
KEY POINTS IN WRITING A COVER LETTER

How to write a job application cover letter to include with your resume when you apply for a job.

When looking for the right stories to tell, always look to the requirements for the position in the job
description. The closer to perfect your letter is, the better your chances are of impressing the hiring manager.
Keep your letter focused, concise, and a few paragraphs in length. Paragraph s 2 -3 Highlight a few of the
most salient points from your enclosed resume. It's important to send your cover letter and resume attachments
correctly, to include all the information requested so your message is read, and to let the receiver know how
they can contact you to schedule an interview. Use conventional business correspondence form. If this is an
email rather than an actual letter, include your contact information at the end of the letter, after your signature.
What specific benefits can I offer to my audience and how can I best express them? Indicate what
supplementary material is being sent under separate cover and offer to provide additional information a
portfolio, a writing sample, a sample publication, a dossier, an audition tape , and explain how it can be
obtained. Instead of describing yourself as creative, try imaginative. Opening Paragraph State why you are
writing. The letter provides detailed information on why you are qualified for the job you are applying for. So
do it. Employers use cover letters as a way to screen applicants for available jobs and to determine which
candidates they would like to interview. Also check out some cover letter templates , which can help you
format your own letter. Header A cover letter should begin with both your and the employer's contact
information name, address, phone number, email followed by the date. Tip Our business letter format guide
covers letter writing of various types in great detail, in the event you need more than just a cover letter for
your job hunt. Your cover letter should be a carefully curated selection of stories from your career that gives
the reader a clear idea of who you are and how you can add value to their company. Customize Your Cover
Letter It is very important that your cover letter be tailored to each position you are applying to. Follow these
basic guidelines and get inspired by the following Cover Letter Examples to grab the hiring manager's
attention and give yourself a better chance of landing an interview. For your letter, pick two to three skills or
abilities you want to highlight. This simply written cover letter guide will help you land more interviews.


