Cover Letters—What Are They?

Sacramento City College Career Center
Contact Info: (916) 558 – 2384

The cover letter plays an important role in your job search. The purpose of the cover letter is to introduce you to a prospective employer and explain why you are sending a resume. A cover letter presents your resume and you in a thorough and professional manner.

A cover letter is tailored to fit a specific job with a specific employer and states some of your skills and abilities as they apply to the particular job you are applying for. The more knowledgeable you are about the requirements of the job and nature of the organization, the stronger your letter can be.

Within the contents of the cover letter, several components should be mentioned, including why you are writing, contributions you believe you can make to the organization based on your qualifications, your enthusiasm for the position and your interest in obtaining an interview. Because the cover letter is often an initial contact between you and the potential employer, it’s important that the contents of your letter make a great first impression.

· Tailor each cover letter individually. Personalize it to each employer. Address the letter to the decision-maker by name and correct title. Call and verify the name and spelling. The goal is to get your information to the correct person in the organization.

· The letter should be brief and to the point. Three to four paragraphs and one page is sufficient.

· The letter should be neat, well organized and typed.

· Check carefully for spelling, grammar, punctuation, and typing errors.

· Use the same paper and font for the cover letter that was used for your resume. This gives a consistent and professional appearance.

· Refer to accomplishments in your resume that relate to the position and/or employer.

· Consider a “grabber” first sentence.  A grabber statement can capture and employer’s attention and encourage him to read further. It can be something as basic as a positive piece of information that you know about the organization and how you can be a benefit to them.

· Be positive! Convey enthusiasm and desire for a new challenge.

More tips: 

· Paper Size: 8 ½ X 11 inch

· Paper Color: White and Ivory

· Paper Quality: Office Paper (20 lb. bond)

· Type it and Proofread, Proofread, Proofread!
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Why should you do a cover letter?  

The cover letter plays an important role in your job search.  The purpose of a cover letter is to introduce yourself to a prospective employer and explain why you are sending your resume.  The letter should be tailored to fit a specific job with a specific employer and state your skills and abilities as they apply to that particular job.  In this letter you focus on the contribution you can make to the company and present yourself in a positive light.

What does a cover letter do?  

In addition to explaining which position you are applying for, a cover letter expresses interest in both the job and the company.  It is important to thoroughly research the job you are interested in.  The more knowledgeable you are about the specific requirements of the job and the nature of the company, the more effective your letter will be. 

Where appropriate, the cover letter (sent with your resume) asks for the next step in the application process.  It is particularly important that your letter state how you will follow through in applying for this job (e.g., “I will call you Tuesday morning to check that you have received my application materials and to see whether it will be possible to arrange a time for an interview.”). You may also indicate the date you will be available to begin working.

Keep it simple.  

The language used in a cover letter should be simple and direct.  

The letter should be brief: 3 to 4 paragraphs and one page in length.  

Neatness counts.  

It is extremely important that the letter be neat, well organized, and grammatically correct and typed. PROOFREAD, PROOFREAD, AND PROOFREAD.

Address your letter to a specific person.  

Whenever possible, the letter should be addressed to a specific person by name rather than a generic address; “Dear Sir/Madam”. You can contact the company/organization you are applying to and ask for a contact name. Remember to always speak in a professional manner and let the person you are speaking with know that you are applying to that company and would like a contact name to address your letter too. 

Help is available.  

If you need assistance writing your own cover letters, it is important to utilize all your resources including the contacting the Sacramento City College Career Center. The Career Center staff is available to help you and we have many books and handouts with helpful tips on writing your own cover letter.

Sample Cover Letter

Your Name 

Address

Phone Number

(No Abbreviations)

Date - Write out date (May 1, 2008)

Employer Name (Addressee)

Proper Business Title

Company’s Name

Company’s Address

Dear Mr. Smith: (or) Dear Hiring Manager:


1st paragraph: Concisely states which position you are applying for and why you would be the best candidate. (1 – 2 sentences)


2nd paragraph: In detail (but brief), describe what you can contribute to this company and how your expertise and qualifications will benefit this company. (3 – 5 sentences)


3rd paragraph: This paragraph should describe your knowledge about the company and why you specifically chose this company to apply too. Present yourself as eager to work for any company where you apply for a position. Last sentence should include your phone number and convenient times to contact you to further discuss this position. (2 – 3 sentences)

Sincerely, 

Your signature

Enclosures:
 Sample Cover Letter
Ms. Sally Smith








1234 Tudor Lane

Rancho Cordova, CA 95828

(916) 485-7989 Home

sallyyo@gumba.com

April 26, 200_

Mr. Michael Krauss, Director of Human Resources

State of California, Department of General Services

1111 Stockton Blvd.

Sacramento, CA 95834

Dear Mr. Krauss:

I am eager to apply for the position of Human Resource Analyst with the State of California, Department of General Services. I heard about the position through the Career Center at Sacramento City College.

I have a five-year track record of successful administrative experience in both private and public sector work and feel that this knowledge is readily transferable to the Department of General Services. In my current position as a Human Resource Assistant with the State of California Personnel Board, I have become very aware of the demands placed on state personnel competing with private sector. With a department task force, a team of us researched, analyzed, and revised 15 recruitment methods that are presently being implemented in five state offices in the Sacramento area. In addition, my breadth of skills includes training in benefit administration, compensation, state policy, and recruitment.

I am a self-directed individual who enjoys working independently and in a group capacity. My strengths include the ability to synthesize information and communicate well both in a written and oral format.  These abilities as well as my Associate of Arts degree in Business are complimentary to the core of this position. My colleagues tell me I am adamant in getting any job done well, and also have fun along the way.

I am a firm believer in quality human resource management, and value the contributions your department makes in the field. I look forward to discussing my qualifications with you.

Sincerely,

Ms. Sally Smith

Enclosure:  Resume

              Student Centered Cover Letter Sample
Mel Gibdotter

457 Cabana Road

Sacramento, CA 95823

(916) 555-1234 - Home

 (916) 777-3825 - Cell
mel@gumba.com

December 14, 200_

Mr. Oscar Gomez, Manager

Sacramento City College Bookstore

100 Clarksville Road

Folsom, CA 95630

Dear Mr. Gomez:

I am very interested in the Student Assistant position in the bookstore at Sacramento City College. I heard about this position from my counselor at the college. My resume is enclosed for your review.

My past work as an office clerk on campus has helped me to develop my organizational skills as well as identify student’s needs. I am currently working on my Associate of Arts degree in Business and am currently earning a 3.5 GPA in my major. Highlights of my qualifications include work experience and training from Folsom Lake College that has given me strong skills in:

· Computer knowledge: Word 2000, Access, Paint Graphics Maker

· Keyboard skills: 45wpm

· Customer service

I eagerly look forward to meeting with you to further discuss my qualifications.

Sincerely,

Mel Gibdotter

Enclosure: Resume


