How to Write Great Cover Letters





“Cover letters should be more than


 just wrapping paper for your resume”





Always Remember to…





Address each letter to a specific person, even if you have to make a dozen phone calls to learn the client’s name.  Be sure to get the correct spelling and his or her title.


Avoid gimmicky openings.  It usually isn’t a good idea to begin a cover letter with the kind of jazzy opening corporations use in direct-mail pieces.  While such openings might attract attention, they often come off as forced, insincere or unintentionally glib.  You’re better off simply stating in the first paragraph why you’re writing and why it’s in the reader’s best interest to pay attention.


Don’t rehash your resume.  Focus instead on the two or three qualities that distinguish you most.  Try to connect these qualities to the job’s key requirements.  


Write the way you speak.  Important as it is to honor the rules of Standard English, it’s just as important in cover letters to avoid stiff, bureaucratic jargon.  Write to inform, not to impress.  (Hint: If you’re tempted to use a word in a letter that you wouldn’t use in person, replace it with a word that’s more conversational.)


Use personalized letterhead stationary.  A nice quality paper shows a little more thought and concern about style and presentation.


Incorporate information that reflects your knowledge of the target company: its industry, relevant issues, potential opportunities, etc.


Check and recheck every letter you send for typos, bad grammar and spelling mistakes.  Find someone, such as a friend or your spouse, who’s good at proofreading, and ask that person to review everything you write.





1) Introduction—how you heard about position, what your experience is with that, inquiring and interested & enclosing resume





2) Your qualifications





3) Closing—where they can get a hold of you.


