Writing a Cover Letter 
Your cover letter is an introduction to your resume and it is the first impression that you make with the employer. The ultimate goal of the cover letter and resume is to be selected for an interview. 

Both the cover letter and the resume are formal, business documents, which means no short forms and no spelling, typing or grammatical errors allowed. Use a standard business format for your letter: block (example on reverse) or semi block, and print it using the same font and format and on the same quality paper as your resume. Proofread your documents carefully. 

Use the following points to format your letter: 

Start with a header including your name and contact information. Include the information that is the best way to reach you. Use the same header for your Resume and References Page. Include the following information in the order it is listed. 

Date: November 2, 2003 is an appropriate format (use the date you plan to send the letter) 
Inside Address, starting with name & title (or Recruiter if you don't have a name), company name, address 
Salutation: Dear Mr. Smith: or Dear Recruiter: if you don't have a name 
Subject Line: refer to the Position Title, and Position # if given 

Use at least 3 paragraphs in your letter. Each paragraph should be at least 3 sentences long. 

First paragraph: Indicate that you are submitting your resume and where you found the position posted. Using 1 or 2 additional sentences, tie your interests with the employers' interests. Check their web site or ad in the yellow pages for clues as to what they are proud of. 

Second paragraph: Use the main body to highlight your skills and abilities, being sure to cover the qualifications outlined in the job posting. Explain what you can do for them, not what they can do for you. Use examples that directly relate to the duties outlined in the posting. 

Third paragraph: Express interest in an interview; tell how you can be reached; and thank the reader for their time and consideration. 

Closing: Yours truly, Sincerely, Best Regards; whatever you are comfortable with. 

Signature line, after leaving 4 to 6 spaces for your signature, type your full name. 

Encl. The only short form you will use indicates that your resume is attached. Sign the letter using a pen. 

Attachments: Copies of Letters of Recommendation or transcripts can be attached, and should be placed behind the resume. 

A Broadcast Letter 
A general letter that you can attach to your resume and send out to a number of companies. It is not specifically geared to a particular job, but can be worded to a position in your specific field, or type of company or agency. The second paragraph would provide an overview of your skills, abilities and qualifications as they relate to that field of work. Read through several job postings to discover the qualities and skills being asked for in this field. Use a full inside address, if possible, using information from web sites, telephone and business directories. Include a job title in the Subject Line that describes the job you are looking for. 
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