Advanced Cover Letter Writing
and Resume Follow-up

Instructor: Tara Blythe
ECHD 3050: Career and Life Planning
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Start Early @

e Use the resources we discussed in class to
find out the who, what, when, where and
how’s of each company

 Attend Fairs and Information Sessions and
get contact information/ make phone calls/
do your research

* Ask questions and start correspondence
early!
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Crafting the Perfect Cover Letter: (€

Think before you write...

What is the purpose of a cover letter?

Who is the intended reader?

What message do I want to send?
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Rules for Cover Letter Writing @

e Be relevant

e Be concise

* Be consistent
* Consider the Employer’s Perspective

What skills, abilities, interests, experiences, and
personal characteristics do you have that will
meet the employer’s needs ?
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COVER LETTER OVERVIEW @

* Cover letters
— Introduce you to the recruiter

— Encourage the recruiter to read your resume

* It’s important to clearly identify the information you want to
include in your cover letter

— Why do I want to work for your company?
— What skills or experience do I want to highlight?

— How can I solve a problem for the company?

* Be sure to include the name of the person who referred you or
your connection
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Business Letter Layout @

 Your information/Address/Letterhead
* Name and Address-Recipient

* Date
— Never abbreviate (October / Oct.)

e Salutation
— Personalize if you know who you are sending it to

e Communication

— Several Paragraphs, each one prove your point only
— Not the time to be to brief or to long-winded

* Signature
— Typed version under sighed name
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Your Purpose in Writing:

* Introduce yourselfto the employer
* State your objective
* Create a connection

e Communicate enthusiasm

* Demonstrate your writing skills

e Get the interview !
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Cover Letters @

* Should always be sent with a résumé (unless
specifically noted otherwise)

* Should NOT be more than one page in length!

* Whenever possible, address the cover letter to an
individual.

* Should be printed on quality paper that matches
your resume.
* When emailing, the email serves

as your cover letter and the résumé is the

attachment.
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Things to Remember:

* Introduce yourself
— AVOID “My name is...”
— STAY AWAY FROM “I am a senior at ...”

* Demonstrate knowledge
_ RESEARCH, RESEARCH, RESEARCH

e State relevant skills

— What can you do for the employer?
— BE POSITIVE
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Some More Tips @

* What position and how you learned about it?

* Why are you are interested in the position and the
organization?

* Provide specific examples of related skills
* Don’t re-write your resume

* Use varying sentence structures — no “I’’ or “My” at the
beginning to each sentence

* Express appreciation for the employer considering your
application

* What can you do for the company?

* Confidence, not arrogance
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The Anatomy of a Cover Letter @

Three — Four Main Paragraphs
 “Why Am I Writing?”
— State your purpose for writing (job, internship, etc.)

— Make a connection between you and the company
* “Who Am I and Why Should You Hire Me?”
— Highlight Your Résumé — Can be 2

e “My Next Step...”

— Refer the reader to the enclosures and indicate a
strong interest in pursuing the next step

You must articulate how YOUR skills and attributes

RESOLVE the NEEDS of the employer!
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Proper Business Format

Your Street
Your City, State, Zip

Date the letter will be sent

Name of Addressee
Position Title
Street

City, State, Zip

Dear Addressee,

In your first paragraph, try to attract the reader's attention and state your reasons for writing, indicating the
position or type of work for which you are applying and how you have heard of the job opening and/or the
employer. Focus on something that sets this organization apart from similar employers and why that
appeals to you.

Discuss what you can contribute to the organization. Emphasize your major relevant qualifications,
providing specific examples of your experience. Do not rewrite your entire resume; rather, elaborate on a
few important points. Interpret your background for the employer.

Indicate your desire for a meeting or an interview and indicate your ability to meet: for example, offer to
call the organization during a specific day or week to arrange a time, or ask for an appointment for a date
when you plan to be in the area where the employer is located. Make sure to list your phone number, even
though it should already be on your resume.

Sincerely,

(sign here)

Your Name
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1* PARAGRAPH ~ “Who & Why” (@)

I am writing to express my interest in the
Account Executive position currently available
within your company. I have thoroughly
perused your web site and position description
and believe this position would allow me to
simultaneously contribute to the ongoing
success of Innovative Sales, Inc. while gaining
valuable professional experience from an
industry leading technical firm.
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2nd PARAGRAPH ~ “Skills & Qualifications@

As emphasized in the position description, customer
service and problem-solving skills are essential attributes
of Account Executives. In my current role as a sales
associate at RE-TALE, I have honed and polished my
customer service skills by assisting our daily walk-in
clients. As a result, I now co-instruct our “Customer
Service Training” seminar with our on-site Training
Coordinator. Clearly my understanding of strong
customer service and experience with resolving client
concerns and questions would serve me well as an

Account Executive.
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34 PARAGRAPH ~ “You & Company” (€

Aside from the “good match” that I identify between
my skills and the requirements for the position, I was
equally impressed with the mission statement and values of
Innovative Sales, Inc. 1, too, believe that companies who
value the diversity of their workforce will set themselves
apart from their competitors now and in the future. I have
personally benefited from the culturally rich environment
that the University of Georgia affords to its students,
faculty,and community members. Thus, I am excited
about the opportunity to work for an organization that is
not only a good professional fit, but a solid personal and
cultural match.
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4" PARAGRAPH ~ “Action Steps” (@)

Thank you for taking the time to review my resume.
Should you have any questions regarding my
qualifications, please do not hesitate to contact me by
phone (555) 555-5555 or e-mail student@uga.edu. I will
call your office in 5 to 7 days to verify your receipt of my
credentials and to inquire about the general decision-
making timeline. Thank you again for your time and
consideration.

Sincerely,
Samantha S. Student

Samantha S. Student

Enclosures: Resume
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Sample Cover Letter

Dr. Robert Thomas

Chemtech Corporation

750 Research Parkway, Suite 978
Research, CA 75847

Dear Dr. Thomas,

Attention to detail, experience, and innovation are the qualities of any good scientist. Add patience and
solid computer and laboratory skills, and you have an excellent research assistant. I have these skills and
hope to put them to work at Chemtech Company.

Last summer, I assisted Dr. Davis Shraille with the experiments that resulted in his paper “Five Cents: An
Exploration of the Chemical Properties of Nickel,” published in the Harvard Journal of Pocket Change. As
his research assistant, I conducted experiments, maintained the laboratory, performed detailed research
assignments, and prepared oral and written reports on various facts related to Dr. Shraille’s theses. I also
developed a working knowledge of the D-base computer system while working for Dr. Shraille.

All aspects of science intrigue me, from cosmetics to the AIDS inoculation research I have read that
Chemtech has initiated. In addition to my professional responsibilities, I have conducted several

experiments of my own, including an effort to create a moisturizer formula that works as well as the one
developed by Chemtech in 1970.

Attention to detail, experience, patience, and initiative - these are the qualities of a good scientist and
research assistant. They are qualities I possess and hope to demonstrate in my employment with
Chemtech. I would like to discuss this opportunity at your convenience. You may reach me at (352) 555-
1000.

Thank you for your consideration.
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Sample Cover Letter

T'ara Madhele Blvihe 02 Cxakals ¢ Ao GAJ0WIE i o7 g

|
Apal§, 2008

Uraveray of Geoxga
Career Res ource Cexteyf TernyColege of Business

Mz, Scott Wilizms, Directos UGA Caveer Conker
Selecion Commitee,

Please accept fds letter and aoc ormmuoing renume as spphicstion forpodtion #20000272, CawerC ons ultant, Urdversy
of Georga (US&). Ibelieve my acmadermic o dexdtials ol profesdmal work expetonce provide me with the thills and
Fotowle dae t irmome daedy ke acmtilution tovard the challexges ass ocue d with s enzither opp ortusdsy.

I am currently seving as the Director for Talext Acquistion Strategy avd Fluoang oy Boodfote and ke recenty
reloced to the Afoe mea I Swroughly have enjored the field of Fhuman Resownes Marazemers, and Jave 3 wide
braxdth of Jotowledze across all disciplives spechlizing in College Relstiou, Tmiving and Development, Talent
Moagmed, ol Reonitmext and Retodi ou Duning oy time as a Graduste Asdstoot o7 the Carer Res amee Coner
and Aadermic Aduicng Coves, mdas 2 Graduste Aduvis o7 fo7 the Office of Student Sctivitie: at Undversy of Flonda 1
gaired pwahabl experewe M the aras of studoit developmext md collegr rehtiors. v my cuest pootime at
Botftuaic oud our sister compoor Levitt Corporation, as well ¢ my prior positions at City Fundture mnd Targt
Copontioy [ uas drectly responshle for e mouagment of foetiornl Human Res ouree depastments and Cuompe
Relxtions strxtegmes. Thew yoles have afforded me the opportody t9 Fun expesence from bodh the pempective of s
emploves, aud tut ofa studentaffars professioualina ¢ollege oudroroned, Dud bt recert monte I have found moymelf
drauwm tmckto acamerin studeod afinn.

My formal e duamtioon inchudes wdergndiat degrees in both Buses: Mougemant, and Prychology and a Masters”
dezre in Edwstion] Laderlp udath & spodalizmtion in College Studont Perosowl [ welcome the opportodty to
move Wmokigo Student Affin oud t utilize my Humot Resourees Jowowkedze and corponte business penpertive
senving s aloris oo to the Teny Collegr ofBusiness. I ave e expesierce and shill set to provide compreharcive careey
advisng ol cnoueling o the student of UGA ud the expaiowe to dizecty rehe axd hdld rehtioreldps with
emplmen. Iam competotin, 2 huow the valie of strategic ploudi and overal pen muel muagzemant Pedaps
my strongpst shill is oy abdity to buld seltiordddps, and Ilook forvand © tding on the challeng of further
developing ties with corpomte teclodal, govenomextl, edwatioal wd wo-poft orgoazxtions with whom fe
wrdegrraduste Terry studonts migle affiae, I believe in settiseg Jagh profess mal s tdands in my work Ivalue strorg
penanl monkefdal wlues, I hww how efective orgudntions ao ber ame what evesyrone worls as amember of
the tam.

Itwould be oy plaasue to be ahle to meet with e members ofyous wam to discuss my Qualifations in more detsl,
o moze i ortoetlr to lear mox about kow T ooy make o mpact o accomphisking your orgudzstiomal zals od
meeting staege plovdg obpetives,

Tk yeu foryour tme ol consdemtion

Sincenly,
Tara Mﬂéﬂgr

Tan Michelle Bdyrthe
Encloswre: Resume

@ THE UNIVERSITY OF GEORGIA CAREER CENTER

1785°




Tie the Cover Letter to the Job Description

L
Title B:hav ol douth Courge lor WMarch 6, 2010
e e Ir. Jake Kane
state ™ Program Manager
Touth Villages

Description vouth Vilbges offers the ungque e papen oBache lor el course los Il jakekane @email.com
o =
hands-on e pe mence wth&motiomlly and be hav pRITTETERE D oung

copk
peop Dear Lir. Kane

These positions ope ning up the doors forhigher kvelcounseling positions in
omgancation beginning afte rone year

The vouthCourse lor (Teacher Courselon & the hea ntand soulof our msde ntal
treatment programs. The counselors mam dutes are

= Usecreatr ity and £ourceling skil >\
*  Teachthe young peophk Tecessary (|
= Provde forthe ph.s:aldanl cam

* Helpdesigna Mmt ment plan

. Ip imprese the young pe son's be lavior

\ 4

prepare mawslido is

D RULEA \an-’ﬁ!(lhﬁ -foktesns apes)ls-
i R —

and some who ha

The young people onour res dental campuses have bee n mferred O for
differe ot iasons. Each campis foc wees on diffe ent e fermlbela ""“il“ ;
aToena. 0rs, suk dala nd€alf-laming te ndenc ks e \

many othe rsevam be hayos.

The OTC schedulke rurs ether Sunday- Wedmesday or Ved nesday-Saturda /
Three veelkdays: (MW orA-Fland one veelend day. vouth Counse)fis
spand the nght ona ortwice a vaek on the campus and have addipfinal
respore ibilty forvalking the residents and directing them withthfir moming
outing, The scheduke abo provides courselors with a three g, veekend,
(Plase note: Courselors do not live onthe campuses!.

Efor Youth Villages, a program that focuses on how to “Reach, Teach,
&, hwill call you in a weekto follow-up. Should you nzed to reach me

before then, myoppact information can be found below. Thankyou for yourtime and consideration,

Si

Regqureaments

/ h I’apoor
. mé ina sccialser kes or psychokgy f m 1235unset Terrace

ot kast one year of worling v Ah Lou prefened O Athans, GA 30605

*  Exparence worang wRLTOUbkd ters ina msidentmlsetting &a mu D 706.555.1212

*  The pos tion will n/ob e a daily interaction wRh at-rek, severl; troubkd pkapoor@eamail.com
adokscents
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Making a Impression @

Is the cover letter appealing to the eye?

Are any words mis-peld?

Spelling, grammar and diction count
Consistency is key \ ,
Y

Printed on a neutral color, quality paper. ‘(
Avoid wordiness L

Provide information that is relevant and positive

Quantify & Qualify when possible

Proofread, Proofread!!
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Common Mistakes:

* Misspelling of an organization’s name
* Incorrect personal titles

* Sending to “To whom it may concern”
* Not signing the letter

* Incorrect Business Format

e Writing one letter for multiple positions
e Listing phone # or email you are not at!

* Coming off as:
— Aggressive
— Too familiar, Too Cute or humorous

— Unduly Humble or Desperate

— Excessively flattering

— Preaching — Exaggerating -Bragging
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QUESTIONS??
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