Step Two:  Creating Your Cover Letter
Directions:  Go to http://www.myfuture.com/toolbox/coverletter_all.html   to find the following information.  When you have completed this assignment, add your Header with your name and date, also include which Hour you are in this class and a page #.  Save and print your work.
 Before You Write (Fill in the following blanks using red as your font color)
     Each cover letter takes  ________________. Here we’ve ______________ some things to keep in mind when preparing to write your cover letter:      
1. Think about yourself and your experiences. Then think about how you would like to   __________  your experience to the organization you’re writing to. Which of your _______________, ____________, ____________ traits and _______________  should this particular organization know about? Brainstorm a list for yourself. Refer to your resume.
My List: (Refer to your resume to do this)


· How did you hear about this  _____________________? If it was through a personal contact, write down the ______________. If through an advertisement, write down _________  and __________  you saw it, and list the specific __________ the ad wants you to include. 
· What do you know about the ______________________ you’re writing to? What ____________________ you to it in the first place? Maybe it’s _______________ (a friend worked there), or maybe you are ___________ with what the organization does or admire their unique work philosophy. Do some ____________________ about the company online or through trade magazines, etc. 
· ____________ are you writing to? It’s always best to write to a real, live _____________ (with __________) if you can, so if you’re not responding to an ad that includes a specific contact, try to look up the name of someone in particular to write to. Be sure to _____ both name and title _______________. If you cannot find a specific person to write to, try “Dear Hiring _________” or “Dear Human _________.” Avoid _______-specific _________ such as “______” and “_________.” 
The Right Format
  _________ people don’t want to read long letters from people they don’t know. The cover letter should be _______ page long, and in ___________business letter format. This means that you may __________  your paragraphs or not – but not indenting gives a bit _______ room. Leave wide margins (minimum 1 inch) and use a clean, ________ font like _________ or Times New _____. Don’t be __________  to use a tiny font just to fit everything on one page; ____ or ____-point type is best. Write clearly and avoid _____________ words at the end of a line.
Compose the Letter
· Paragraph One: The first paragraph is the most ___________. Because it will be the first thing your potential employer reads, it has to make a great _______________. Start out by telling how you ____________ about the job – friend, employee, newsletter, ____________, etc. This is especially important if you’ve been referred by a mutual ______________. For example, if a friend recommended that you write someone he knows at a company, _________ start with “My friend, John Peterson, told me you have a job opening so I thought I would write.” That will not “wow” anyone. Instead, try something like “I was _____________ when my friend, John Peterson, told me there was an opening for an assistant _____________ at your company.” Show a little _____________ and ____________ for the potential employment; then follow this with a few key __________ you have that are ___________________ to the position you’re looking to obtain. 
· Paragraph Two: Here you should ______________ your _________ for the job – skills, talents, accomplishments and personality traits. But don’t go ______________. Only pick the top ___________ talents or characteristics that would make you stand out as a ____________. Your ________+ is there to fill in the details. When writing this, think about how you can _________________ to this company and why your specific skills, talents and ___________________ would be best for the company. 
· Paragraph Three: Describe why you think you’d fit into the company – why it would be a good match. Maybe you like their fast growth, know people who already work there or you’ve always used their products. Companies feel good if the candidate feels some connection to them and has a good understanding of how the company works, even before he or she is hired. 
· Paragraph Four: Mention the ____________ résumé, give them a reason to read it in-depth (e.g., For my _______________ employment history and applicable computer skills, please _____ the included résumé) and ask for an interview. Suggest a time and a way for you to follow up. Make sure you give the reader ways to easily ___________ you. 
Essentials
· Proofread carefully. No __________ are ___________! No __________________, no incorrect ___________, no _____________ errors. _________. Even a ________ mistake indicates ________________ to the employer and may _______________ you before your résumé has been reviewed. If spelling and grammar aren’t your strong points, ask for help. Having a second pair of eyes ___________________ your résumé and cover letter can help you catch mistakes you may have ________________. 
· Write individual letters. _______________ communications are always the way to go, so take the time to __________ each letter to the __________ and __________ to whom you’re writing. “_______” or “________” letters are easily recognizable to ___________ and send the message that you don’t care enough to ____________ them. 
· Appearance counts. Invest in nice stationery. Use “________” size paper (7” x 10 1/2”) if you like, or the standard size (8 1/2” x 11”). Always use a quality printer and send __________, never _____________ or _____________ versions. 
· Forget photos. Unless you’re an aspiring _______ or ________, don’t enclose a ________. It gives the screener one more _________ reason not to call you for the interview. 
· Use simple, clear sentences. Choose every _____________ carefully. Constantly ask yourself, “Is there any way I can say this more __________?” And, “Am I __________________ my ideas to the best of my ability?” 
· Keep copies of your résumé and cover letter. You’ll need to have them handy when you __________ up later. Always keep a supply of _______, ____________ résumés on hand during the process of ____________ for jobs. 
Make Your Cover Letter Stand Out
· Be yourself. A “______________” approach is fine, but each letter should ______________________ your ____________________ and your ___________________. Let it ____________ through. Take __________ in who you are and what you’ve done. The reader is looking for a _________ being, a person who knows what he or she can offer and can _________ it ___________. 
· Clearer expression. Most people come close to expressing what they really want to say but usually _______ the ________. Take the _______ to craft your __________ and ____________ to mean exactly what you intend and you’ll be in great ____________. Ask _______________ to review your letter/résumé to ensure that you’re _____________________ what you want to say. 
· Write in the active tense. Active ________ are the _______ when writing cover letters and résumés. _____________ of saying, “...my best attributes include team play and motivating people,” say “I’m a __________ team player who can _________ people…” The latter promises a go-getter employee – someone who can take _______ instead of waiting to be _______ by the ___________
. 
Common Mistakes
· Writing to a department or title. It’s always best to write to a _______ person with a real title. The __________ to this is when you’re answering an ad and specific contact information is not provided. 
· Using “Dear Sir.” Many cover letter readers are _________. If you cannot get the name and title of someone to write to, it’s safer to use either a job title or generic title like “Dear _______ Resources ________,” or “Dear ________________.” 
· Overusing “I.” It’s okay to refer to yourself, but not in ___________ sentence. Remember to use “______” even more. Show the “you” to whom you are writing that you’re more concerned with _______ his or her needs than meeting your ________. 
· Exaggerating your experience. Don’t “________” anything you say. Be completely ____________ while still presenting yourself in the best possible ___________. 
· Forgetting to give the employer a way to contact you. Never forget to _________ your __________ number or _________ address or both. How will the employer let you know about your upcoming interview if he or she ________ call and _______ you about it? 
· Forgetting to ________ the letter or to _________ your résumé. 
Sample Letter
September 12, 2008

John D. Smith
Human Resources Manager
Mom's Marmalades, Inc.
123 Main Street
New York, NY 10000

Dear Mr. Smith:
I was thrilled when Tom ___________________, a _______________ friend, suggested I write to you about opportunities at Mom’s ______________. As a self-starter who’s already had some strong experience as an _________________, I’m interested in a marketing ____________________ with your company.
I am ________________, _____________________ and like taking _______________. In the past year I have accomplished a lot:
· ___________________ one of only three prizes in school science fair 
· __________________ weekends _____________ years straight as a telephone call center __________________________ 
· ____________________ a small online bookstore that ____________ over $600 in sales in _____________ months 
I’ve always believed in the _______________ of your jams and have enjoyed them since I was _____________ years old. I would love to be a part of the ____________________ foods business, especially at Mom’s Marmalades.
____________, please find a ______________ of my résumé. I will give you a call _____________ week to see if we could set up a time to discuss my becoming a part of your company for the _________________. ___________ free to call me at (212) 555-5555 or send email to _____________________________________.
I look __________________ to speaking with you soon.
___________________,
(Signature)
____________________

Online Cover Letter
With more employers ______________ jobs online, it’s likely you will be faced with ______________________ an online cover letter through email. Generally speaking, an online cover letter should always be used whenever ___________________ to a job posting found online or if specifically requested by the employer. While online cover letters are just as ________________ as print cover letters, and _______________ the same basic rules, they come with some _____________ considerations.
· Online cover letters are shorter. An online cover letter should be _________to ______________ paragraphs and under ____words. The idea is that your cover letter should not be any longer than one _______ in length (the employer should be able to read it in full without having to _______ down his or her screen). 
· Make the most of an email subject line. Don’t just leave the _____ line blank or insert a job ________ unless that’s what you’re ________ to do. Use the subject line to sell yourself. For example, if you’re applying for a sales position, in your subject line say something like “_________Salesperson for Executive Sales position.” 
· Use plain styling. While some email allows special formatting, many will not ________________ specialized _____, _____, ______, boldface text or formatted ________. 
· Email your cover letter to a friend before sending it to your employer. This will give you an _________ to make sure the formatting and content look __________ on the receiving end. 
· Use job-specific keywords. As with online résumés, using ________ keywords will enhance the likelihood that your cover letter and résumé will get ________ in a future database search. 
· Maintain a professional tone. Email is often written more ________. Remember that this is not an email to your _______ or _________ member. _______ using __________, _________, _______ colors, ___________ (happy faces, hearts, etc.), _________ quotes as part of your ___________ or any other everyday email techniques. 
Online Cover Letter Example

Subject Line: Experienced Entrepreneur for Marketing _________ position 
Dear Hiring ____________,
I am writing in response to the job ________ on the Mom’s Marmalades ________ for a _________ internship position in the New York City office. As a self-starter who’s already had some strong ________ as an _____________, I can offer Mom’s Marmalades:
· _______ years’ entrepreneurial experience, including the opening of an online bookstore 
· Computer ___________, including _________ Word, Excel and ___________ 
· Excellent _________ and __________ communication skills 
I’ve always _______ in the quality of ________ jams and have enjoyed them since I was seven years old. I would love to be a part of the specialty foods business, especially at Mom’s Marmalades.
My __________ résumé provides additional information on my _________ and ___________. I look forward to hearing from you as soon as possible to arrange a time for an _____________.
Thank you for your ___________________.

Joe P. __________
777 State Street
New York, NY 10101
joe.higgins@mail.com
Home: 917.333.5555
Cell: 917.555.4444






