%
L]
S
>
ia
L]
0
aa
L]
L]
ha
<
O
<
O
%
-

COVER LETTER

An often overlooked part of the job search process is the “cover letter,” yet a cover letter is more than likely
the first contact you will have with a potential employer. The firstimpression you create may determine
whether or not an organization even glances at your resume. While many job searchers spend considerable
time and effort on their resume, surprisingly few dedicate a similar amount of time to the cover letter. In
today’s competitive job market, numerous employers have reported that they find well-written cover letters to
be more important to granting interviews and offering jobs than the resume.

There are two types of cover letters:

o Letter of Application - This is written when you are applying for a specific position that you know is open
within an organization.

¢ Letter of Inquiry - This is written when you are contacting an organization to inquire about possible openings
and you are uncertain if any exist.

* Either of these two types can also be a referral letter. This means that someone suggested you write a

letter to an organization and include his/her name. Remember, make sure you have permission to use
that person’s name, and make sure that that person’s name will mean something to the organization
which receives your letter.

CONTENT OF A COVER LETTER

Regardless of what type of cover letter you are writing, the basic format is the same. Use the formula below as a
general guideline for all cover letters.

I.  Opening paragraph
¢ Expresses your interest in the organization and focuses on it
¢ Tells where you heard about the organization or position
¢ Demonstrates your knowledge of the organization or field
Il. Body
¢ Highlights a few major points of your background
¢ Focuses on you
¢ lllustrates how your qualifications match their needs
lll. Closing
¢ Summarizes how you would fit the organization
¢ Requests action. Asks for an interview or an application
¢ Suggests a date that you will call to follow up (Make sure to follow up during that period.)

GUIDELINES

¢ Personalize each letter. Think in terms of quality and not of quantity. Show the employer you have done
research on the company and are not just doing a mass mailing. Generic or form letters have less chance of
getting you an interview.

¢ Keep it short and to the point. Remember, an employer may have to read through hundreds of cover letters
and doesn’t want to read a tremendously wordy letter.

¢ Make sure your letter has no grammar or spelling errors. Employers regularly mention that these errors create
a poor first impression.

¢ Try to address your letter to a specific person, even if it means calling the organization to get that information.
Avoid opening phrases, such as “To whom it may concern,” “Dear Gentlemen” or “Dear Sirs.”

¢ Avoid being overly humorous or pushy.

¢ Keep a copy of all your cover letters for future reference.

For additional examples of cover letters, check the Career Services Office’s
Career Reference Library, Penland Building, Room 107.
http://www.usca.edu/careers

USC Aiken provides affirmative action and adheres to the principle of equa educational and employment opportunity without regard to race, color, religion, sex, creed, national origin, age,
disability or veteran status. This policy extends to al programs and activities supported by the university. Any person who feels they qualify for specia accomodations due to a physical,
learning, or psychological disability should contact the Office of Disability Services at (803) 641-3626 for a free confidential interview. If you need this form in an aternative format,
please contact Kay Benitez (or whoever your contact person is at the phone and email address of that person).
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