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The cover letter and the resume go hand-in-hand when canvassing your area in search of a job opportunity.

There are four important facts to remember when writing a cover letter to accompany your resume.  

First:  Your resume and cover letter should compliment each other.


You should be writing a separate cover letter for each of the jobs that you are applying for.  Your cover letter should indicate the important and relevant information on the resume to each particular employer.  The cover letter should demonstrate qualities and work traits you want to portray to the prospective employer.

Second:  Proofread your cover letter just as closely as you do your resume.


Grammatical, spelling, or sentence structure errors can negatively affect the first impression that you are trying to create with the employer.  Read and re-read your cover letter before it is sent.  Ask another person to proofread your letter for you.  Do not rely on spell check.  This will not catch words that are spelled correctly but used in the wrong context, for example there, their, they’re.

Third:  Use your cover letter to sell yourself to the prospective employer.


The purpose of the cover letter and the resume is to attain an interview.  You want to showcase not only your past experience, but also your written communication skills.  Your cover letter should capture the readers attention, peak their interest, make your pitch, provide information on your ability to work in the particular position you are applying for, and wrap it up.

Fourth:  Be persistent without being a pest.


Include accurate contact information in your cover letter.  Also indicate that you will follow up the letter with a phone call in about a week.  Give the employer a chance to receive the letter and read through it.  Research the company prior to sending the letter and include the name of the hiring representative.  Try to include a relevant piece of information about the company and/or the specific position that they are trying to fill.  Don’t throw in obscure facts that don’t relate to the position just to show that you know something about the company.

Follow the above suggestions and you should be well on your way to writing a cover letter that will impress prospective employers.  

