Tips and Tricks to Submitting a Successful 

Cover Letter
Should you write a cover letter? Absolutely. Covers provide a glimpse into your writing style, priorities, understanding of the position you are applying for, and the level of homework you have done on the company of your interest. 
Top 10 Absolutes to Writing a Great Cover Letter
1) Always do your homework BEFORE writing your cover – go to the company website and look through their history, projects, benefits, training programs, and mission statement. Make sure these are a fit for you, or don’t bother submitting at all. If they are, then reflect some of that information back in your cover, so the reader knows you’ve done more than the usual applicant.

2) Shorter is better. More than 200 words is overkill. 

3) Include your name, address, phone, and email on the cover letter.

4) Address the letter to a person, if possible. Not essential, but a difference maker. Look online or call the main switchboard of the company to ask the recruiting manager’s or hiring manager’s name – remember to get the spelling - then address your letter to that person. Don’t say “Dear Right Honorable Gentlemen/Ladies” or “To Whom it May Concern” – do some homework.

5) Use a 3-tiered approach in organizing your thoughts – 1. Tell why you are applying, (where you learned of the opening, what specific position you are interested in).  2. Mention a strength of your background and how it ties into the position requirements and/or the values and strengths of the company. 3. Say thanks and goodbye.
6) Do NOT restate verbatim what is already stated in your resume. This wastes the time of your reader and insults his/her intelligence.
7) Do NOT mention how you are obviously a perfect fit for the position requirements. That’s not your call.
8) Do NOT say that you will call next week to follow up and set up an interview. This is pushy. Recruiters or hiring managers will call if they see you as a fit. Let your resume and cover speak on their own. Just say thanks for the time and ask them to contact you at their convenience – leave your cell phone number under your name.
9) Proof Reed!








10)  Proof Read!

