SET for Life


COVER LETTERS

	PURPOSE:
	· Cover letters "cover" and enhance your résumé. 

· Act as a "cover" for necessary information not mentioned in your résumé. 

· Personalize your correspondence with an employer. 

· Emphasize the type of employment you are seeking. 

· Explain WHY you have sent the résumé. (Ad in paper, personal contact, etc.) 

· Stress how specific skills match the employer's job. 

· Show the employer that you know something about the company. 

· Make your résumé package complete and professional. 

· GIVE YOU THE COMPETITIVE EDGE!



	FORMAT:
	· Should be typed on quality 8 1/2" x 11" paper – ERROR FREE. 

· Résumé paper and cover letter paper should be same color and quality. Paper color should be in white, off-white, ivory or light gray.

· Address the letter to a decision‑maker; verify name spelling. 

· Brevity is essential, less than one page. 

· First paragraph should state your purpose. 

· Second paragraph should stress what you can contribute. 

· Third paragraph ‑ ASK for the interview.
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