SET for Life


COVER LETTER TIPS

1. Send a typed original cover letter with your résumé when you are applying for a job. Never send a form or photocopied letter or a handwritten one.

2. Address the letter to a specific individual, if at all possible. If it's a local company, call to request the name of the person responsible for hiring. Next best: indicate a specific job title, such as Director of Editorial Services rather than Personnel. The proper salutation in that case is either "To the Director of Editorial Services" or "Dear Sir or Madam."

3. Sound upbeat and confident ‑ the reader should want to read your résumé after seeing your letter. Use the active voice ‑ business letters need not be deadly to be cordial and correct.

4. Tailor your letter to the needs of the organization and the requirements of the position. Want ads, job announcements and organization literature offer clues about what to emphasize.

5. State the position for which you are applying and point up your relevant qualifications. Refer to your résumé, but don't repeat its contents.

6. It is not necessary to state your intention to follow up after a certain period of time, especially if long‑distance expenses are involved. You can always follow up if you haven't had a reply within two weeks from any local organization you've written to, and three weeks from a national one.
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