Cover Letters
If the job advert says please send your CV and COVER LETTER to apply, make sure you include one!

Many employers in this current economic time receive huge amounts of applications for just one job. When they are confronted with 50 – 100 applications, they do not have time to read them all in great detail and will look for ways to cut this number down.

One of the easiest ways to do this is to get rid of any applications that DO NOT have a cover letter included. You might think this is a little harsh but it is the reality of the current labour market. 

SO if an employer says on an advert include a cover letter, make sure YOU DO IT!
Do’s and Don’ts: 
DO use the right font size and type. 
Acceptable size is 11 or 12 

Acceptable type is Ariel, Times New Roman, Verdana or any font that is clear. 

DO make sure you proof read at least twice.  Get two other people to also check.
If there are any spelling /grammar mistakes in your letter, it is almost a guarantee that you will not hear back from the job you are applying for. 

DO use the internet to look at further examples.
DON’T put the wrong employer name on your letter! 
There is nothing more frustrating than when, as an employer, you receive a cover letter addressed to the wrong employer because the person applying may have sent many applications and they forgot to change the name.  Again, you will probably not hear from this job. 

DON’T begin all your paragraphs with “I”.
Try not to use too many sentences beginning with “I feel” or “I believe”.  If you can avoid using this it will make your letter sound more professional. 

Try using sentences like: 

o “The skills I have gained….” 

o “People tell me that….” 

o “The last position I held helped me gain skills in….” 

How to put a Cover Letter together: 
Opening paragraph: 
· Why you are writing 

· Position you are applying for, or type of work you are seeking 

· Referral source (eg. Newspaper, 'Jobs Bulletin', friends etc) 

Second and third paragraphs: 
· Why you want the job 

· Relevant qualifications 

· Specific skills 

· Relevant experience 

· Match your skills to the job/organisation 

Closing paragraph 
· Confident 

· Positive 

· Thank you 

Yours sincerely (six lines) 

Your name 
