
WRITING A COVER LETTER AND RESUME

A step-by-step guide to writing winning resumes and cover letters, including writing tips and techniques, samples and
templates, and what to avoid.

Highlight Your Relevant Qualifications In your cover letter, address the top skills and abilities you have that
match the job description. Before drafting your cover letter, compare your skills with the requirements for the
position. For example, a cover letter is a great place to talk about a career shift , a career break , or to explain
an extended gap in employment. When you are a recent graduate applying for an internship or early in your
career, your cover letter should contain appropriate scenarios that demonstrate your ability to perform the
responsibilities listed in the job description. How to Write a Cover Letter A cover letter typically accompanies
each resume you send out. Explain the details of a particular problem you were key in solving and how exactly
you employed your skills to solve it. Review the job description and try to determine which qualifications
seem to add the most value to the position. Your professional cover letter closing paragraph Your cover letter
closing paragraph should set things in motion, and push the hiring manager toward contacting you. Proof your
cover letter Always proofread your cover letter for errors and have friends and family read through the cover
letter. Be sure to tailor any samples you use to match your own background and the job for which you are
applying. Also see below for more examples. Successful cover letters go something like this: Memorable
introduction Specific, organized examples of relevant work done and problems solved Concise conclusion
with a call to action The rest is up to you. Many employers require cover letters as part of the job application
process. Just make sure the information is complete and correct. When to Write a Cover Letter Even when an
employer does not directly ask for one, be sure to always to send a cover letter. It can be helpful to use Venn
diagrams to brainstorm and find what competencies you want to highlight and what specific experiences you
want to share. What to Include in Your Cover Letter? Review Cover Letter Writing Techniques It makes sense
to devote the necessary time and effort to write an effective, targeted cover letter. A strong cover letter can
make your application stand out from the crowd. B Salutation: Address your cover letter like a professional.


