What is the Purpose of a Cover Letter?

A cover or covering letter accompanies your resumé when you apply for a job. Where a resumé may be considered generic enough to use for several jobs, a cover letter is very specific and tailored to each job you apply for. The cover letter introduces you to a prospective employer and should make him or her interested enough to grant you an interview.
The cover letter includes the standard format of a greeting, an introductory paragraph, a supporting paragraph, a closing or summary paragraph, and a signature closing. It gives you the opportunity to highlight the skills in your resumé that are especially relevant to the job.
In the cover letter, you want to:
· Grab an employer's attention - this is the first step to having your letter read
· Get the employer interested enough to read the entire letter
· Address your letter specifically to the person in charge. Researching that information instead of addressing your letter "To Whom it may concern" shows initiative
· Interest the employer enough to continue on to your resumé by specifically pointing out why you are perfect for the job
· Make the employer want to know more about you. Provide information about how, where, and when you can be contacted
· Remember that the last lines leave a lasting impression - make them as strong as the first impression
· Tailor your letter to match the duties and qualifications of the job. Show that you have done your homework and that you know the employer's priorities and concerns
· Write a different letter for each application. It can have the same format and some similar information but each letter must match each job you apply for
· Convey your enthusiasm and commitment - balance warmth with professionalism
· Present something unique about yourself
· Stay brief and focused - keep it to one page
· It must be perfect - have someone edit for spelling and grammatical errors
Remember:
A cover letter allows you to highlight specific skills. It can also convince prospective employers that you are so fantastic, they must meet you to see if this example of perfection really exists. A cover letter adds to the WOW factor and makes you stand out from the crowd.
Instructions
1. Read the five advertisements on my website.
2. Select one advertisement to which you would like to respond.
3. For your selection, write a cover letter. Use real information from your resumé and tailor a cover letter to highlight your specific skills and experience that match the job descriptions. Your cover letter must be typed.
4. Hint: Need an example of a cover letter? See Cover Letter Sample below.
5. Option: If you would rather reply to an advertisement from your local paper or a job advertised on a website, you must include a copy of the ad with your finished cover letter. Your teacher will want to see that you have responded to a specific job with a particular set of skills.
Jane Doe

5555 Somewhere Street

Little City, BC
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Jefferson Smith 

Manager Snazzy Sports

555 A Different Street

Little City, BC
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September 30, 2015

Dear Mr. Smith,

Re: Part-time Sales Associate

I am writing in response to the ad you placed in Saturday’s Little City newspaper, advertising for a part-time sales associate at your new sports store in Little City.

The wide variety of skills I have gained from my work and volunteer experience would make me a definite asset to your sales staff. During my co-op position at Sam’s Sporting Goods, I developed customer services skills while promoting all the equipment and gear that I truly believe in. I excelled at working with others in a fast-paced, retail environment while rapidly increasing my product knowledge. Twice in a six-month work term, I was awarded employee of the month based on my excellent sales record and customer feedback. My problem solving, organizational skills, and quick thinking would make be a valued addition to your team. 

Thank you for taking the time to review my application. I will call you within the week to check on the status of this position. Thank you again for considering me for this exciting opportunity.

Sincerely,

Jane Doe

604-555-5555 
