Format for a covering letter, Tips [1-2]
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«...
When you apply for a job, most employers ask for 2 important documents:

1. ACV orresume
2. A covering letter

Your CV and letter are usually the first impression that an employer has of you.
And because an employer may have hundreds of job applications to consider, you
have about 15 seconds to make sure that first impression is a good one. » [18, 1]

.. WHY YOU NEED A GOOD COVERING LETTER

Your cavering letter must sell your CV, .

Before looking at your CV, an employer usually reads your covering letter. If it is
badly~written, or untidy, or difficult to read, your CV will probably go into the
nearest bin. If it is well-written, attractive, easy to read and persuasive, the emplover
will umto your CV. 118, 1]

[18] (¢) Copyright Josef Essberger 2006. .
http://www.englishciub.co



«...

Your covering letter is a sales letter.

When vou send your CV to apply for a position, you should also include a short
letter. This letter is called a covering letter or cover letter, A covering letter sent with
a CV/resume is known as a letter of application. -

Your letter of application is a sales letter. The product it is selling is your CV.

«...

...» [18, 1]

'he reader of your letier does not want to waste time on unnecessary details. You
should therefore design your letter to be easy to read. It should be short, concise and
relevant, It should not be too formal or complicated. Your letter should:

L
2. say where you learned about the job

3. say why you want the job

4.

5. request an interview ..»[18, 1]

«...

confirm that you are applying for the job

say why you would be a benefit to the company

_—

In the English-speaking world, an emplbyer would usually prefer to receive a letter

of application that is word-processed (that is, produced on a computer and printed),
A hand-wnitten letier could be considered unprofessional.

..»[18,1]
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«...

Here is the typical format for your covering letter:

I.

w

1.

12.

Your address - telephone - fax - email

Put your address and telephone number, fax and/or email address at the top
in the centre OR on the right.

Date

Destination name and address

This is the name of the person to whom you are writing, his/her job title, the
company name and address. This should be the same as on the envelope.
Reference

Any reference number or code given by the employer in their advertisement
or previous letter.

Salutation (Dear . . .)

A letter in English always begins with "Dear...", even if you do not know the
Dersomn.

Subject

The subject of vour letter, which for a job application is normally the Job
Title {for example "Sales Manager").

Body

The letter itself, in 3 to 6 paragraphs

Ending (Yours . . .}

Yours sincerely, Yours faithfully, Yours truly

Your signafure

. Your name

Your first name and surname, for example: Mary Smith, James Kennedy
(Your title) '

If you are using company headed paper, write your Job Title here. If you are
using personal paper, write nothing here,

Enclosures > [18,1]
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«...

«...

Your CV should be word-processed, for several reasons. Firstly, in the English- L
speaking world a hand-written CV would be considered unprofessional. Secondly,
many recruitment agencies and some emplovers like to electronically scan CVs.
Thirdly, it will be much easier for you to update and modify your CV to targetitto a

specific employer.

How many pages?

It is usually best to limit your CV to a maximum of 2 pages. You can usually put
everything you need to get an interview on | or 2 pages. If you put more than this,
the employer has too much to read. In addition, if you put everything in the CV, you
will have nothing new to say at the interview. _»[18, 1]

If you want people to read your CV, your language must be simple and clear:
Use short words and short sentences,

Do not use technical vocabulary, uniess you are sure that the reader will understand
it.

Talk about concrete facts ("I increased sales by 50%"), not abstract ideas ("I was
responsible for a considerable improvement in our market position").

Use verbs in the active voice ("] organised this exhibition™), not passive voice ("This
exhibition was organised by me").

...» [18, 1]
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«..

«...

«...

Certain words are used frequently by recruiters in their job descriptions. You can ‘
study recruiters' advertisements and job descriptions and try to use these words in —
your CV and covering letter.

The most powerful words are verbs. And the most powerful verbs are action verbs.
(Action verbs describe dynamic activity, not state).

So you should use plenty of action verbs matched to your skills, and use them in the
active form, not the passive form. Which of these two sentences do you think is the
more powertul?

Active form: | increased sales by 100%.
Passive form: Sales were increased by 100%. | » [18, 1]

Tips

tip 1: Use design that attracts attention
Employers don't have time to read through each of your job descriptions to see if
you have the skills they need. The design of your CV must do it for them. 18, 1]

tip 2: Match your headings to the job

Use a job title and skill headings that match the job you want. If you use unrelated
Jjob titles or skills, employers will automatically think that you are not right for the
jmhm ...»[18, 1]
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«...

tip 9: Create the right image for the salary

Use language that creates the right image for the level of job and salary you want.
Position yourself at the appropriate level. The language you use will immediately
influence an employer’s perception of you. '

tip 10: Target the job

You will have more success if vou adjust your CV and cover letter for the specific
skills an employer is seeking, This means that you would write one CV for one
particular job and a different, modified, CV for another job. You "re-package"
yourself. In that way, an employer will see immediately that you correspond to the
job description. Tt is not dishonest to "re-package" yourself. You are simply
presenting yourself and your skills in the best light for a particular employer.

tip 11; Solve your employer's (hidden) needs

Your CV and cover letter should show how you can solve the employer's problems
and needs. And in addition to the gkills or needs shown in a job advertisement, an
employer may have other needs. You should identify these additional needs and
show how you can satlsfytl}%tr?] But concentrate first on the needs listed in the

job description. e
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