THE COVER LETTER MAKES YOUR FIRST IMPRESSION…….
BE SURE IT SELLS YOU!!!

A cover letter wraps up your package.  Use it for four reasons.

1. To summarize what you have to offer and introduce your resume.

2. To find out information about a prospective employer

3. To contact an employer located in another city

4. To answer an advertisement.

Tips to make the cover letter work.

· Show your individuality, don’t be “cute”, “humorous”, or “familiar”.

· Don’t come across as cocky or too strong.

· Address a specific person by name and title when possible.

· The first 20 words must attract the reader’s interest IMMEDIATELY!

· Tell him or her what you can contribute to the organization.

· Refer to your enclosed resume, it gives supporting facts.

· Use simple, direct grammar.

· It should be neatly typed with appropriate set-up.

· Do not send copies.  Send originals to each prospective employer.

· Proof read it about a thousand times.  An error is guaranteed not to get you the job!

People to ask for help.

· Your guidance Counselor

· English Teacher

· Business Teacher
