Cover Letter Tips

· Address the letter to a specific individual if you can. If you are not sure to whom to address it, contact the company to find out the name of the hiring official.  Verify the spelling of his or her name and the correct title.  If a name is not available you may address your letter to the position (i.e. Dear Personnel Director,  Dear Manager, or Dear Selection Committee).  Do not use To Whom it May Concern or Dear Madam or Dear Sir. 

· Use matching paper for your resume, cover letter, and envelope. 

· Customize your letter for each resume sent out. Make sure your cover letter contains the keywords the employer mentions in the job posting.  Also, try to address each skill mentioned in the posting, explaining how your experience relates to what they are looking for.

· The tone of the letter should be positive and confident. However, try not to start each sentence with “I.”

· Always remember to sign your letters with blue or black ink. 

· Avoid negativity, boasting, exaggeration, insincerity, and inconsistency. 

· Show enthusiasm and creativity through your writing style. 

· The cover letter should be no more than one page with one inch margins on all sides.  Stay on point with what the employer is seeking in a candidate. 

· Make sure there are no errors in spelling, grammar, or punctuation.  Have a professor, a colleague or classmate read your correspondence before it goes out.  In addition you can make an appointment with the Career Services Manager to have your resume and cover letters reviewed. 

· Keep a copy for your records.
