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For personalized assistance, visit the Employment Resource Centre,

845 King Street, Midland, ON

Telephone 705-528-0845  Fax 705-528-0846

Or check our website at www.ymca-employment-services.ca

Developed by Midland YMCA Employment Resource Centre

for use in conjunction with our services
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So you want to find a job.  By now you have drafted your resume and are ready to approach employers.  Why bother with a cover letter?  Here are some reasons:

· Employers are busy and receive many resumes – the cover letter is a good way to personalize your initial contact

· Use of a cover letter indicates that you are serious, thorough and professional in your job search

· It will introduce your resume and give the employer some GOOD REASONS to give it close attention.

· It will demonstrate an aspect of your personality that the resume will not

· It will communicate HOW you see yourself benefiting a specific employer

· It is an easy way for you to stand out from other applicants

Your resume works as an ‘Employability Fact Sheet’ and the cover letter acts as ‘Gift Wrap’ for your resume and should explain why you should be considered.
Many people make the mistake of creating a basic letter to be copied for many employers. You will gain much impact by addressing each letter to the person who should review your qualifications.  Always try to obtain a name.  

Many people are not comfortable to state that they will follow-up to arrange a personal meeting.  Remember your actions are designed to be helpful to the employer – you may follow up to ask if they have had time to review it.  ‘If you are interested, please call me’, is not a very positive way to show your interest!

Here are some guidelines:

· Show what you know about the company and their product/service

· Explain what prompted you to write this letter (job ad or other reason)

· Express enthusiasm and interest in this type of industry

· Project warmth and friendliness

· Stand out by describing specific skills or talents that relate to the job

· Be specific about the area you can work in

· Take the initiative for the next step

· [image: image5.wmf]Be brief – a one page letter

The letter should draw attention to you and what you can do for the employer.  It represents a courteous form of communication between both parties.  Review the examples in this package to see how others did it.

Sam Jones

101 Galloway Street

Midland, ON  L4R 4L3

705-526-1234
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June 5, 2002

Tom Smith – Manager

Restaurant St.Monique

P.O. Box 512

Midland, ON

L4R 4K5

Dear Mr. Smith:

I am writing to express my interest in obtaining a summer job as Server with your restaurant.   Your company is very busy during the summer season with special events and tourists so I thought you might consider me a valued new employee.

The area of hospitality is one where I plan to direct my future career.  Already I offer these skills:

· Dedicated to customer service

· Knowledge of banquets and table settings

· Responsible and strong math skills

· Cash handling experience

· Friendly and outgoing

I am totally available for working a variety of hours during the summer season.  If you need someone who will help in the kitchen with other tasks you will find me to willingly adapt and pitch in.

Please expect a follow-up call, as I would like to introduce myself and discuss your needs in more detail.

Yours truly,

Sam Jones

Attached:  resume

Sally Jones

101 Galloway Street

Midland, ON  L4R 4L3

705-526-1234
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June 1, 2002

Mr. Tom Smith – Manager

Handy Hardware

123 Yonge Street

Midland, ON

L4R 5Y3

Dear Mr. Smith:

Please accept this letter and resume as application for the position of Garden Centre Worker.  The Job Bank posted an ad indicating that you require summer workers.

I believe myself to be an outstanding fit for this position.  Your ad indicated the need for someone who is organized, provides excellent customer service, with cash handling and computer experience.  In addition, I am experienced with plants, yard and garden equipment and I enjoy outdoor tasks.  

Please call me anytime for an interview, however, I would like to follow up this letter myself with a telephone call to confirm that you have received my application.  A further discussion about your store and the garden centre at your convenience would be desirable.  Thank you in advance.

Yours truly,

Sally Jones

Attachment

Tom Smith

524 King Street

Midland, ON

L4R 5K3


705-526-1234

June 5, 2002

Mrs. Sally Jones – Customer Service Supervisor

YWCA of Midland

P.O. Box 488 Little Lake Park

Midland, ON

L4R 4K3

Dear Mrs. Jones:

I am writing to apply for the position of Customer Service, which was advertised in the Free Press Newspaper.

The YWCA is a place where I enjoyed various programs and services including the excellent swimming pool.  Therefore, it would please me to be considered for this position.  I would apply my skills in the areas of customer service, computer information retrieval, routine use of office equipment to benefit the YWCA and its members.  A fast-paced environment is one that would energize me and would allow me to grow and serve a community non-profit organization.  My attached resume will elaborate on the exact nature of my work experience and education.

Please consider granting me a personal interview.  I shall call you to inquire if there is any action I can take in preparation for such an interview and to see if you have a time spot for me.  Thank you for considering my qualifications.

Sincerely,

Tom Smith

Your Name

Your Complete Address and phone number 

Date:

Name/Job Title of Manager

Full Company Name

Dear Mr./Mrs:

Opening Paragraph

Second Paragraph

Third/Closing Paragraph

Yours truly or similar

Your Signature

Your typed name

Personal Checklist

· Job applicant information matches that on the resume

· The fonts on the letter match the resume and compliment the resume

· Letter is addressed to a specific individual

· Full company particulars were obtained for addressing the letter

· Letter starts with a current date

· Letter is divided into paragraphs that are easy to identify

· Letter includes a clear: 

· Reason for writing, and

· Reason why you should be considered, and

· Indication that your resume accompanies this letter, and

· Request for an interview or personal meeting, or

· Indication of what the next contact between you will be, and

· Your signature

· Applicant has identified relevant information for this employer

· Portrays self in positive light

· Grammar and spelling are PERFECT

· Saved on diskette or hard drive

Please review other Student Reference Packages


Student Resume Package


Student Interview Tips


Student Job Search Guide


Student Volunteer Opportunities

Good luck, but if you need any special assistance, please ASK US!
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