Letter of Application

Letter of Application

A letter of application accompanies your résumé. As this is the first item your prospective employer will see, it needs to be attractive, accurate, interesting, and persuasive. If your cover letter doesn’t pass muster, the employer may not bother to even look at your résumé.  

TIP: A number of employers I’ve interviewed told me they don’t even consider employees who mail their letters of applications and résumés rather than delivering them in person. Conversely, many employers would be annoyed if you delivered your materials; make sure to get a sense of the company’s philosophy (research the company!). 

Contents:

· Format your letter of application attractively, using a block style, and aligning the address, date, closing, etc., to the left. Format your materials in accordance with the company’s level or formality or main purpose. For example, when you apply for a job that foregrounds creativity and design, you should send correspondence and résumés that suggest your design sense.

· Proofread! In this letter, your mechanics must be flawless: no misspelled words, run-ons, punctuation errors, usage errors, awkward sentence structures, etc.  

· Get to the point. Usually, a cover letter is fairly short (1-2 pages) because employers often get a large number of applicants and do not have time to read long letter. However, if you do have absolutely essential information that you want to include, use subheadings, paragraph breaks, numbered and/or bulleted lists, etc., to make your letter readable and easy to follow.

· Use the active voice (e.g., avoid passive verbs like is, was, were, am, has, have).  

· Be confident. Do not say, “I think I am qualified,” but rather something like “My extensive experience in technical writing qualifies me for the position of  [whatever].”  

· Highlight your skills, aptitudes, and goals in relation to the job being offered.

· Emphasize some the important features of your résumé (particularly if it’s fairly long).

· Demonstrate knowledge of the company at which you’re applying.

· Show what you can do for the company. How will you make a difference?

Assignment:

Write a letter of application tailored to “fit” the employment ad you chose. You may add some fictional qualifications, if you like, but be sure to meet the criteria outlined above. Your letter will be assessed for the following:

· Clarity and sense of audience

· Formatting and design

· Persuasiveness – how well do you “sell” yourself

· Suitability – do your qualifications fit the job?

· Mechanical correctness – No errors.

