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Training Process: Cover Letter Worksheet
Important Facts About Developing a Cover Letter:
1. First impressions are everything. Résumés are the recruiter’s first screening tool. Cover letters are often used in subsequent screenings. 
2. The well written résumé will increase the chances of interviewing with the employer.
a. Cover letters should target a specific job opening; a generic cover letter often will eliminate a seeker from interview contention. 
b. Provide more in-depth information that really tells the employer more about your knowledge, skills and experiences; your excitement about the position; and why you are the best match for their job listing.
3. A cover letter accompanies every résumé and details what you offer an employer. The look and feel of the cover letter (writing style) will impress the recruiter, but only if the time is invested to assemble a concisely detailed, professional and eye catching document.
4. Keep the employer’s perspective at the forefront of this training segment. It’s not about what the job seeker wants to show employers. It’s about what the employer needs to see detailed in a cover letter that answers the biggest HR question of all “why should I hire this person?”
5. The Cover Letter Worksheet (link below) focuses on the following areas:
a. Document organization: The logical flow (order) of how the job seeker’s information is presented – paragraph by paragraph in standard business letter format. 
b. Writing hints: Grammar and additional resources.
 (
Detailed Steps
)Training Process Aids: 
1. Seeker Services : Adding individual attendance in SKIES for Job Hunter participation.
2. Group Service(s): Adding group attendance in SKIES for Job Hunter participation.
3. Quick Guide: Cover Letter Worksheet: Customer handout that supports this process document.
4. Quintessential Careers (QC) Cover Letter Resources for Job Seekers: Scroll down list to explore issues with résumé development as asked by job seekers and answered by QC staff. 
5. Cover Letter Samples via the About.com website: http://jobsearch.about.com/od/coverlettersamples/a/coverlettsample.htm

Trainer Key Points

Learning objective: Use the Quick Guide: Cover Letter Worksheet to create a cover letter that is professional, concise and targeted for a specific job listing.

The expected outcome of this unit: Improve knowledge of cover letter creation and how to draw the recruiter’s attention to commonalities between their needs and the job seeker’s qualifications. Begin creation of individual documents if time allows. 
Creating a professional and appropriate cover letter is the final foundational piece of constructing a solid advertising packet for a perspective employer. Throughout this 10 to 30-minute training segment, it is vital that you convey the following points: 
1. Job seekers should target their cover letters at all times – this paints a picture of why they are the most qualified and enthusiastic individual for the employer. Tone of the letter must be professional, courteous, concise and fervent.
2. This worksheet identifies specific content techniques that a recruiter’s expects to see in a cover letter. Use this worksheet to plan ways to improve your current cover letter style or build a new targeted document that will get the recruiter’s attention.
a. Writing Style:
i. If the cover letter does not answer the question “why should I hire you?" the recruiter will not see why they should either.
ii. Keep your statements on point – if the writing isn’t direct and to the point, the recruiter will quickly lose interest and may overlook vital statements that would otherwise qualify the applicant as a potential candidate.
iii. Action verbs have a strong impact as the opening word(s) to a sentence. For a detailed listed of action verbs and keywords, visit Résumé Help’s website at http://www.résumé-help.org/résumé_action_words.htm.
iv. Omit statements concerning race, religion, sex, marital status, children, national origin, health or political affiliations – these are typically illegal questions that an employer cannot ask you during an interview.
v. Writing style must be consistent – a recruiter can quickly figure out if parts of the qualifications or job duties are pasted from other sources. Sentence structure and word use are dead giveaways.
vi. Read written statements out loud. If it doesn’t sound right, it won’t read well for the recruiter.
b. Document Organization:
i. This document is in standard business letter format; business letter information at http://businessletterformat.org/
ii. E-email addresses should be included in the contact information at the top of your cover letter. If you do not have a professional email address, create one. 
iii. Your cover letter should be organized in the following fashion:
· Paragraph One: introducing yourself and your intentions to the employer.
· Paragraph Two Option #1: Highlight skills, qualifications, notable achievements, and contributions that align with the employer’s job listing.
· Paragraph Two Option #2: The “T format” chart that lists the employer’s top business needs (on the right) and correlates your Knowledge, Skills and Abilities (KSAs) on the left.
· Paragraph Three: closing your letter by informing the employer of your intended next steps, thanking them for their consideration and emphasizing enthusiasm for the job vacancy.
iv. Should be no longer than one page. 
v. Margins, font, and font size are consistent. Too many changes or uneven content looks sloppy. Think of it as the same way as messy/illegible handwriting on an application.
vi. Your document must be readable. This means:
·  Your font size isn’t too small for the recruiter to easily read (you don’t want them to squint to try to read); no grammar or spelling errors.
· No graphics, page borders, use of color, pictures or anything else that takes away from the main point of your résumé – the content. Must be typed.
· Odor free, stain free, no whiteout and no handwriting on the document other than your signature.
Policy/Mandates Informing this Training Process:
Job Hunter Workshop Series #4022 WIA Guidance Letter; Workshop and Facilitation Standards
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