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 (
Overview
)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 document will increase the chances of interviewing with the employer.
a. Cover letters should be targeted at a specific position; 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 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: SKIES Staff User Guide: Adding individual attendance for Job Hunter participation.
2. Group Service(s):  SKIES Staff User Guide: Adding group attendance 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

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

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 your document 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 – when you ramble in a conversation, the listener loses interest. The same applies to reading a cover letter – if your writing isn’t direct and to the point, the recruiter will quickly lose interest and may overlook vital statements that would otherwise qualify you 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 any 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 is consistent – a recruiter can (and most definitely will) figure out quickly if you are copying and pasting parts of your qualifications or job duties from other sources – sentence structure and word use are dead giveaways.
vi. Read statements you write out loud. If it doesn’t sound right to you, 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. Your email address should be included in your contact information at the top of your cover letter. If you do not have a professional email address, create one. 
· Hint: Always keep your personal emails separate from your job search correspondence. Less chaos in your mailbox equals quicker response time when employers contact you.
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: Traditional cover letter segment that highlights 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 KSAs (on the left).
· Paragraph Three: closing your letter by informing the employer of your intended next steps. Also thanks them for their consideration and emphasizes your 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.



Trainer Facilitation Steps
1. Handout desk aid Quick Guide: Cover Letter Worksheet to participants.
2. Introduce topic with the following (or similar) statements:
a. View the cover letter as a complimentary enhancement of your résumé. A cover letter allows elaboration on specific achievements, skills and knowledge that make you the ideal candidate for the available position. This is not a throwaway document – the cover letter is used by the recruiter to determine whether you make a screening cut.
b. A cover letter has the layout of a business professional letter. Follow the steps and suggestions (in italics) on the Quick Guide: Cover Letter Worksheet to complete a rough draft cover letter. Keep in mind, the employer prefers a targeted document that is specific to their job listing. This is your opportunity to provide an employer with a brief, detailed story about what you can do for them. 
i. Hint: Be sure not to mimic your résumé by simply using the “copy and paste” technique to create your cover letter statements – the recruiter reads both your résumé and your cover letter. If you want to expand on a short phrase that is on your résumé, this is the place to do that – you are painting a fuller picture for the recruiter.
c. 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 and learn about you that answers the biggest HR question of all “why should I hire this person?”
i. Hint: this means that your cover letter is the final advertising piece that can make or break your candidacy for employment – don’t waste the opportunity to sell yourself effectively.
ii. Make sure that your cover letter is targeted to the job listing and focuses on the main qualifications that the employer is looking for. If you are having problems determining how your Knowledge, Skills and Abilities (KSAs) match up with the employer’s stated needs, use the Quick Guide: Qualifications Comparison Chart to plan your cover letter content.
3. Ask participants how a cover letter sells a job seeker in a different way than a résumé to a recruiter. (Solicit volunteer responses.) 
a. The key here is to get participants to think from the employer’s perspective – how the employer looks for information on their cover letter. By using the Quick Guide: Cover Letter Worksheet – and well written content – their cover letter can move them into the candidate pool – especially when competing against candidates who have not written one or have constructed it poorly. 

4. Introduce this thought: an employer doesn’t know you, what you look like or what you offer their company. Your cover letter should paint a very clear, detailed, professional picture for the recruiter. 
5. Important note to highlight: always target your cover letter to the job opening for which you are applying. A generic cover letter can leave the employer with the impression that you are not really interested in their job opening (lack of effort).
6. Refer to the Quick Guide: Cover Letter Worksheet and walk through each section separately:
a. Why use this chart?
i. Provides format of what should be present in your cover letter. Structured in a business letter style, which is considered standard by recruiters. Has professional appeal and flows coherently through a job seeker’s desire and qualifications for the targeted job listing. 
b. Walk through the contact sections of the worksheet. 
i. The job seeker’s contact information is first. 
ii. If you choose to date your cover letter, this information would be listed after the job seeker’s contact information and before the employer’s contact information.
iii. The employer’s contact information should include the following when possible:
· Contact Name (use Human Resources Team or Hiring Representative if no name is listed in the job posting)
· Title (of a direct contact name – if there is not a direct contact name, skip this step)
· Business Name (the name of the company listing the position)
· Address
· Job Vacancy Number (typically listed on the job posting)
· Example format to use: Re: Job Listing WA1234567
iv. Use one of the following to address the letter personally to the employer. Examples include:
· Dear Sally Smith:
· To Whom It May Concern:
· Dear Human Resources Team:
· Dear Hiring Representative:
c. Walk through the first paragraph section of the worksheet.
i. The first sentence explains how you heard about the position and the title of the position you are applying for.
ii. The second sentence should describe why you are interested in the position and the company.
· An alternate version: The second sentence can describe concisely how you are qualified for the position.
· Hint: Whichever of these sentences you choose to write, it should set up your second paragraph and its content.
d. Walk through the second paragraph sections of the worksheet. 
i. Note for trainer: there are two options for this paragraph. Let participants know up front that you will be covering both options and that they will need to decide which format will work best for: 
· their writing style and, 
· how they wish to exhibit their qualifications.
ii. Paragraph Two Option #1:  Highlight your skills, qualifications, accomplishments, achievements, and the contributions you offer this employer. Be sure to target all these qualities to the employer’s business need.
iii. Paragraph Two Option #2:  Highlight your skills, qualifications, accomplishments, achievements, and the contributions you offer this employer in a “T format.” Compare your qualities to the employer’s business need.
· Qualifications listed by the employer’s desired are in the left side column.
· Trainer’s note: If participants are having problems determining how their KSAs match up with the employer’s stated needs, use the Quick Guide: Qualifications Comparison Chart as an additional reference sheet. Pass it out here if needed by the class. 
· Your qualifications (years of experience, knowledge, skills and accomplishments) that match the employer’s needs listed in the job posting are displayed in the right hand column.
iv. Note: If you choose option #1 and your paragraph is more than 6 sentences, consider splitting them into two paragraphs – it will be easier for the recruiter to read two shorter paragraphs than one dense long paragraph.
e. Walk through the third paragraph section of the worksheet.
i. This is your closing paragraph – list specific information pertaining to your next step – how will you contact them (phone, email, in-person, etc.).
ii. Always thank the employer for their time and consideration – not everyone remembers to do this, and it is a courtesy that the recruiter will certainly appreciate.
iii. Close with an appropriate signature line. Examples include:
· Sincerely,
· Respectfully,
· Best,
· With thanks,
f. At the bottom of the second page of the cover letter worksheet, there is a grey box that contains helpful websites for participants to explore in order to learn more about creating a cover letter, what employers look for in a cover letter, and examples for various types of cover letters (some even geared to specific occupations). The sites listed include:
i. Quick Guides for Seeker  
ii. Career Builder Job Seeker Articles
iii. Cover Letters
7. After reviewing the Quick Guide: Cover Letter Worksheet using step 6 above, allow participants space and time to start rewriting their cover letter in a computer lab or in the resource room. By giving the opportunity for immediate practice, learners are more likely to improve their cover letters on the spot. 
Policy/Mandates informing this training process:
Job Hunter Workshop Series #4022 WIA Guidance Letter; Workshop and Facilitation Standards
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