CREATE SHORT, CLEAR COVER LETTERS
Create a customized cover letter with each resume you send out. Your cover letter may make the difference between obtaining a job interview and having your resume ignored. 
Personalize your letter. If you can, address it to the individual responsible for hiring. If you need to, make a phone call to find out the hiring manager’s name.

Write simply and clearly. Get right to the point and write short, targeted letters. Each letter should be no more than one page. Each paragraph should contain two or three sentences, at most.  You cover letter should explain that you are applying for a position and that your application and supporting resume are enclosed. 
Target your cover letter. Take the job posting and list the criteria the employer is looking for. Then list the skills and experience you have. Either address how your skills match the job in paragraph form or list the criteria and your qualifications. 

Do not rewrite everything that’s in your resume. Your cover letter should complement, not duplicate your resume. 
Spell check and proofread. Then ask someone else to read your letter and resume before you send it. It is easy miss mistakes in your own writing. Your cover letter must be perfect: typos, poor printing, and misspellings will imply that you don't care.
THE PARTS OF THE COVER LETTER
Contact Information
The first section of a written or uploaded cover letter should include your contact information:
           Your name, address, most reliable phone number, email address
Employer contact information
List the company’s information (name and address of company, contact name)  
Salutation
Include an appropriate salutation at the beginning of the cover letter or message. If you have a contact person for your letter, be sure to include their name in your letter. 

Body of letter
The body of your cover letter lets the employer know what position you are applying for, why the employer should select you for an interview, and how you will follow-up. Include:
· First Paragraph - Why you are writing

· Middle Paragraphs - What you have to offer the employer (be specific)
· Final Paragraph - How you will follow-up
Closure
Sign off professionally.  Leave a space for your signature and type your name underneath.

[Your name]
[Street address}
[City, State, code]
[Most reliable  phone number]
[Email address]

[Date]
 MACROBUTTON  DoFieldClick [Recipient Name]
 MACROBUTTON  DoFieldClick [Title]
[company Name]

 MACROBUTTON  DoFieldClick [Street Address]
 MACROBUTTON  DoFieldClick [City, ST  ZIP Code]
 MACROBUTTON  DoFieldClick [Recipient Name]:
I am responding to your job listing for a ____________ position. I feel my skills of _______ and _________ fit this position. I have attached my resume for your review.

I would like to discuss opportunities with your company. The best way to reach me is by ______________  between  MACROBUTTON  DoFieldClick [earliest time available] and  MACROBUTTON  DoFieldClick [latest time available]. 

Sincerely,

[Your written signature]

[Your name]




   TEAMCORPS JOB MONSTER PAGE

Retail:  Seeking cashiers, stockpersons, window designers, and personal shoppers for clothing stores, food stores, and convenience stores.   Reply to Jonas McDougal, Human Resources Director at WeHireMatherStudents,111 Moneybags Ave, Suite 210, Chicago, Il  60627

Fliers and PR people needed to expand our business.  If you can wear a costume and hand out paper, you should apply for this job.  Reply to Jonas McDougal, Human Resources Director, at WeHireMatherStudents,111 Moneybags Ave, Suite 210, Chicago, Il  60627

Secretarial/Receptionist: Answer phones, do simple data entry, file papers in our busy fast-paced office.  Skills in Word, Excel, and Works preferred. Reply to Jonas McDougal, Human Resources Director, at WeHireMatherStudents,111 Moneybags Ave, Suite 210, Chicago, Il  60627

Food Service:  Cashiers, cooks, hostesses, waiters needed for our catering company. Reply to Jonas McDougal, Human Resources Director, at WeHireMatherStudents,111 Moneybags Ave, Suite 210, Chicago, Il  60627

Construction/housepainters:  Needed for rehabbing foreclosed houses, as well as new construction. Reply to Jonas McDougal, Human Resources Director, at WeHireMatherStudents,111 Moneybags Ave, Suite 210, Chicago, Il  60627

Summer camp Counselors:  Must have experience work with children and be extremely safety-minded.   Must be able to be outdoors for 6 hours a day, and be fun and creative. Reply to Jonas McDougal, Human Resources Director, at WeHireMatherStudents,111 Moneybags Ave, Suite 210, Chicago, Il  60627
Kayak/canoe/fishing guides/customer service:  Got an outdoor skill you can share with others?  Must have experience working with groups. Reply to Jonas McDougal, Human Resources Director, at WeHireMatherStudents,111 Moneybags Ave, Suite 210, Chicago, Il  60627
Medical records assistant:  Data entry, filing, some office work. Reply to Jonas McDougal, Human Resources Director, at WeHireMatherStudents,111 Moneybags Ave, Suite 210, Chicago, Il  60627
Entry Level Computer tech:  Hardware repair, software installation, data entry. Reply to Jonas McDougal, Human Resources Director, at WeHireMatherStudents,111 Moneybags Ave, Suite 210, Chicago, Il  60627
Delivery person:  Have a reliable car and insurance?  Come deliver groceries, clothing, fast food for a great wage and tips. Reply to Jonas McDougal, Human Resources Director, at WeHireMatherStudents,111 Moneybags Ave, Suite 210, Chicago, Il  60627

Senior Center/Hospital Assistant:  Seeking caring individuals to make daily visits to patients, deliver meals, provide general comfort, talk to family members. Reply to Jonas McDougal, Human Resources Director, at WeHireMatherStudents,111 Moneybags Ave, Suite 210, Chicago, Il  60627
Babysitters:  Must have experience and references working with children.  Full and part time positions available. Reply to Jonas McDougal, Human Resources Director, at WeHireMatherStudents,111 Moneybags Ave, Suite 210, Chicago, Il  60627 
Theatre Arts:  Stage crew, setbuilding, ushers and box office. Reply to Jonas McDougal, Human Resources Director, at WeHireMatherStudents,111 Moneybags Ave, Suite 210, Chicago, Il  60627
Gallery Assistant/visual art design:  Help set up events, general office work, and make invitations. Reply to Jonas McDougal, Human Resources Director, at WeHireMatherStudents,111 Moneybags Ave, Suite 210, Chicago, Il  60627
Dogwalker/Housesitter:  Must have experience with dogs and cats.  Daily walks, feeding, play.  Opportunities for overnight housesitting as well. Reply to Jonas McDougal, Human Resources Director, at WeHireMatherStudents,111 Moneybags Ave, Suite 210, Chicago, Il  60627

