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COVERING LETTER
The CV is always accompanied by a well thought out and targeted covering letter.

The covering letter should generate interest and motivate the employer to want to know more about you. 

The covering letter can be a major determinant of success and is particularly critical for speculative applications.

Always personalise your letter by sending it to a named person rather than "Dear Sir / Madam". The letter stands a much better chance especially with speculative applications.

The covering letter must present your unique selling points in a creative and interesting way. The key to success is to practice, to get impartial advice and to be flexible. Be prepared to change the CV to ensure it hits the target and gives you the best chance to secure an interview and always send it with a first class stamp of course! 

What information is needed and how should it be laid out ? 

· Use only one side of A4 and limit the letter to three or four paragraphs. 

· Use same font size as your CV.

Break the letter down into sections and ensure you cover the 4 'Ws'.

· What job are you applying for? State the job title (quoting any references numbers) that you are applying for, where you heard about it (website, newspaper, careers service). For example "I am responding to the vacancy for a graduate trainee in your marketing division which I saw advertised in the "Times" newspaper of 3rd June 2005(Your reference 6784/05).
· What are you offering? Highlight your main selling points, for example key skills, qualifications and/or experience that you describe in more detail in your CV. Ensure that you are addressing the employer's key criteria, be positive about your skills and use power words to add impact. Tell them what you can bring to the company!!! 

· Why do you want to work in that sector and specifically for this organisation? Outline why you are interested in this job/sector and in this specific company. Relate your particular interests and skills to the needs of the role and this Company in particular. Provide evidence of your commitment / interest in the sector (e.g. professional association membership, any relevant periodicals you read or any sector experience you possess). Show that your choice has been carefully made. You know where you want to go.

· When are you available for interview? Finally in this section mention your availability for interview and employment. If writing speculatively you may wish when you propose to follow up the approach. Remember to conclude positively and enthusiastically.
Outline
                                                                                                             Your address

                                                                                                             Date

Title/name  
Employer 

Address 
City, State, Area Code

Dear Mr./Ms. last name of contact person: 

First Paragraph : Tell why you are writing; name the position for which you are applying, and tell how you heard of this opening. State why you are interested in working for this employer. If you have lived in the area or know it well, mention this. Specify your interests in the type of work the firm does. Describe what is particularly appealing to you about the employer. 

Second Paragraph : If you have had experience, courses, publications or clinic experience, be sure to point out what particular achievements you have accomplished in the employer's field or type of work. Indicate why you are qualified for the job. Emphasize pertinent items on your resume; add information that is not specifically mentioned on your resume. Include information that is pertinent to the job for which you are applying. 

Third Paragraph: Have an appropriate closing to pave the way for an interview. Indicate your willingness to interview personally by stating when you will be in the area or by offering to make yourself available at the employer's convenience. You may wish to indicate that you will call the employer's office within a specific week to try and schedule an interview. Thank the employer for his/her consideration. 

Sincerely, 

(leave 4 blank lines for signature) 

Your Name (typed)

Sample Cover Letter 


Dear Ms. Employer: 

Please consider the enclosed copy of my resume an application for the position of law clerk with your firm. I learned from the Career Services Office that you plan to hire a first-year law student next summer. I was pleased to discover that your firm practices in the area of construction law because that area is of particular interest to me. 

As the assistant office manager for Longfellow Construction Company, I was involved with some construction law issues. I find this practice area fascinating and would like to learn more about it, as well as the other practice areas of your firm. I enjoy researching and writing, as evidenced by my involvement with the school newspaper. I feel this trait would be an asset to your firm. 

I am extremely interested in the summer law clerk position with your firm and would appreciate the opportunity to further discuss this matter during an interview. I can interview at your convenience. I look forward to hearing from you soon. 

Sincerely, 

Fredrick Firstyear 

Summer Clerkship Cover Letter 
Dear Mr. Employer: 

Please consider the enclosed copy of my resume an application for the position of law clerk with your firm. I learned from Professional Development that you plan to hire a first-year law student next summer. I was pleased to discover that your firm practices in the area of municipal law because that area is of particular interest to me. 

As an intern for the City of Indianapolis during college, I helped create and evaluate the city-wide facility needs assessment survey. Participating in this survey gave me a greater understanding of the Indianapolis community even though I have lived in the city all my life. 

I am very interested in this position and would appreciate the opportunity to further discuss this matter during an interview. I will be in Indianapolis over the mid-winter break, December 15 through January 9, and can interview at your convenience. I look forward to hearing from you in the near future. 

Sincerely, 

Philip B. Firstyear 

Sample thank you letter

Dear Ms. Employer: 

Thank you for meeting with me regarding employment opportunities with your firm. I was especially excited to learn that the firm has such an extensive practice in construction law. This knowledge has certainly enhanced my interest in Hammer, Wrench & Saw. 

I would be pleased to provide any further information to help your firm reach a positive decision regarding my employment. Thank you again for your consideration. I look forward to hearing from you. 

Sincerely, 


Philip Firstyear 

Action Verbs to Enhance Your Resume

	accomplished 
	led 
	presided 
	reported 
	stressed 

	achieved 
	litigated 
	prevented 
	represented 
	structured 

	addressed 
	lobbied 
	printed 
	requested 
	studied 

	arbitrated 
	localized 
	prioritized 
	researched 
	submitted 

	arranged 
	maintained 
	probed 
	resolved 
	substantiated 

	attained 
	managed 
	processed 
	responded 
	substituted 

	authored 
	marketed 
	procured 
	restored 
	suggested 

	clarified 
	maximized 
	produced 
	restructured 
	summarized 

	collaborated 
	measured 
	profiled 
	resulted 
	superseded 

	collected 
	mediated 
	programmed 
	retained 
	supervised 

	convinced 
	merged 
	projected 
	retrieved 
	supplied 

	corresponded 
	minimized 
	promoted 
	revamped 
	supported 

	counseled 
	modeled 
	prompted 
	revealed 
	surpassed 

	created 
	moderated 
	proposed 
	reversed 
	surveyed 

	critiqued 
	modernized 
	proved 
	reviewed 
	synchronized 

	cultivated 
	modified 
	provided 
	revised 
	synthesized 

	developed 
	monitored 
	publicized 
	revitalized 
	systematized 

	devised 
	motivated 
	published 
	rewarded 
	tabulated 

	directed 
	moved 
	purchased 
	safeguarded 
	tailored 

	doubled 
	multiplied 
	pursued 
	salvaged 
	targeted 

	drafted 
	named 
	quantified 
	saved 
	taught 

	earned 
	narrated 
	quoted 
	scheduled 
	terminated 

	edited 
	negotiated 
	raised 
	screened 
	tested 

	evaluated 
	nurtured 
	ranked 
	secured 
	testified 

	examined 
	observed 
	rated 
	segmented 
	tightened 

	exceeded 
	obtained 
	reacted 
	selected 
	traced 

	expanded 
	offered 
	read 
	separated 
	traded 

	expedited 
	offset 
	received 
	served 
	trained 

	formulated 
	opened 
	recommended 
	serviced 
	transferred 

	founded 
	operated 
	reconciled 
	settled 
	transformed 

	identified 
	operationalized 
	recorded 
	shaped 
	translated 


Entry Level & Students

Entry-level (less than 2 years of experience): In the early stages of your career, it is essential to focus on the quality, rather than quantity, of your experience. Your resume should clearly demonstrate that you have the abilities, strengths, and motivation to assume new responsibilities and challenges. If this is not readily apparent, the employer will typically move on to the next resume in a matter of seconds.

