Cover Letter Checklist 

· The contact name and company name are correct. 

· The letter is addressed to an individual, if possible. 

· Letter mentions the position you are applying for and where it was listed. 

· Your personal information (name, address, home phone, cell phone, email) is all included and correct. 

· If you have a contact at the company, you have mentioned him or her in the first paragraph. 

· Cover letter is targeted to the position you are applying for. 

· Letter is focused, concise, clear, and well organized. 

· If you have a gap in your employment history you have explained it in your cover letter. 

· Font is 10 or 12 points and easy to read (Times New Roman or Arial, for example). 

· There are no spelling, grammatical or typographical errors. 

· You have read the cover letter out loud to make sure there are no missing words. 

· Cover Letter is printed on good quality bond paper that matches your resume. 

· You have kept a copy for your records. 

· Letter is signed if you are mailing it. 

· Resume and letter are mailed flat in a business envelope (first choice) or neatly folded into thirds with the resume on top of the letter. 

Body of Cover 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. 

First Paragraph: 
The first paragraph of your letter should include information on why you are writing. Mention the position you are applying for. Include the name of a mutual contact, if you have one. Be clear and concise regarding your request. 

Middle Paragraphs: 
The next section of your cover letter should describe what you have to offer the employer. Convince the reader that they should grant the interview or appointment you requested in the first paragraph. Make strong connections between your abilities and their needs. Mention specifically how your skills and experience match the job you are applying for. Remember, you are interpreting your resume, not repeating it. Try to support each statement you make with a piece of evidence. Use several shorter paragraphs or bullets rather than one large block of text. 

Final Paragraph: 
Conclude your cover letter by thanking the employer for considering you for the position. Include information on how you will follow-up. State that you will do so and indicate when (one week's time is typical). You may want to reduce the time between sending out your resume and follow up if you fax or e-mail it. 

Complimentary Close: 

Using active voice makes your writing more dynamic and interesting. With active voice, you identify who does what — and how! 

On the other hand, passive voice (as in this sentence) is characterized by passive verbs and is a description of a state of existence. 

Respectfully yours, 

Ten Tips for Writing Effective Cover Letters

A creative, well-written cover letter is often the best way to make your résumé stand out from the endless sea of applicants and find its way into the “must read” pile of the person making the hiring decisions. Here are 10 simple tips to help your cover letter wow: 

1. Make yourself stand out. Get the competitive edge by writing a cover letter that focuses on your unique and exceptional qualities. What makes you an ideal candidate? Be strategic, persuasive, and concise. 

2. Target the right person. Sending your letter to the proper person can make all the difference. Avoid generic addresses such as “To Whom It May Concern” or “Dear Sir or Madam.” Instead, call the company and find out the name and title of the person who does the hiring for the job that in which you're interested. Remember to ask for the correct spelling of his or her name. 

3. Stay simple. Keep your cover letter brief. Never send a letter that is more than a page in length; half a page is ideal. Be sure to use clear, professional language while steering away from buzzwords, acronyms, jargon, or anything overly personal. 

4. Make it shine. The overall visual impression of your cover letter can be just as important as what's written on it. Make sure to use crisp, quality stationery. Match the style of copy on your cover letter with the style of your résumé. Stick with one font and avoid solid walls of text that make the reader’s eyes bounce right off the page. Break your text into digestible morsels with lots of white space. 

5. Be an attention getter. Don't waste your first paragraph by writing a dull introduction. Grab the employer's attention from the start by pointing out how you can make a difference in a way no other candidate can. Keep in mind that you have only about one to two seconds to get your initial point across before the reader moves on to the next letter. 

6. Sell yourself. Don't expect to wow a prospective employer with a lengthy checklist of past accomplishments and titles. Instead, position your accomplishments in terms of how you could bring the same benefits to their company. Your cover letter needs to answer the question “What’s in it for my company?” Clarify how your expertise will benefit them directly. 

7. Hire a proofreader. Never underestimate the negative effect of bad writing, which can greatly hurt your chances of landing a new position. Invest in your career by hiring a professional writer or editor to check your cover letter for spelling, grammar, and overall readability. 

8. Avoid exaggeration. There's nowhere to hide when you finally land an interview and the prospective employer wants to know what you meant by “best in the world.” Avoid saying anything that sounds like hyperbole, which can project the wrong image and damage your credibility. And remember never to speak poorly of former employers or coworkers. 

9. Close encounters. Don't depend on the employer to take action. Request an interview and tell the employer when you will follow up to arrange it. 

10. Don't forget the follow-up. After sending in your cover letter and résumé, it's imperative that you follow up. You'll greatly increase your chances of getting an interview if you call the employer directly after writing, rather than just sitting back and waiting for a call. 

Contact information

Your address, telephone number, e-mail address, and URL (Internet World Wide Web address) appear first on the letter. You can place your address in the middle or on either side of the page. Just make sure that your Web address is on a line of its own. 

You have a choice about where to place your name. You can either place it (preferably in larger letters) above your address, or you can type it below your signature. Don't put it in both places — it's a waste.

Computer-friendly cover letters place the telephone number, e-mail address, and Web address on separate lines below your residential address for better scanning. You can also separate two items on the same line.

Date line and inside address

Place the date two lines below your contact information and place the inside address two lines below the date. Aligned with the left side of the page, enter the name of the person to whom you're writing (with Mr. or Ms. designation), followed on the next line by the company name, followed on the next lines by the address. If you know the position the receiver of your letter holds, include that information on the same line as the receiver's name or on the following line.

On the right side of the page, aligned with the inside address information, you can include a line labeled RE: to highlight the reason for correspondence.

Introduction

Your introduction should grab your reader's attention immediately. As the "head" of your letter, it appeals to the head of your reader, sparking interest that will compel your reader to keep reading. It subtly says, "Read Me!" and states the purpose of the letter.

All sorts of rules have been given for ways to start your cover letter. Some say, "Don't start with I." Others advise shock value and creativity, a risky approach for some. The most important rule is to engage the reader's interest. What does the reader need in an employee that you can draw attention to from the get-go? 

Body

The body of your letter provides essential information that the employer should know about you — skills, achievements, and quantified statements about your past accomplishments. These skills may double as the interest-generating element of your letter as well. Unless your cover letter also serves as your resume, the body of your cover letter should be one to six paragraphs in length for eye-friendly appeal. 

The body should include a brief background summary of your relevant experience. This is information that the reader can get from your resume, so don't spend too much time on it in your letter. But don't be tempted to leave it out. Without this key selling point, your reader may never get to your resume.

The information that you include in the body of your cover letter gives tangible evidence of your potential contribution to an employer. It provides your reader with facts to digest and satisfies hunger for a valuable employee. Make sure that these facts are tasty, enticing your reader to devour your resume and call you in for an interview.

Conclusion

The last leg of your letter aims to stimulate action on your behalf. It gets your reader's blood pumping and legs moving toward the telephone to call you before anyone else does.

Motivating your reader to action requires a sincere "thank you for your time and consideration" and a contact date. Always tell your reader when you will call (no more than one week in the future) to confirm receipt of your letter and resume and coordinate a time for an interview. Including this information ensures that you'll act; you promised. Your word is on the line. If you call, a potential employer certainly can't ignore you — someone at least will have to move to answer the telephone. And if the news is not good, at least you're not home waiting by the telephone for a call that never comes.

Closing, signature, and enclosure line

The closing section says, "Good-bye." It's the handshake before parting, sincere and warm with promise of meetings to come. Sincerely and Very truly yours are the most popular, but other choices include Best regards, Warm regards, and Sincerely yours. Don't forget to put a comma after your closing line. 

Don't forget to sign off. If your name doesn't appear in your contact information, type your name below your signature (four lines below the closing) so that there will be no confusion about spelling.

If your penmanship runs to chicken-scratch, try to make your signature legible. Any employer prefers to be able to read what someone handwrites rather than have to interpret it.

After you've motivated your reader to action, the enclosure line provides a direction. Indicate everything else that you've sent with your cover letter, such as resumes or portfolios. This line directly follows your typed name or signature. 

Top-knotch assist with ten years of experience managing business relations and special projects at the senior management level.  Serve as primary point of contact for and liason between management, sales teams, personnel, clients and vendors.  Maintain excellent written and oral communication skills, problem resolution abilities, and a high level of confidentiality.  Equally effective sales management and advanced word processing support. 

POSITION SUMMARY Responsible for supplying administrative support services to the executive staff. Perform a wide spectrum of complex assignments requiring alternative analysis, innovation and independent judgment. Often makes unreviewed decisions. Maintain a strong internal and external network. Work under minimal supervision. ESSENTIAL FUNCTIONS * Prepare presentations, monthly and annual report ...

Objective

A challenging position as an administrative assistant at a growth-oriented firm, which will allow me to both further utilize my skills and acquire new abilities. 

Skills

· Typing: 80wpm

· Strong analytical and organizational skills.

· Excellent interpersonal skills, phone manner, and office etiquette.

· Software: All Windows operating systems, Microsoft Word, Excel, WordPerfect.

An Administrative Assistant’s role requires keen attention to details including spelling, punctuation and grammar and must have the ability to multi-task a number of priorities. The position is critical to the success of our sales and marketing team as it prepares and tracks many of the proposals, tradeshow materials and marketing packets the department sends out. Coffey Communicat ...

Career Profile

Administrative Assistant with strong organizational and interpersonal skills with ability to multitask a variety of responsibilities and challenges.

Skills and Proficiencies

1. MS Word 

2. MS Excel 

3. Planning and Scheduling 

4. Purchasing 

5. Written Communication 

6. Customer Service 

7. Interdepartmental Coordination 

8. Internet Research 

9. Records Management 

10. Telephone Reception 

11. Transcription 

12. 60 wpm Typing Speed 

Duties and Accomplishments

1. Handles incoming calls and promptly forwards calls to proper person among 60 employees. 

2. Responsible for scheduling meetings for all employee levels and their clients; escorts visitors to staff members' offices, and provides hospitality service arrangements as requested by staff. 

3. Compose and distribute inter-departmental memorandums (e-mail, voice and documentary) ensuring timely delivery and receipt of important information while at the time maintaining confidentiality. 

4. Prepares and assembles media kits for marketing and public relations departments. 

5. Responsible for making domestic and international travel arrangements for senior-level executives via the Internet, which resulted on a net saving of $100 - $200 per round-trip airfare ticket. 

6. Established and maintains electronic records management system for all incoming and outgoing correspondence. 

7. Dispatched three messengers on bank runs on special assignments as requested by management, coordinating trips to ensure the multiple stops were made each time. This saved the company approximately $25.00 per messenger per day excess travel expenses. 

8. Sort, organize and assign mail distribution for all employees

As an Administrative assistant, I bring over 23 years in customer service, with a proven record of accomplishment on assignments requiring strong communication and problem solving skills.  Organizational abilities, combined with excellent interpersonal, communication, and leadership skills have allowed me to work effectively with people at all levels using innovation and independent judgment with minimal supervision. 

Provide high-level administrative support by conducting research, preparing statistical reports, handling information requests, and performing clerical functions such as preparing correspondence, receiving visitors, arranging conference calls, and scheduling meetings. May also train and supervise lower-level clerical staff.

Eleven years providing office administrative and clerical support, including handling confidential information. Skilled in word processing and accounting software, including Lotus 1-2-3 and WordPerfect. Accustomed to meeting tight deadlines. Excellent telephone, filing, interpersonal and organizational skills. Experienced in meeting planning and travel arrangements. 

Work Experience 

Administrative Assistant, PowerPlay, Inc., St. Louis, MO
October 1990 - present 

· Schedule monthly meetings and handle travel arrangements for 17 field and regional headquarters staff members; prepare all necessary paperwork and audio/visual materials; make meal and hotel arrangements; process travel expense reports 

· Prepare all written correspondence, invoice and administrative reports for department manager 

· Track budget and prepare quarterly reports 

· Implemented Electronic Mail system for field staff, resulting in faster communication and quicker response to headquarters requests 

· Trained clerical staff in accounting computer software, saving outside training expenses of $2,000 

I am seeking a professional position as an executive assistant, which offers opportunity for further growth. I have over ten years work experience, which includes administrative support, customer service and sales. I perform exceptionally well handling multiple projects and enjoy opportunity for increased challenges. 

I ensure detail, accuracy and organization, as well as a dedicated effort toward meeting goals and objectives. I can also be counted on as an excellent team player, or perform equally as well independently. My background includes extensive customer service where I have a proven track record of effective communication and teamwork.   . I communicate effectively and work well with others. I am certain that I can serve as an effective asset to your team.


RELEVANT SKILLS 
Able to multi-task in busy environment with attention to detail. Skills include: MS Office (65 wpm), medical and legal terminology, calendar and expense management, travel arrangements, purchase order management via Ariba Spend Management System and document scanning.

Top-knotch assist with ten years of experience managing business relations and special projects at the senior management level.  Serve as primary point of contact for and liason between management, sales teams, personnel, clients and vendors.  Maintain excellent written and oral communication skills, problem resolution abilities, and a high level of confidentiality.  Equally effective sales management and advanced word processing support. 

POSITION SUMMARY Responsible for supplying administrative support services to the executive staff. Perform a wide spectrum of complex assignments requiring alternative analysis, innovation and independent judgment. Often makes unreviewed decisions. Maintain a strong internal and external network. Work under minimal supervision. ESSENTIAL FUNCTIONS * Prepare presentations, monthly and annual report ...

Objective

A challenging position as an administrative assistant at a growth-oriented firm, which will allow me to both further utilize my skills and acquire new abilities. 

Skills

· Typing: 80wpm

· Strong analytical and organizational skills.

· Excellent interpersonal skills, phone manner, and office etiquette.

· Software: All Windows operating systems, Microsoft Word, Excel, WordPerfect.

An Administrative Assistant’s role requires keen attention to details including spelling, punctuation and grammar and must have the ability to multi-task a number of priorities. The position is critical to the success of our sales and marketing team as it prepares and tracks many of the proposals, tradeshow materials and marketing packets the department sends out. Coffey Communicat ...

Career Profile

Administrative Assistant with strong organizational and interpersonal skills with ability to multitask a variety of responsibilities and challenges.

Skills and Proficiencies

13. MS Word 

14. MS Excel 

15. Planning and Scheduling 

16. Purchasing 

17. Written Communication 

18. Customer Service 

19. Interdepartmental Coordination 

20. Internet Research 

21. Records Management 

22. Telephone Reception 

23. Transcription 

24. 60 wpm Typing Speed 

Duties and Accomplishments

9. Handles incoming calls and promptly forwards calls to proper person among 60 employees. 

10. Responsible for scheduling meetings for all employee levels and their clients; escorts visitors to staff members' offices, and provides hospitality service arrangements as requested by staff. 

11. Compose and distribute inter-departmental memorandums (e-mail, voice and documentary) ensuring timely delivery and receipt of important information while at the time maintaining confidentiality. 

12. Prepares and assembles media kits for marketing and public relations departments. 

13. Responsible for making domestic and international travel arrangements for senior-level executives via the Internet, which resulted on a net saving of $100 - $200 per round-trip airfare ticket. 

14. Established and maintains electronic records management system for all incoming and outgoing correspondence. 

15. Dispatched three messengers on bank runs on special assignments as requested by management, coordinating trips to ensure the multiple stops were made each time. This saved the company approximately $25.00 per messenger per day excess travel expenses. 

16. Sort, organize and assign mail distribution for all employees

As an Administrative assistant, I bring over 23 years in customer service, with a proven record of accomplishment on assignments requiring strong communication and problem solving skills.  Organizational abilities, combined with excellent interpersonal, communication, and leadership skills have allowed me to work effectively with people at all levels using innovation and independent judgment with minimal supervision. 

Provide high-level administrative support by conducting research, preparing statistical reports, handling information requests, and performing clerical functions such as preparing correspondence, receiving visitors, arranging conference calls, and scheduling meetings. May also train and supervise lower-level clerical staff.

Eleven years providing office administrative and clerical support, including handling confidential information. Skilled in word processing and accounting software, including Lotus 1-2-3 and WordPerfect. Accustomed to meeting tight deadlines. Excellent telephone, filing, interpersonal and organizational skills. Experienced in meeting planning and travel arrangements. 

Work Experience 

Administrative Assistant, PowerPlay, Inc., St. Louis, MO
October 1990 - present 

· Schedule monthly meetings and handle travel arrangements for 17 field and regional headquarters staff members; prepare all necessary paperwork and audio/visual materials; make meal and hotel arrangements; process travel expense reports 

· Prepare all written correspondence, invoice and administrative reports for department manager 

· Track budget and prepare quarterly reports 

· Implemented Electronic Mail system for field staff, resulting in faster communication and quicker response to headquarters requests 

· Trained clerical staff in accounting computer software, saving outside training expenses of $2,000 

I am seeking a professional position as an executive assistant, which offers opportunity for further growth. I have over ten years work experience, which includes administrative support, customer service and sales. I perform exceptionally well handling multiple projects and enjoy opportunity for increased challenges. 

I ensure detail, accuracy and organization, as well as a dedicated effort toward meeting goals and objectives. I can also be counted on as an excellent team player, or perform equally as well independently. My background includes extensive customer service where I have a proven track record of effective communication and teamwork.   . I communicate effectively and work well with others. I am certain that I can serve as an effective asset to your team.


RELEVANT SKILLS 
Able to multi-task in busy environment with attention to detail. Skills include: MS Office (65 wpm), medical and legal terminology, calendar and expense management, travel arrangements, purchase order management via Ariba Spend Management System and document scanning.
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FROFILE

EDUCATION

+ Diligent, detail-oriented Administrative Assistant knowledgeable of il
office functions, with a solid background in the healthcare field.

+ Excels at multi-tasking in a fast-paced environment, completing.
projects within time and budget constrains.

+ Superior telephone, customer service, and computer skill with
proficiency in MS Word, Excel, Outlook, and PowerPoint.

'VIRGINIA HEALTHCARE, Newport News, VA. 1995. Present

Physical Therapist Assistant (2001 Present)

+ Care for geriatric patients and other age groups diagnosed with
‘musculoskeletal, neurological, vascular, and cardiac conditions under
physical therapist supervision

« Document patient data in computer system.

+ Increased productivity through superior patient interaction and prior
department experience, allowing staff o evaluate more patients.

Office Automation Clerk, Rehabilitation (1995200

+ Provided administraive support to the Associate Chif and Program
‘Specialis ofthe Rehabilitation Service,the Rehabilitation Clerical
Office, and Physical Therapy.

+ Created and executed numeraus projects using Excel and PorwerPoint;
used PowerPoint to help develop a taff cascade phone directory.

+ Facilitated communication between clerical staff and PM & RS by
initiating conferences and providing hard data on patient status

« Scheduled and greeted patients; answered telephones; purchased
‘supplies; and performed data entry,billing, and coding.

Arranged training clas travel; assisted managers i training students.

Partcipated in PN & RS in-service sesions and quality improvement

programs.

+ Maintained new referral tracking system that improved patient care;
dentified and resolved problem of delays in patient treatment.

'VIRGINIA HEALTH SCIENCE COLLEGE, Newport News, VA
‘Bachelorof Aris in Behavioral Science, Expected 2003

'VIRGINIA STATE COMMUNITY COLLEGE, Newport News, VA
Assocate of Applied Scieace, Physical Therapist Assistant, 2001
MASUR NURSING HOME, Newport News, VA

Clinical Afilation Il - SubacuteIpatient / Outpaticnt Rehab s weks) 201
(CITY HOSPITAL, Newport News, VA

Clinical Affiaion - Acute Inpatent / Outpatient Rehab (5 weeks), 2000

'VIRGINIA STATE PHYSICAL THERAPY, Newport News, VA
Clinical Aféliation 1 - Private Orthopedic Clinic (4 weeks), 1999
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