Cover Letter Guide


First Impressions

The letter you write to an employer is your initial contact with the employer and your opportunity to make a strong first impression. The letter should capture the employer’s attention, clearly explain why you are writing and encourage the recipient to respond positively to your request.

Customise to the Position

Every application for employment should include a customised letter – regardless of whether your application is mailed, faxed or e-mailed. Make your application stand out by taking the time to convey information specific to the job.

To write an effective cover letter you must:

· Have a good knowledge of your demonstrated skills and abilities

· Research the requirements of both the company and the position

· Address your suitability for the position by relating your experience, skills and knowledge to the stated criteria

· Present this information in a confident, one-page business-formatted letter or e-mail.

Read the job vacancy advertisement carefully and list all the skills, experience, personal qualities and qualifications that are mentioned. As you write your letter, ensure you give examples of how you meet each of these requirements. Your skills should include examples of professional, technical, computer, people and administrative skills.

Top Tips

· Where possible, address the letter to a person and not the organisation. Telephone the contact officer listed in the advertisement and ask the name of the Manager of Human Resources or the Manager of the section of the organisation that has the vacancy. Be sure to ask for the correct spelling.

· Focus on the main skills and experiences required by the employer and give examples of how you meet those requirements. A letter that lacks personal examples and fails to address the selection criteria will probably be rejected.

· Always mention something about the company and why you want to work there.

· Demonstrate a positive and enthusiastic attitude to work.

· Keep your sentences short and to the point. Use action verbs whenever possible eg organised, supervised, coordinated and key words that relate to the work eg project, sales record, construction.

· A covering letter should never be longer than one page.

· Check and re-check your letter before mailing. The spelling, grammar, neatness, format and overall appearance should be faultless.

· Attach a copy of your resume and photocopies of any certificates, transcripts and references that are specifically requested. Never send original certificates or official documents – you’ll never get them back.

· Keep copies of everything you send with a copy of the job advertisement. You’ll need to refer to them if you are selected for interview.

· If you do not receive a reply within two weeks, call the employer to ensure that your letter was received and to follow up on progress of the recruitment process. This shows your enthusiasm and desire to work for this company. The employer will assume you weren’t really interested if you don’t follow up. 

E-mail Covering Letters

Don’t be seduced by the more casual method of corresponding via e-mailed. Your cover letter must still be business-like and proofread for errors. There is no need to begin your message with your contact details, as these will be in your resume. Keep sentences under 35 words and paragraphs short. Try to keep the information to one screen of text and remember to attach your resume.

Speculative Cover Letters

As 70% of available jobs are never advertised, it is an effective job search strategy to write speculative letters to employers. Target the organisation with which you would like to work. The first paragraph introduces you and states why you are writing. Preferably contact the organisation first and talk with the Manager of Human Resources or the Manager of the section in which you are interested in joining. As there is no job vacancy advertised and no stated criteria, use the middle paragraphs to indicate your knowledge of the requirements of the position/s in which you have an interest, the organisation and your demonstrated skills and abilities.

Covering Letter – Standard Format

Number and Street

Suburb State Postcode

E-mail address (if applicable)

Fax (if applicable)

Telephone number

Date

Name of person to whom you are sending the letter

Position Title of this person

Company or Business name

Address (or postal address) of the Company

Suburb State Postcode

Dear (person’s name)

Heading (centred and bold)
Refer to the job you are applying for, where and when it was advertised

Include the position or reference number if stated in the advertisement

First Paragraph

· State why you are writing

· State your current position and/or studies.

Middle Paragraphs

The middle paragraphs change with each application. It should:

· Mention your skills, experience, qualifications, training and personal characteristics relevant to the job advertised. This indicates that you know what the job actually involved, shows you meet all the requirements listed and convinces the employer that you are interested and capable of doing the job.

· Refer to the copies of the attached resume, academic transcript/s and written references (and anything else you have included with the letter).

· Indicate that you know something about the company’s products and/or services.

Last Paragraph

· Reconfirm your interest in the job.

· Indicate that you are available for an interview at the employer’s convenience.

Your sincerely (if recipient’s name is known) or Yours faithfully (if addressing to Sir/Madam)

Your signature

Your name typed

Encl: resume, academic transcript/s, two references.

Sample Covering Letter – Standard Format

Sonia Browne

15 Expectancy Heights

Nirvana Plains NSW 2001

Tel 
02 1345 1234

Mob
0123 456 789

E-mail
s.browne@bigphonecompany.com.au 

20 February 2008
Charlotte Smith

The Director

Happy Days Child Care Centre

65 Ritchies Road

Pottseville NSW 2000

Dear Ms Smith,

Early Childhood Teacher

Pottseville Gazette

19 February 2008
Ref: 02/34

I am writing to apply for the above position. 

I have recently completed a Bachelor of Early Childhood Education from the University of Western Sydney. I also hold a current First Aid Certificate and am proficient with piano, guitar and singing.

My teaching experience includes four months at Katoomba Occasional Care, where I was responsible for the infants’ program. This included extensive liaising with parents to determine the children’s needs. I have also worked one day per week during the last six months at Penrith City Council’s Child Care centre whilst completing the final year of my course.

During my experience at both Katoomba and Penrith, I have developed and extended my skills in programming, activities suitable for 0-5 year olds according to developmental stage, program evaluation, teamwork and parent liaison. I am trained in the 5-12 age group as well, and I have completed practical components of my studies in Early Childhood Centres, Occasional Care Centres, Outside School Hours Centres and both Infants and Primary schools.   

I understand that the Happy Days Child Care centre is the only centre in the Pottseville community that offers places for the 0-2 age group. I particularly enjoy working with this age group because of their particular energy, humour and responsiveness. My training and experience with this group would be well suited to the position.

Please refer to my resume (attached) for full details of my training and experience. I look forward to hearing from you. I can be contacted at any time on the telephone numbers or e-mail address listed above.

Yours sincerely,

Sonia Browne

Sonia Browne

Sample Covering Letter – Seeking Work Experience

Samantha Dunn

312 Northwest Ave

Parramatta NSW 2150

samdunn@rookie.com.au
20 April 2008
Harbour Accounting

PO Box 99

Westmead 2145

Attention: Mr Matthew Bueller

Dear Mr Beuller,

Thank you for speaking with me on the telephone yesterday, as you suggested I am writing to express my interest in participating in a work experience opportunity with Harbour Accounting.

I am a second year Accounting student at the University of Western Sydney with a particular interest in Business Services. I have maintained a credit average result in my studies and I am looking forward to gaining some practical experience to complement my learning. I believe work experience in a mid-tier accounting firm such as yours will assist me in gaining the experience in Business Services required to successfully pursue a career in this field.

I am a conscientious and resourceful student and can offer you my skills in communication, organisational abilities and research. My studies in Business Services have given me a sound knowledge base to apply to your workplace. I am a quick learner and enjoy team-based work. 

Ideally, I would like to organise work experience between 5 July and 23 July during semester vacation. I will also be available one day per week in second semester (subject to timetabling) if any additional work experience opportunities become available. 

The University of Western Sydney provides Personal Accident insurance coverage during my work experience placement.

Thank you for your time and the suggestions you made in our telephone conversation.

I will contact you on 26 April to discuss my request for work experience. I can be contacted by e-mail or on 
mobile 0612 327 605. I look forward to speaking with you.

Yours sincerely

Samantha Dunn


Sample Covering Letter – Speculative Format

123 James Street

Bankstown NSW 2200

Phone

02 9790 0000

Messages
02 1234 5678

23 March 2008


Ms Kelly Brown

Human Resources Manager

Bankstown Hospital

Wellbeing Road

Bankstown NSW 2200

Dear Ms Brown,

Thank you for speaking with me on the telephone today regarding the possibility of employment as a result of an initiative to be implemented by Bankstown Hospital. As agreed, I am submitting a formal application and resume, setting out my education, experience and interest in the initiative.

Recent newspaper reports confirm that Bankstown Hospital has been successful in gaining a grant by the NSW Government to promote health awareness in the Greater Western Area’s 45 plus age male population. When you are in the process of appointing a team to work on the project I would be enthusiastic about being considered.

My particular skills and background would enable me to contribute effectively to the project, particularly my experience working in a team to produce quality health promotional material and my ability to liaise with health professionals and government officials. My journalistic and public relations skills, including the ability to work with the media are of a high standard and my referees are able to provide specific comments on this.

I completed a Bachelor of Arts (Communication Studies) at the University of Western Sydney in 2007. My main areas of study were in public relations, journalism and health promotion. As part of this degree, I was involved in a health promotion campaign for men with the Wentworth Area Health Service and the Cancer Council in the Hunter Valley. In both cases I worked in a small team, conducted focus groups with stakeholders, worked closely with the management team and designed and produced posters and brochures to tight deadlines. I also produced press releases for both local and metropolitan newspapers. The long-term success of these initiatives is still in research phase and I have an ongoing involvement with the Wentworth Area Health Service project. Within the next 3 years I would like to engage in further study in the area of male health.

My strengths are in people skills such as helping the client to clarify their requirements, motivating a team and managing a project through to completion. I have a broad knowledge of the health sector and I regularly attend public health forums to maintain the currency of my knowledge and understanding of issues. My computer skills include the Microsoft Office suite as well as a number of desktop publishing packages including Quark Express and PageMaker. I am proficient with Internet-based skills and designing web pages. I have a demonstrated capacity to work at both a strategic and operational level and I enjoy a challenge.

Please find attached my resume, executive summaries of the Implementation Report of the two projects with which I have close links and three samples of promotional material I have produced. I have listed two professional and one academic referee in my resume, these people are happy to be contacted about my work. I will telephone you on Wednesday of next week to discuss the possibility of working on this project at Bankstown Hospital.

Yours sincerely

Stephen Thompson

Stephen Thompson

Encl:
resume, two Executive Summaries, two brochures and one press release.

Sample Covering Letter – E-mail Format

Date:

Thu, 14 February 2008 14:20:51

To:

a.smith@worldpublishers.com.au

From:

sally rodgers<s.rodgers@aussienet.com.au>

Subject:
Position Ref 2.2.04

Cc:

Bcc:


Attachments:
Resume.doc

GRADUATE OPPORTUNITY – PUBLISHER SERVICE

Position Ref 2.2.04

Dear Mr Smith

I wish to apply for the above position advertised on my.career.com on Wednesday 6 February 2004.

I graduated with a Bachelor of Business (Marketing) from the University of Western Sydney in 2002. During the past six months I have been working part-time as an Administrative Assistant for a busy, customer-focused recruitment consultancy. My responsibilities include maintaining the company database, liaising with major clients and working closely with the Account Executive to achieve targets.

My goal is to … and I see working with World Publishers within the Network Distribution Company as a fascinating step in my career. My skills include excellent oral and written communication including giving presentations, listening and clarifying, writing formal reports and conducting market research). In addition, I have over two years experience working in a variety of customer service industries such as retail and hospitality. I believe that my Marketing degree and a genuine desire to work in the media/publishing industry in a marketing-related role make me a suitable candidate for this position.

I have attached my resume and I look forward to hearing from you.

Thank you

Sally Rogers

Mobile 0515 567 678

Attachment: Resume.doc

Sample Covering Letter – Selection Criteria Format

37 Queen St

Auburn NSW 2144

T: (02) 96462345

M: 0606 212 343

E: ataras@dadswork.com.au

15 March 2008
The Recruitment Officer

Department of the Environment and Heritage

GPO Box 1010

Woden ACT 2601

Dear Sir/Madam

Assistant Policy Officer, Air

Position no. 2004/32

I wish to apply for the above position advertised in The Australian on 9 March 2008.

I have recently completed a Bachelor of Science at the University of Western Sydney with a major in Environmental Studies. I have an interest in environmental issues, and during the final year of my course I have completed a three research projects in environmental studies. I have knowledge of current Federal and State policies regarding air, land and marine pollution and sustainable solutions. I receive consistently positive feedback about my written reports, my organisational and administrative abilities and my willingness to tackle complex issues. I am an active member of a bushwalking club and an associate member of the Association of Professional Engineers, Scientists and Managers Australia (APESMA).

Please find attached my resume as well as a statement addressing the specific selection criteria for this position. 

I am willing to relocate to Canberra. Written references can be forwarded on request and the referees listed in my resume are happy to verify my academic and field studies as well as my three-year part-time work record at Sanity Records in Sydney.

I am available on the above telephone number and I would be very happy to hear from you.

Yours faithfully

Anita Taras

Anita Taras

Encl:
Statement addressing the selection criteria, resume
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