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1. Rule #1: Be Selective 
◦ Competition is fierce—don’t waste time on 

responding to positions your aren’t passionate 
about 

2. Rule #2:  Beware of Job Titles 
◦ Position titles mean different things in different 

industries—your ideal job may be listed under an 
unfamiliar job title 

3. Rule #3:  Be Timely 
◦ Respond as soon as your discover the 

opportunity—weekend posting should be 
responded to on the following Monday 
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4. Rule #4: Submit Typed Documents Only 
◦ “Apply in writing” does not mean hand-written 

5. Rule #5:  Match Your Abilities To The Job 
Requirements 

◦ Address how you satisfy each job requirement 
◦ See Appendix 5.1 for Job Requirement/Abilities Matching worksheet 

6. Rule #6:  Provide The Job Reference Number 
◦ Provide the Job Reference Number after the 

salutation 
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7. Rule #7: Avoid The Salary Discussion 
◦ Respond to requests for a salary requirement with 

“open” or “negotiable” 

8. Rule #8:  Follow-Up 
◦ Follow-up an e-mail/electronic submission with a 

hard copy. 

◦ Consider resubmitting materials after a few weeks 
or contacting the company for a status. 
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Tips on Cover Letters An Important Marketing Tool 

 Create a positive first impression 

 Separate yourself from other 
applicants 

 Demonstrate your 
professionalism and attention to 
detail 

 Use a clean 12-point font 

 When responding by e-mail, 
send cover letter in text of e-
mail 

 Answer . . . 

◦ Why should I read your 
resume? 

◦ How is this candidate unique? 
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 Salutation 
 

 Reference to Job 
Number 
 

 Stand Out/Introduction 
 

 Body of the Letter 
 

 Closing/Action 
Statement 

Salutation 

Ref. Job # 

Introduction 

Body 

Closing/Action 
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 Address the letter 
to a specific title or 
name 
◦ Dearing Hiring 

Professional 

◦ Dear Ms. Smith 

◦ Avoid:  To Whom It May 
Concern 
 

Salutation 
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 Provide the job 
reference number after 
the salutation 
◦ RE: Job Number xxx 

 

 

Ref. Job # 
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 Distinguish yourself in 
the first paragraph 
◦ Drop names if you know 

someone in the company 

◦ Hiring managers take 
resumes more seriously if 
you were referred by one of 
their employees 

 Incorporate your 
branding statement 
◦ See Module #3 

 

Introduction 
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 A cover letter should have 
three to four paragraphs 

 Limit paragraphs to no 
more than 6 lines 

 Keep the document brief 
and easily readable 

 Be sincere when telling 
potential employers why 
you are interested in 
working for them 

 Mention your particular 
experience that is relevant 
to the opening 
◦ Summarize why you are perfect 

◦ Pick and choose some of your 
experience that is targeted to 
the opening 
 

Body 
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 Indicate you will take the 
initiative in contacting the 
employer regarding your 
resume 

 Keep the closing concise 
◦ Let the reader know what you 

want—application, interview, or 
opportunity to call 

◦ Let the reader know what to expect 
from you— “I will contact you next 
Tuesday to set up a mutually 
convenient time to meet.” 

 Include your contact 
information in your cover 
letter as well as in your 
resume 
◦ Address 

◦ Home phone 

◦ Daytime number 

◦ Fax number 

◦ E-mail 

 

Closing/Action 
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