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Course:  Job Readiness

Unit:  Cover Letters/Letters of Application

Lesson:  Writing a Cover Letter/Letter of Application  


Competency Objectives:
The learner will understand why and when it is appropriate to use a cover letter/letter of application and will be able to compose such a letter.

Suggested Criteria for Success:
The learner composes a cover letter/letter of application that can be used to respond to an employment opening of personal interest.

Suggested Vocabulary:
cover letter

letter of application

salutation

application

introduction


paragraphs

job opening

education


closing

enclosing

qualification


heading

expectations

attached



interview

résumé


apply



signature

advertisement

work experience

Suggested Materials:
blue or black pens and paper 

chalk/marker and black/white board 

overhead projector and blank transparencies

Suggested Resources:
 Sample cover letters and letters of application

 Use any favorite or available Job Readiness and/or Job Search Workbooks, pamphlets, brochures, and handouts.  Some material may need to be modified for ESL lessons. 

 NCSOICC (North Carolina State Occupational Information Coordinating Committee) site has wealth of information on all job readiness and search topics at http://www.nccareers.org.  Click on Begin NC Careers.

 Resources available through your local Public Library, County, State, or Federal Employment Centers, JobLink Centers, Local Community College Career Centers, and Human Resources Development Programs.

 http://www.ncesc.com/ The Employment Security Commission of North Carolina.  Click on Individual Services.

 Internet Resources on cover letters:

http://www.wisc.edu/writing/Handbook/CoverLetters.html  University of Wisconsin – Madison Writing Center.

http://englishplus.com/grammar/00000150.htm.  Business Letter Styles:  Block, Modified Block, and Semi-Block.

http://englishplus.com/grammar/00000149.htm.  Parts of a Business Letter.

Suggested Methods:
Definition of terms, review of fact sheet, and presentation of sample cover letters/ letters of application.

Class discussion.

Selection of employment openings based upon learner interest and abilities.

Learner development of a personal cover letter/letter of application in response to a selected advertisement request.

Some Suggested Steps

The Hidden Agenda.  Review the fact sheet to assure the learner understands the hidden agenda of the cover letter/letter of application.  (See handout Fact Sheet.)  

Some possible discussion questions are as follows:

· Why do many businesses request the cover letter and/or the letter of application be hand written and submitted with a résumé?

· How is the cover letter used to screen potential applicants?

· How do Human Resource Managers and Personnel Directors use a cover letter to determine the creativity and level of competency the applicant possesses as a letter writer?

· Why MUST the letter be grammatically correct and contain no misspelled words?

· Why should a handwritten cover letter/letter of application be in black ink?

· Conversely, why should a cover letter or letter of application never be written in pencil?

· How and why are cover letters and letter of application written for specific positions?  Why should letters respond to the requirements of the position?

· What is the major purpose of the cover letter/letter of application? How can the cover letter or letter of application assist in acquiring a job interview?

· How are cover letters/letters of applications sent in response to blind employment advertisement found in newspapers, trade publications, magazines, job listings, and telephone book addresses?

Usage.  Teach learners that cover letters are attached to employment applications, and letters of application are written in response to openings that are advertised or found through networking.  Résumés can be attached to both types of letters.

Writing the Letter.  Distribute the sample cover letter/letter of application information format sheet for learners to use as a guide in creating their personal letters.  Ask learners to select an advertisement or a company that is hiring and write a cover letter/letter of application that they could send.  Direct, assist, and guide learners as they develop letters.  This work can be completed at home as Journal Work for those who need/want extra time.

FACT SHEET

COVER LETTER/LETTER OF APPLICATION

· ALWAYS SEND A COVER LETTER or LETTER OF APPLICATION WITH A RÉSUMÉ OR APPLICATION.

· ADDRESS THE COVER LETTER/LETTER OF APPLICATION TO A SPECIFIC PERSON AND NEVER TO WHOM IT MAY CONCERN.  (If you do not know the name of the person to whom you should send the letter, call the company and ask.)

· ALWAYS INDIVIDUALLY WRITE AND SIGN COVER LETTERS/
LETTERS OF APPLICATION YOURSELF.

· WRITE A COVER LETTER/LETTER OF APPLICATION IN RESPONSE TO A SPECIFIC POSITION OR OPENING.

· BEFORE WRITING A COVER LETTER/LETTER OF APPLICATION, FIND OUT ALL YOU CAN ABOUT THE COMPANY AND THE POSITION.

· USE THE WORD “I” AS LITTLE AS POSSIBLE IN THE LETTER.

· MAKE SURE THERE ARE NO SPELLING OR GRAMMAR ERRORS IN THE LETTER.

· MAKE SURE THE LETTER IS NEAT.

· IF THE EMPLOYER REQUESTS A HAND WRITTEN LETTER, USE BLACK OR BLUE INK.  NEVER USE A PENCIL. 

· ASK A FRIEND TO EDIT THE LETTER FOR YOU.  MAKE ALL CORRECTIONS AND RECOPY THE LETTER BEFORE MAILING.

· ALWAYS KEEP A COPY OF THE LETTER FOR YOUR RECORDS AND FOR FOLLOW-UP PURPOSES.

 SAMPLE OUTLINE

COVER LETTER – LETTER OF APPLICATION

Applicant’s Home Address

City, State Zip Code

Date

Name of Person Hiring, Job Title

Name of Company

Company Address

City,  State  Zip Code

GREETING:  (Dear Mr./Mrs. Smith: or Ms. Smith: if marital status not known)

FIRST PARAGRAPH:  State the reason for the letter, the specific position or type of work you are applying for, and indicate from which source you learned of the opening. (media, newspaper, friend, employment service, ect.)

SECOND PARAGRAPH:  Tell why you are interested in the company, its products or services.  Tell what you can do for the employer.  Emphasize your qualifications and the educational and work related experience that makes you a strong candidate for the position.  Briefly note any specific achievements or unique qualifications.  Avoid repeating information contained on the résumé.

THIRD PARAGRAPH:  Make reference to the enclosed application and or résumé that provides a summary of your training, experiences, and qualifications.

FINAL PARAGRAPH:  Indicate your desire for a personal interview and your flexibility as to the time and place.  Provide a telephone number where you can be reached or where a message can be left.  Close with a statement or a question that will encourage a response.

CLOSING:  (Sincerely, Very truly yours, Respectfully yours,)

Applicant’s Signature

Applicant’s Name
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