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SALUTATION
Try to identify the person who has the power to hire you in that department or organization. Spell his/her name and title correctly. 

• Dear Ms. Smith 

• Dear Dr. Diaz
• Dear Marketing Director 

• Dear Human Resources Recruiter  

FIRST PARAGRAPH
This should consist of why they are receiving this letter, position applying for, person who referred you, and how you heard about this position. 
· I am writing in response to the Graphic Artist position at XYZ Company, listed on Loyola Marymount University’s LionJobs system. 
· While researching organizations at the Loyola Marymount University Career Development Services office, I read the information you recently provided regarding XYZ Company’s job opportunities. Upon graduation from LMU this spring, I would like to begin a career in sales and marketing with your organization.
· An article in Business Week magazine identified your firm as an innovator in biological research. My senior project on chemical spill effects on marine life explores the area in which you are expanding. I would like the opportunity to talk with you about our mutual interest in this growing field.

SECOND PARAGRAPH
Communicate the way in which your skills and experience can be of value to the employer. Present the most relevant information you want the employer to consider, even before he/she turns to your resume. Highlight special accomplishments and show your enthusiasm, without merely repeating your resume. Explain how your qualifications and the company’s needs are a good match. 
· After taking several related courses and visiting alumni in the field, I have decided to pursue a career in labor relations. As you will note in my resume, I completed a senior thesis on labor law and have had practical experience mediating conflicts as a Resident Assistant and head of our Conduct Committee. This past year, I was a volunteer with a community mediation agency. With my leadership abilities, analytical skills and related background, I would work hard to be an effective member of your staff. 
· For a recent Loyola Marymount University campus-wide event, I designed advertising materials which resulted in a 50 percent increase in student turnout over the previous year. Through this experience and an internship with a public relations firm, I have developed skills which would add value to your promotional campaigns. 
· The enclosed resume highlights my experience in computer-aided design. As one of the few students chosen to work with the Fine Arts Department at Loyola Marymount University, I have incorporated into my design project techniques which are both unique and practical. My accomplishments in this area have prepared me to make a strong contribution to your organization. 

FINAL PARAGRAPH
Wrap it up and let the employer know that you appreciate his/her time. Indicate how to reach you. 
· Thank you very much for taking the time to consider my resume. If you have any questions please contact me.
· A letter and resume can tell only so much about my motivations and qualifications. I would welcome the opportunity to discuss my background with you in person.
· Please find my resume enclosed. I will plan on contacting you in the next two weeks to schedule an interview. In the meantime, please feel free to contact me at 310-338-2871.

FINAL TIPS

· Keep to one page 

· Address to specific person if at all possible 
· Tailor to requirements of position and employer’s needs 

· Know your reader and the organization 

· Ensure that letter is easy to read and printed neatly on single page of white or off-white paper 

· Check so that letter is free of spelling, punctuation, and grammatical errors 

· Write in your own words, not copying material out of a book 

· Proofread yourself and ask others to proofread, as well (Do not only rely on spell check and grammar check.)

COVER LETTER GUIDE


Cover letters are simply marketing letters to promote your experiences, skills, and educational background. 
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Lionel Lion


1 LMU Drive #555  l  Los Angeles, CA 90045  l  310.338.2871  lionel@lion.lmu.edu





May 15, 2009





Ellen S. Glass


Human Resources Director


Santa Barbara Research


6789 Hitchcock Road


Santa Barbara, CA  90105





Dear Ms. Glass:





I am applying for the Mechanical Engineering position available at Santa Barbara Research, which I learned about through Loyola Marymount University’s LionJobs posting on May 10, 2009.  I have enclosed a copy of my resume for your review and consideration.





In investigating your recent developments, I noticed Santa Barbara Research is developing a wind turbine for home use in energy conservation. This device utilizes a mechanical engineering design with electronic control systems, which is very similar to the turbine design team project I led in our own Engineering Department. I also demonstrated leadership and initiative in the planning of LMU’s Engineering Week events. In addition, I have maintained a 3.75 GPA and worked part-time to supplement my education.  Through my studies, work, and extracurricular activities, I gained time management, organizational, and excellent written and verbal communication skills.  





I believe my professional experience and standards make me a valuable asset to your organization.  I welcome the opportunity to meet with you personally to discuss my qualifications for the position in detail.  Please contact me at 310-338-2871 or lionel@lion.lmu.edu. Thank you for your time and consideration.





Sincerely,





Lionel Lion





Lionel Lion

























