A good cover letter answers the 5 Ws:

Who – Who are you? Background information in a few sentences

What – What do you want? Which position are you applying for?

Why – Why should we hire you? (specific proof that you can do in this job. experience, 

qualification, education, familiarity with the field)

Where – Where is your resume? (attached)

When – When can we talk to you? (At the earliest)

How – How should we contact you? (phone/email/post)

A good cover letter has 3-4 short paragraphs:

Para 1 – Who are you? Which job are you applying for? 

Para 2 – Why are you the best person for this job?

Para 3 – Proof of why you are good for this job?

Para 4 – Where is your resume? When can we talk to you? How can we talk to you?

True or False:

1. A good cover letter should have good spelling and grammar.


2. You should always mention all the jobs you have done.


3. A good cover letter should mention the position you are applying for in the company.

4. It is important to name the university/college you studied at.


5. It is important to say what you studied.


6. It is important to name the company you work for now, or worked with most recently.


7. A good cover letter should give detailed information about you, your family and where you live.


8. You must say why you left your last job.


9. It is important to mention any relevant past experience. 


10. You must say why you are interested in this job.


11. A good cover letter should be short and simple.


12. You must give a short introduction to yourself in the very first paragraph.


13. The first paragraph should also have the address of the house you live in.


14. The first paragraph must mention which job you are applying for.


15. The last paragraph should just mention that you will wait for their response.


16. The cover letter should be written in a logical order.


17. You must try to explain why you are the best person for this job.

Dear Ms. Nielsen

I am applying for the Marketing director's position at Fearless Communications. I am a public relation assistant at a downtown San Francisco agency. 

I have several years of experience in public relations, marketing, and client-focused communication. I have pitched stories to the national media via phone and e-mail. I have placed stories in MSNBC, CIO Magazine, Sirius Satellite Radio, MSN Money, AARP Bulletin, and The New York Daily News.

I have good contacts in the industry and can reach key audiences. As a journalist, I published stories in key print and online media, including Career Journal, Consumers Digest, Woman's Day, and Travelite Magazine. 

I would greatly appreciate hearing from you and telling you how my skills and ideas can benefit Fearless Communications. My resume is attached with this e-mail. I can be reached at (555) 555-5555 or name@gmail.com.

Thanks for your consideration. I look forward to hearing from you soon!

Sincerely,

Pulkit V.

Deborah Nielsen, Human Resources Director
The Mercury News, 175 W Saint James, San Jose, California

July 10, 2009


dear debby

I am applying for the Marketing director's position at Fearless Communications. I used to be a public relation assistant at a downtown San Francisco agency. I left this job because my boss sucked. 

I have some experience in marketing. I would love a $145,000 salary but if you can't afford that, just gimme a place to sleep. what I really want is a house in Hawaii with a beautiful view. My resume is attached with the email.  I have written for publications like CIO Magazine, Sirius Satellite Radio, MSN Money, AARP Bulletin, and The New York Daily News.

I have good contacts in the industry (I have gotten drunk with practically everyone) and can reach the coolest audiences. as a journalist, I published stories in key print and online media, including Career Journal, Consumers Digest, Woman's Day, and Travelite Magazine. My most notable achievement is my collection of stolen toilet paper.

Gimme a call sometime. You know my number. We met a few months ago at the bar. Check out my resume too. It is attached with this email. 

Thanks for your consideration. I look forward to hearing from you soon!

Sincerely,

Pulkit V.

