COVER LETTER
Launch Your Abilities in Your Cover Letter
Effective letter writing is a skill work developing. Your letters represent you and your writing skills. Good letters will help your marketing campaign.  Every resume you send will need an accompanying cover letter. Cover letters can be used to inquire about job openings or apply for known vacancies. The purpose of the cover letter is to capture the employer's attention and interest so they will read your resume and give you an interview.   A cover letter consists of :
The Opening - state the position you are applying for and how you learned about the job.
The Body - Highlight your main qualifications - the skills and experiences that relate to the job (refer to, but don't repeat your resume).
The Closing – Politely request an interview - at the employer's convenience.
Tips for a convincing cover letter include:
· Address letter to a specific person, not "Dear Sirs" or "Dear Personnel Director" 
· Enclose a self-addressed stamped envelope 

· Spell correctly the name of the company or person to whom you are writing 

· Type neatly on white letter-sized bond paper 

· Use correct spelling, grammar, and punctuation 

· Be clear and brief, but give enough information to interest the employer in your qualifications for the job 

RESUME WRITING
   Your Resume is You
Resume writing is simply collecting your past experiences and your personal inventory to chart your future course. Good resumes are important marketing tools that can help you land that job interview as well as help you focus on your career objective and prepare for job interviews by organizing your skills & experiences. They should be tailored to each company you are contacting to emphasize qualifications applicable to each individual company.  The good resume presents:
· Who you are 

· What kind of work you want 

· Your education or training 

· Your skills 

To create an impressive resume it should be:
· Well-written. No spelling or grammatical mistakes. Keep it clear and concise. Have someone proofread your resume before you give it to an employer. 

· Attractive. Typed and professional in appearance. An employer should be able to glance over the resume and read the main points. 

· Recommended length. One Page. 

· Relevant. Include only information having to do with the job you are seeking or your career goals. 

· Personalized. There is not one correct way to write a resume. Use the style and format that best reflects your needs and accomplishments. 

· Appropriate. Information and format must conform to employer expectations. An artist, for example, may appropriately include graphics, while a banker should not. 

· Balanced. Include only data that will help you get an interview. You don’t usually report personal data (age, religion, marital status, etc.). Ask yourself, "Will this bit of data help get an interview?" If not, do not use it. 

THE JOB APPLICATION
Create a Good Image
An employer's 1st impression is based on your completed job application. It can be the deciding factor for a chance for a job.  In addition to a resume, many employers require that you fill out and sign a job application. This is considered a legal document if you sign your name near a statement that all information provided by you is true. These suggestions will help you fill out a job application:
· Read the entire application before starting to write 

· Use a pen unless pencil is required 

· Print all information legibly 
· Be neat 

· Be sure all your spelling is correct 

· Emphasize your positive education, work and military experience 

· Focus on volunteer work, hobbies or training if they are job related and you have little work experience 

· Answer all questions, even those you’d rather not. If a question doesn’t apply to you, then write "Not Applicable" 

· Have your resume available in case you need it for information or to submit with your application 

· Account for all gaps in work history by stating your major activity during those times. For example: "job hunting" or "caring for parent." 

· Write "negotiable" or a salary range under "Salary Desired" 

· Write something like "will discuss if selected for interview" under 

· Reasons for Leaving," if you have been fired 

JOB INTERVIEW
Preparing for an interview means being ready to talk about yourself, your experiences, your strengths and your goals. Bring your resume with you to the interview. You may have to fill out a company application prior to your interview appointment. Learn all you can about the company and know how your education and experience apply to the company.
Interviewing Do's: 
· Go alone 
· Arrive a little early 
· Be clean and well groomed 

· Smile 
· Shake Hands firmly 
· Address the interviewer by name 
· Wait until you are asked to be seated 
· Maintain Good Eye Contact 
· Take time to think about your answers to interview questions 
· Speak clearly
· Be positive 

· Use good grammar 

· Ask for clarification if you do not understand a question 

· Stress your qualifications 
· Stress your readiness to undertake the job duties 

· Ask when you may call to learn about the hiring decision 

Interviewing Don'ts:
· Say "I'll take anything." 

· Smoke/chew/drink anything, even if invited to 

· Apologize for your lack of experience 

· Ask about salary of days off 

· Discuss personal/financial problems, other jobs you didn’t get, or criticize teachers or employers 

· Provide information which not factual 

· Beg for the job or hang around after the interview 

Questions you may be asked by the interviewer:
· Where did you hear about us? 

· What is your background? 

· What does your current job include?
· What is or was your best subject in school? Your Worst? Your favorite? 

· If you have a job of any choice, what would you choose to do? 

· Why do you want to work for our company? 

· What are your short and long term goals? 

· What kind of contribution can you make to our company? 

· Where do you see yourself in this company in the next five-years? Ten years? 

· What are your strengths and weaknesses? 

· Why did you leave your last job? 

· How does your previous experience relate to the job for which you are applying? 

· What would your former employer or teacher say about you? 

· Why should we hire you? 

· How much pay do you expect? 

Question you may want to ask the prospective employer:
· Will you describe a typical job for me? What would the daily duties for the job be? 

· Does the company have a policy of promoting from within? 

· What kind of person do you hope to hire for this job? 

· What is the turnover rate for this job in your company? 

· How does this work fit into the company as a whole? 

· What problems do you hope to solve by hiring this person? 

· What opportunities for moving up can this company offer? 

· Why is this job open? 

That extra touch:  An important, often ignored, step is the follow-up letter sent after the interview. It will get your name before the interviewer one more time - your chance to further influence the decision. A good one should contain a thank you for the interview comment, a statement that reaffirms your interest in the position and your value as an employee in that position, and that you will be available for further interviews at their convenience.      Source: Pennsylvania 2000 Career Guide
