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DO find out the name of the individual who should
receive the letter.

DO use the same heading you use on your resume.

DO follow directions. If they said to e-mail your resume
as an attachment, do it.

DO use verbs and accomplishments to explain what you
did and how well you did it.

DO vary your sentence structure, for example: don’t start
every sentence with “I”.

DO remove acronyms and corporate codes you removed
from your resume.

DO proofread your cover letter. Look for any thoughts
you may not have said clearly.

DO use a common font (Arial, Times New Roman) that’s
no smaller than 11 pt. and no bigger than 12 pt.

DO let your positive personality traits (confidence,
enthusiasm, motivation) come through in your cover
letter that you may not have be able to convey on your
resume. Make sure it is professional.

Cover Letter DO’s and DONT’s

DON’T address the letter to a generic person, for
example: To Whom It May Concern, Dear Sir or Madam,
or a nameless title (HR Manger) if you can help it. If you
can’t get a name, use Dear Hiring Manager.

DON'T use expressions like “per our
conversation”...write as you speak, but still keep it
formal.

DON’T write a generic cover letter. Ifit’s a blind ad and
you don’t have a lot of information, then sell yourself on
what was revealed in the ad and possibly a couple of
personal attributes.

DON'T address areas of weakness, skills or qualifications
that don’t meet requirements. Use this space to sell
yourself; focus on strengths and skills that match.

DON'T staple your cover letter to your resume - unless
otherwise instructed to do so.

DON’T use obscure words. This is not the time to enrich
your vocabulary with words you may not understand.

DON'T attach documents with a paperclip. The

attachments can get lost. Instead, label each document at
the top with your name and contact information.
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