
BASICS OF A COVER LETTER

A badly written cover letter can hurt your chances of landing a great job. What common mistakes should you should try
to avoid when writing yours?.

Planning and organizing - able to plan and prioritize work tasks to achieve the necessary outcomes. Integrity -
honesty, respect for others, reliability, maintain confidentiality, fulfill your commitments and adhere to
company policies. Don't let this request derail you. Monster staff There's nothing scary about writing a cover
letter. A dynamic cover letter can attract the employer's attention and arouse interest. Go through each of these
6 key competencies and think of an example of how you use that particular behavior or competency in your
work. Sample Basic Cover Letter. Thankfully, there are ways to downplay these situations with a good cover
letter although you might still need to address such issues during an interview. Hansen, Ph. Cover letter
opening paragraph The rest of your first paragraph should concisely present your background. Only about
one-fifth of the job market is what we call "open. A good cover letter can suggest to an employer, "I'd like to
interview this person; she sounds like someone I'd like to get to know better. Tailor your letter specifically to
each company you send it to. So do it. Slowly review your cover letter to make sure everything reads properly.
Referral letters are the product of networking, which many experts say is the most effective method of
job-hunting. The invited cover letter enables you to speak to the requirements of the ad. Show your interest
and enthusiasm for the job opportunity by taking the time to write a good cover letter. Needless to say, this
diminishes your chances of getting called in for an interview. The value of the referral letter is in its
name-dropping. When we were hiring, the "squeaky wheel gets the grease" approach worked on us almost
every time -- just make sure you don't overdo it and end up annoying the employer. Follow me at: About the
Author At LiveCareer, we live and breathe the belief that we can help people transform their work lives, and
so do our contributors. Express enthusiasm and confidence that you are a suitable candidate in your
introduction. After the salutation, state exactly which job you're applying for.


