Cover Letters
You need to attach a cover letter to every resume you send out, whether you mail, e-mail, fax or personally deliver it.  Customize each cover letter to the company you’re applying to and the job you’re applying for.  Your cover letter introduces your resume and tells the employer exactly why you are perfect for a particular job.

Cover letters usually have three components:

< 
1st paragraph – State your interest in the company and the job.  Say how you found out about the opening or the company and why you are interested.

< 
2nd paragraph – Use this paragraph to tell the employer what you have to offer the company by highlighting one or two qualifications you think would be of greatest interest.  Point out any special training or experience you have.  Refer the reader to your resume for further details.  Demonstrate that you know something about the company.
< 
3rd paragraph – Close the letter by expressing your appreciation for the employer’s time and asking him or her to contact you.
Follow the “full-block” format so that your cover letter is professional and easy to read. 
The letter should be only ONE page long!
68 Raven Street

Nepean, ON

K2J 2L2
September 6, 2011
Ms. Holly Peters

Manager

Bubba’s Accounting Firm

25 Main Street

Ottawa, ON

K1G 4R2

Re: Part-time Employment
Dear Ms. Peters:

<Introduce yourself (but do not say “My name is ...) and state why you are writing ...>

<Tell the employer what you have to offer; point out any special training or experience you have; refer the reader to your resume for further details; and demonstrate that you know something about the company....>

<Close the letter ...Request an interview...>
Sincerely,

Joe Student

(613) 843-1234
