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A cover Tetter is a letter you send to a potential employer either
in application for a particular position or to inquire about possible
openings. A large number of resumes are sent to potential employers under
cover letters that seem designed deliberately to ki1l off any enthusiasm
that the resume arouses. They do this usually because they say the same
thing that all other cover letters say, they emphasize negative factors
about the person seeking a job, or they are dull.

To counteract these common problems and to make your letter stand
out, focus on thé:ﬁ§é§§,<§égé§£ﬁ§, and(éiééiéﬁg of the potential employer
and tell how you can help meet or solve them. These needs or concerns
don't have to be ones that are bothering only one particular employer. Per-
haps there are problems common to business organizations, non-profit organi-

) &
zations, or educational institutions that you can address. b{@gljﬂing en- i:;;ﬁgfb*
rollment, for example, is certainly a major problem facing most educationa]_fzgzéééizg

R x

institutions. b .

T

As with your resume, pay ‘close attention to what your cover letter r“f&JL
: N . - stk
1S communicating through its form and appearance. Type each letter indi- . ’;&wwy,
L»-‘UL )
vidually, orienting it to the particular employer and position. Address e

the employer by name; never use “"Dear Sir." Cover letters should be typed
with a dark ribbon and preferably on paper that matches the paper of your

resume. There should be no errors or obvious erasures.

Remember as you write your cover letters that you are an applicant,
not a supplicant. You are proposing a work relationship with another per-
son that will benefit both of you. Your experience, abilities, and ener-

gies can work for the interests and concerns of the employer. Although
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you should not exaggerate what you can do for an employer, the cover let-
ter is not the place for self denigration!

The following cover letter represehts the typical, ineffective
cover letter. Use it as a model of how not to write your letters. Once
again, we'll return to Loren A. Erickson, our student with an interest

in using his doctoral degree for fund raising and promotion.

8505 Wadsworth Boulevard
Denver, Colorado 807161
April 24, 1982

Metropolitan Denver Arts Alliance
c/o Artreach

1510 S. Grant

Denver, Colorado 80210

Dear Sir:

I will graduate in June from the University of Denver with a Ph.D. in
Speech Communication.

Because my coursework and experience have been in the area of promotion
and public relations, I will be available for the position of fund
raiser and would like to be considered by your organization at that time.

I have heard many favorable things about your organization and would Tike
very much to be associated with it. I am enclosing my resume for your
consideration.

I Took forward to hearing from you if there should be an opening in line
with my experience.

Very truly yours,
Arson (1. Crechosor

Loren A. Erickson




36

Loren A. Erickson is likely to obtain much better results with a
cover letter such as the following. Note the focus on how his skills and

experience can help the organization meet some of its concerns:

8505 Wédsworth Boulevard
Denver, Colorado 80161
April 24, 1982

Judy Wood

Director
Metropolitan Denver Arts Alliance

c/o Artreach —
1510 S. Grant Jgggééﬁég?”/
Denver, Colorado 80210

Dear Ms. Wood:

As the enclosed resume details, my abilities in fund raising and promotion
have demonstrated results for a number of projects. This experience and
expertise could produce, I believe, the same positive public response for
an organization such as yours,

Very truly yours,
Aotero (A, Crcchosn

Loren A. Erickson

Other sample cover Tetters follow that are designed for use when

applying for both academic and business positions.
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s 1999 Humboldt Street

Denver, Colorado 80667
April 26, 1981

Donald Leistner

Chair

School of Speech Communication
Eastern State University
Eugene, Massachusetts 43001

Dear Dr. Leistner:

lease consider me an active candidate for the position open at Eastern State
University. I feel my eclectic background in terms of academic studies, as
well as experience in applying theoretical material to practical situations,
makes me a well-suited candidate for the position.

Your description asks for an individual who is capable of t%gching interpersonal
ﬁland public communication courses. At the University of Denver, I have enjoyed

e
.

>k¢’3 the opportunity to execute total responsibility in planning, organizing, and

22 . teaching courses in both areas. 1 have just finalized plans for teaching a

) summer course in interpersonal communication, utilizing new books and lesson

~ s3> plans. In addition to the basic courses listed on my resume, I have lectured

- for some upper-division classes, particularly on the relationship between thought
and language. ' :

-
-

My theoretical interests have led me to study research methodology, statistics,
////theory building, as well as linguistics, rhetoric, phenomenology, and more. The
range of my academic work, I feel sure, contributes to my ability to develop

7
? \\\and teach effectively a variety of courses.

I am strongly committed to the quality of instruction in the discipline from

v the basic course to graduate seminars. I would welcome the opportunity to
polish materials already in use and to further develop coursework in areas of
interest to students. ) :

Recent accomplishments include presentations at the Martin-Marietta Corporatdon
-~ and the annual convention of the Colorado Language Arts Society, a workshop in
d;j%komen's communication skills for the International Society for Personnel Women,
and the acceptance of a paper to be presented at the convention of the Speech
v Communication Association this November.

//I have requested that the SCA forward my placement file to you. Please let me
know if I can provide you with further information. I look forward to hearing

| from you.
N

Sincerely,

Alice White
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= 7439 S. Josephine #640
Denver, Colorado 80210
March 27, 1981

\{A
LS
«

-Greta Holmes

Head

Division of Arts and Humanistic Studies
Eureka State College

Eureka, California 92201

Dear Dr. Holmes :

As you review my resume, you probably will come to 3 conclusion similar to mine:

fgfj In reviewing my credentials, please note that all of the courses I took during

o7 the summer of 1978 are either germane to or in the area of organizational com-
62;%§§§3D munication. On the practical level, I designed an independent study under the

direction of Alton Barbour that focused on establishing helping relationships

an organization that provides counseling and information through an eight-state
telephone network. In addition, I have "conducted workshops dealing with organi-
zational communication.

:§Q{ij’ via the telephone. I coordinated this study out of the Regional Cancer Center,
r X
A

In the area of business and professional speaking, the public speaking course

that I currently teach meets the business schoolis requirements for its students.
I provide the students with 3 variety of real-world experiences through the class,
and thejr responses to these opportunities, as well as their evaluation of the
curriculum, have been highly positive.

Small group communication is an area of,particu]ar interest to me, and I have
s taken both taborator and theoretjgall&:based_cour es. I incorporated both of
~ these aspeéf?z?ﬁ=fﬁéy:;urses I téaeh—tnt €a. Small group communication
is the focus of my dissertation and a direction in which [ am interested in par-
suing additional research. I am particularly interested in the relationship be-
tween an individual's conceptual view of power and his or her communicative be-
havior in a smal] group.

I am familiar with the basic speech courses that are a part of your curriculum.

When I taught Communications 200 at your Arcata campus, I viewed it as a way to

introduce students to a balanced Perspective of the theoretical and experiential
dimensions of communication, as well as a way to whet their appetitites for more
intensive Study of our discipline.

T am a dé@gg;gnf‘and accomplished teacher with eighteen years of diversified ex-
perience. ~ Students are responsive to my classes and appreciate my academic chal-
pﬁg']enges and my concern for them as individuals. The ability to enrich both the
self image and intellectual advancement of the students I teach ig one of my
strongest assets,
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Because of the quality education I have received at both the University of Denver
and Northwestern University, my commitment to professional development, and my '
entensive teaching experience, I believe that my qualifications are consistent

with the dimensions of the position you have available.

Sincerely,

Pt

Aileen Banks
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1446 Emerson Street
Denver, Colorado 80218
March 30, 1981

Susan R. Smith

Chairperson

Department of Communication
University of Delaware
Newark, Delaware 19711

Dear Dr. Smith:

I would 1ike to be considered for the position open in your department
to teach courses in rhetorical theory and organizational communication.

If your department is typical of today's communication program, you are
seeking a faculty member who has demonstrated expertise in the areas of
rhetorical theory and organizational communication and who can attract
students to the department at the beginning of a decade in which college
enrollment is expected to drop twenty percent. The enclosed resume Shows
my abilities and qualifications in these areas. You may be particularly
interested in the following:

+ I have taught organizational communication for the past three
years at the University of Denver. 1 have found that I am able to create
enthusiasm for the subject and to motivate students to learn and apply
the concepts being taught. The teaching evaluation committee at the Uni-
versity gave me an "excellent" rating as an instructor.

* My education in communication has focused on the area of rhetori-
( i&f;;x cal theory and criticism, and my research interests 1ie in this area. One

N of my primary goals in all of my courses is to teach students to approach
s / . . .

. t3 2~ experiences from a rhetorical perspective.

V: ‘ N T

ﬂ}’kﬁgjx u*/f/have had the opportunity to study and teach principles of com-
%;>\ v munication outside of the university classroom. I have provided communi--

%P‘l\"§§? cation training to employees in various local businesses such as the John-
35,";, son Steel Company and the Colorado Power Company. As a result, I am able
SN o to combine theory with practice in the classroom.

(7
3 )
U9i;y ’ //// I would be willing to discuss further, at your convenience, how
> ~~ my abilities and experience can best serve the needs of your department.

I will be at the Western Speech Communication Association convention in
February and would be able to meet with you there.

%W@%’/VW

Taryn S. Robertson
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4321 S. York, Apt. 601
Denver, Colorado 80218
March 16, 1983

Constance Wyatt
Supervisor

Norfolk Division of Social Services
270 W. Brambleton Avenue

Norfolk, Virginia 23510

Dear Ms. Wyatt:

As the budget cuts of the Reagan administration are implemented, social
service agencies are going to be faced with a major challenge: providing
assistance to increased numbers of individuals in the most efficient and
cost-effective manner. This challenge can be met only with staff members
who have effective communication skills for dealing with clients, yet who
also can process forms and documents quickly and accurately.

With a master's degree in speech communication and an emphasis in sociology,
I have a record of success in these areas that I believe you will find in-
teresting. The enclosed resume provides brief examples of my accomplish-
ments.

Since T will be in Norfolk next week, I hope you won't mind a call then to
set a time to discuss possible employment.
Sincerely,

Anna T. Lunsford
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500 Malvern Avenue
Denver, Colorado 80208
June 33 1983

Jonathan Cleveland
Director )

Rose Medical Center
4567 E. 9th Avenue
Denver, Colorado 80217

Dear Mr. Cleveland:;

With increasing concern among the public about the high cost of medical
care and a greater willingness to protest care received through the filing
of malpractice suits, effective communication between patients and your

* hospital staff must be a source of concern to you.

As shown by the enclosed resume, a person with a knowledge of the communi-
~cation process and with communication skills can do much to create positive
relations between patients and the hospital staff. I feel sure that I can
help with your communication efforts as a patient representative.

May I come see you or a member of your staff to discuss some of the ways
in which my skills can contribute to patient-staff relations at Rose Medi-

cal Center? I will call your secretary this week to determine the time
best for you.

Sincerely, _

Emily G. Kramer




