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Welcome to Recruiter Q&A, where we pose employment-related guestions to the
experts and share their answers! Have a question you'd like to ask? Leave it in the
comments, and you might just see it in the next installment of Recruiter Q&A!

Today's Question: We know that cover letters (https://www.recruiter.com/cover- %3D2016-06-

letter.html) are important ~ but they also happen to be one of the hardest aspects of  23T14%253A48%253A50.7237%26dateAdd

the job hunt to master. What tips and insights do you have that can help job seekers ed%3D2016-06-

write the best cover letters possible? 23T13%253A48%253A50.7237%26111%3D2
016-06-

23T14%253A48%253A50.7232%26itemCou
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1. Summarize Your Key Qualifications

Summarize your key qualifications as they apply to the specific position. Aim
for no more than one or two clear sentences about the contributions you can
make to the employer based on your experience, skills, education, or

expertise. Your opening summary is the hook that entices employers to read
more.

.... e

— Dianna Booher, Booher Research Institute

(http://www.booherresearch.oom/) & (hitps://twitter. com/intent/user?
screen_name=@DiannaBooher)

Use cover letter templates with extrerme caution. Make sure your final version
has enough of you in it to not sound like you just pulled a random template
from Google in a three-minute searcht

— Kristen Steele, Bookmasters (http://www.bookmasters.com/) w
(https://twitter.oom/intent/user?soreen_name=@bookmasters)

3. Don't Make It Too Long

Cover letters are short and sweet. Read it yourself. If it takes more than a
minute or two, it's too long.

— Sam Cameron, allude.to (https://allude.to/) w
(https://twitter.oom/intent/user?screen_name=@aIludeto)
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34 Focus on the Employer, Not Yourself

The best cover letters focus on the needs of the employer. If you can prove to
them that you can save them money, make them money, or solve problems,
they will definitely be more interested in you. Plus, you only need to prove one
of the three to make an impact. Not sure how to do this? Research the
company ahead of time to see how you fit in.

— Donna Shannon, Personal Touch Career Services
(http://personaltouchcareerservices.com/) -
(https://twitter.com/intent/user?screen_name:@DLShannon)

S. Write It ‘Pyramid Style’

Cover Letter Tips: 9 Ways to Stand Out

Include the most important information toward the top. The employer
probably has several applications to look at, so if the they only read part of
your cover letter, ensure that they at least read the best part.

— Ryan Naylor, LocalWork.com (https://www.localwork.com/) w
(https://twitter.com/ intent/user?screen_name=@LocalWorkcom)

6. Address It to a Person

Gone are the days when “Dear Sir or Madam” was acceptable. Do your
research. Look up the hiring manager or recruiter on LinkedIn and do you best
to decipher who your application is going to so you can address them by
name.

— Mary Beth Ferrante, Mary Beth Ferrante Coaching
(http://www.marybethferrante.com/) wr (https:/twitter.com/intent/user?
screen_name=MBFerrante)
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7. Customize Your Cover Letters

Do not use the same cover letter for every application. Make sure you
customize each one separately for each job you are applying for. That is all
the employer wants to read about: How you will be of value to their company
and this position.

— Lynda McKay, Bagnall (http://bagnall.us/) w
(https://twitter.com/intent/user?screen_name:@bagnallconsult)

8. Incorporate Hard Data

In my experience receiving hundreds of cover letters, | appreciate those that
truly the candidate by using a mix of creativity and intelligence. It's so easy to
tell when someone is using a form letter that they grabbed off the Internet.
When job seekers take the time to think about what is relevant to me as an
employer, | notice. | don't want to see

a bunch of random facts that aren’t relevant to my company. | want a concise
description that shows me some skills that are directly related to the job. If
you throw in a few statistics or hard numbers that you can back up, even
better. This shows me that you can provide real solutions to real problems.

— Brandon Schroth, seoWorks (http://www.seoworks.com/)

9. Don't Repeat Your Resume
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