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New Jobs in Your Area

welcome to Recrulter Q&A, where we pose employment-related questions 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 instajlment of Recruiter o&Al

Today's Question: we know that cover letters (https://www.recruiter,com/cover-
letter html) are important - but they also happen to be one of the hardest aspects of
the lob hunt to master what tips and insights do you have that can help iob seekers
write the best cover letters possible?
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from Google in a three-mrnute searchl

- Kristen Stee/e, Bookmasters (http://www,bookmasters.com/) V(https://twitter. com/intent/user?s creen_name=@bookmasters)

3. Don't Make lt Too Long

cover letters are short and sweet. Read it yourserf. rf it takes more than amrnute or two, it's too lonq,

- Sam Cameron, allude,to (https://allude,tol) p
(https://twitter. com/intent/user?screen_na me=@a I ludeto)
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Sales Representative _ Sales Rep _ Sales
Associate An exciting opportunitv now

exists to join DEFENDERS the ADT
Authorized premiere provider in home

secu|ty systemsl ... Sales people to join our
team. _ Sales

Sales person (Retail Sales Associate /
Sales
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Cover Letter Tips: 9 Ways to Stand Out

. Summarize your Key Qualifications

Summarize your key quarifications as they appry to the specific oo.,r,*l*--_
::i:_T:l: *: :::".llwo 

crear sentences abour the contrinuiions you canyuu udtmake to the employer based on your experience, skills, education, orexpertise your opening summary is the hook that entices .rp;;; ro readmore

- Dianna Booher, Booher Research Institute
(http://www. booherresea rch. com/)'+ (https://twitter com/intent/user?
screen_name=@DiannaBooher)

Be Wary of Templates

Use cover letter temprates with extreme caution. Make sure your flnar version

Pr_.::::i^:lli'r it ro not sound tike you just puiled a random temptate

https ://www.recruiter.com/i/cover_l etter_ti ps_ gways_to_stand_ouV
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Focus on the Employer, Not yourself

company ahead of time to see how you fit in.

- Donna Shannon, personal Touch Career Servrces
(http://persona ltouchca reerservices.com/) y
(https://twitter. com/intent/user?screen_na me=@ D LShannon)

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/) V
(https://twitter.com/i ntent/user?screen_name=@Loca lWorkcom)

. Address lt 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 Lrnkedln and do you best
to decipher who your application is going to so you can address them ov
name.

- Mary Beth Ferrante, Mary Beth Ferrante Coaching
(http;//www.marybethferrante.com/) v (https://twitter.com/intent/user?
screen_name= M B Ferrante)
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Sales Person (Retail Sales Associate /
Sales Consultant) With over 75 years in the

retail rndustry, Nebraska Furniture Mart
(NFM) has been a leader in providing

affordable home furnrshings to the Midwest
area. . . As we continue
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. 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 arl
the employer wants to read about: How you will be of value to their companv
and thls position.

- Lynda McKay, Bagnall (http://bagnall.us/) S
(https://twitter.com/intent/user?screen-name=@ba 

g n a I lcon su lt)

8. Incorporate Hard Data

rn my experience receiving hundreds of cover letters, I appreciate those tnat
truly the candidate by using a mix of creativity and intelligence. lt,s so easy to
tell when someone is using a form letter that they grabbed off the Internet.
when job seekers take the trme to think about what is relevant to me as an
employer, I notice. I don't want to see
a bunch of random facts that aren't relevant to my company. I want a concise
description that shows me some skills that are directly related to the job. lf
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.

- B rando n Schroth, seoWorks (http://www. seoworks. com/)

9. Don't Repeat Your Resume

We offer the following benefits: 30%
discount on merchandise competitive

salary career advancement Sales Associate
Description: Responsible for selling Store
merchandise to Guests while maintaining

the company's standard in customer
servtce.
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