Your First First Impression
by Lee Anne Brownfield

First impression at an interview is very important; however, the very first impression (the one that accompanies your resume) is crucial.  Imagine yourself as an employer receiving resumes.  Would you hire someone who forwards a resume without a cover letter, or includes a cover letter with:
· Typos, bad grammar or punctuation?
· Misspelling of your name and/or company name?

· No indication of the position desired, or location if multiple possibilities?

· Information not pertinent to the position?
· More than one page? (unless appropriate for career or position level, which is rare)
I doubt you would waste your time talking to this person.  If the cover letter is no more important than the time it would take to craft it appropriately, the importance of your business to this applicant would be questionable.
When you need a cover letter, where do you begin?  An outline is a great way to start, and six sections are needed:

I. Contact Information for:
A. You – name, address, phone, email
B. Company – contact, title, name, address (fax number or email if applicable)

C. Date – Month Day, Year

II. Salutation:
A. Call for contact name, title, or gender (if you only have a last name)
1. Use Mr. or Ms. and last name only

2. If unable to secure a name, use as personal of a salutation as possible

3. Use Dear Hiring Manager or Dear Hiring Committee

B. Use a colon (:) since it is formal communication

III. Introduction (keep it short):
A. State your interest including  job title, job code, location, and source of posting

B. Add brief correlation of you with top job criterion, or save all support for body
IV. Body (one or more paragraphs):
A. Utilize job description in comparison with your accomplishments
B. Use facts to illustrate how you can contribute to the organization
C. Research the company for relevant information to demonstrate sincere interest
D. Avoid duplication of your resume – reword and limit to applicable job criteria
E. Avoid including insignificant information – customize each letter
V. Conclusion:

A. Thank them for consideration

B. Ask for the interview in creative terminology
C. State your next step – follow-up in a week or less (very common suggestion by coaches, but surveys of HR personnel revealed some disapproval of follow-up)
VI. Close, Typed Name, and Signature:
A. Sincerely, Respectfully yours, Best regards, 
B. Sign between close and typed name if sending hard copy by snail mail or faxing

C. Leave one line of space between close and typed name if sending by email

The final step is to proofread over and over for errors (don’t trust spell check or grammar check).  Enlist another pair of eyes to ensure accuracy and clear thought.  Future articles will delve into cover letter detail, with suggestions for wording.  Specific job search questions can be submitted via careerwaves@yahoo.com.
