Letter of Application

A letter accompanying a résumé provides an opportunity for you to sell yourself as a worthy candidate for a job. Here are some guidelines:

· Keep the letter brief. Most busy executives will not take the time to read a long letter.

· Address the letter to a specific individual. In other words, don’t write to “Dear Sir or Madam” or “To Whom It May Concern.”

· Make sure you know the correct spelling and gender of the individual. A woman named Rolfe Smith is not impressed with a letter addressed to “Mr. Rolf Smith.”

· Appeal to the recipient’s interests. Why would he or she benefit by hiring you? (Don’t write, “I need a good job in order to pay for my daughter’s braces.” Potential employers may feel sorry for you, but they are not in business to help pay for braces; they want employees who are enthusiastic about working for the organization and can help it reach its goals.)

· Summarize your most important qualifications.

· Refer him or her to the enclosed résumé.

· Ask for an interview; give your e-mail address and phone number for home and/or office.

THE WRONG WAY TO WRITE A COVER LETTER

A colleague showed me a letter of application that contained a fatal blunder. It was from a professor living in Washington, D.C., who stated why he wanted a job in North Carolina:

“Dear Dr. _________:

“I would like to teach at your college because my family and I are sick of living in Washington, D.C., which is a dangerous, high-crime city.”

The applicant blundered by focusing on his needs, rather than on the needs of the college. Administrators may feel sympathy for the applicant’s plight, but their goal is to find good instructors who can make a contribution to the lives of students. They are not devoted to rescuing people from high-crime areas.
Sample Letter of Application







227 Oakdale Avenue







Corte Madera, California 94925







ymartinez@ioa.com







September 5, 2002

Ms. Mary Morris, Vice President 

Synergy Software, Inc. 

1049 Middlefield Road 

Palo Alto, California 94301

Dear Ms. Morris:

I was pleased to read in PC Week magazine of Synergy Software’s decision to market its database and spreadsheet programs in Latin America. If you hire me for your sales force in Latin America, I think I can help you sell thousands of your fine software packages.

My qualifications make me an ideal candidate for the job: I have used Synergy software for the past three years, I have traveled extensively in Mexico as a sales representative, and I am proficient in both spoken and written Spanish.

After you have had time to examine my enclosed résumé, I would appreciate your e-mailing me or calling me at home—(415) 924-5185—to set up an interview at your convenience. I would like to share with you my ideas for marketing Synergy products in Latin America.






Sincerely,






Yolanda Martinez






Yolanda Martinez 
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