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COVER LETTERS

In the Department of Consumer and Business Services’ effort to simplify the recruitment process we often request information in a cover letter format instead of the traditional essay style test questions.  

When writing your cover letter keep the following tips in mind.

· CONTENT.  Reviewer(s) look to see if all the requested information is included in your response.  Failure to provide all the requested information may keep your application from being considered further.

· PRESENTATION.  Hiring supervisors look at how the letter is formatted and how the information is presented, whether the sentences flow from one thought to another, and if there are grammar, spelling, punctuation, or other types of errors.  

· USE THE WORD "I".  Don't just write about the process or what "we" did.  Tell the reviewer(s) what you did.
· AVOID VAGUE LANGUAGE.  Responses such as, "I was involved in the budgeting process" really don’t provide enough information.  When drafting your letter think about the following.  What were your duties?  What was your level of responsibility?  What did you do to achieve results?  Additionally, jargon and acronyms tend to detract from the clarity of your response.
· RESPOND TO ALL PARTS.  Address each part.  For example, if you are asked to identify the tasks, responsibility level, audience, etc., be sure you have responded to all the requested information.

· BE CONCISE, YET THOROUGH.  It is okay to describe a scenario (if it is pertinent), but do not describe philosophies or what "experts" say on a subject.  Also, unless the announcement instructs you otherwise, there is no correct number of pages.

· MAKE IT LEGIBLE.  If the reviewer(s) can’t read your letter, you may not be considered further.
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