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You don't write because you want to say something,
you write because you have something to say.
—F. SCOTT HTZGERALD, THE CRACK-UIP

rnest Hemingway wroté a short story using just 6 words.
Actress/writer Portia Nelson wrote her autobiography in less
than 150 words. Think you can write a good cover letter in four
paragraphs? .

During your job search you will encounter several opportunities.

to write. Everything you send out during this process has the power
to cast you in a positive or negative light. You will be evaluated on
many things, and well-written correspondence can be a decisive fac-
tor in your employment. It is your chance to make a good impres-
sion, demonstrate your writing skills, and convey your enthusiasm
for the position or company. If you fail to represent yourself well in
writing (even when it’s “just an e-mail "), you have given the employer
a reason to choose someone else. Because cover letters, just like résu-
més, are so important to the job search, you will see hundreds of
books and Web sites on the subject. And once again you're going to
find all sorts of conflicting advice: cover letters should be just two or
three sentences to introduce your résumé, cover letters should be at
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least three paragraphs but never more than one page, cover letters are
completely unnecessary, and so on. In this chapter, we're going to
cover the basics of good business writing and provide you with sev-
eral illustrations to use as starting points for creating your own bril-
liant letters. And just as was recommended in Chapter 8, you will
want to seek examples of good cover letters and other business writ-
ing from Web sites and books, and you will want to enlist someone
to critique your letters.
No matter what career field you're considering,
not only help you get the job, it will also help you
get faster promotions. That’s a rather bold statemen
of you saying “Wait a minute. I'm going to be a
hired for my writing ability.”

good writing wil
keep the job and
t: 1 can hear some
- I'm not being

And you may be right. But do you
think you might have to send an e-majl at some point to your super-

visor? Is there a chance you will need to craft a letter to sell product
or your services? Do you dream of becoming an entrepreneur and
developing your own business? No matter what field you're in, you
will write; and because so few people take the time or energy to hone
the craft, good writers easily stand out from the competition. And
good writing will serve you throughout your career.

Want one more reason for developing strong writing skills?
Money. Good writing skills are consistently one of the most sought-
after skills by employers. The employee who can write a great memo,
send the perfectly composed ¢-mail, write grants that result in fund-
ing, or write the perfect proposal will stand out for promotion every
time. In fact, even'now you're about to be “paid” for your ability
to write a good cover letter and other business correspondence by
landing a job, internship, or a volunteer opportunity that will lead to
something better in the future,

For years you've been writing to please your teachers or profes-
sors with the hoped-for result of an A. Some of you have perfected
this skill; others would prefer to avoid it and have mastered the art of
finding courses that require tests rather than papers. If you haven’t
enjoyed academic writing, the good news is that the type of writing
you'll be doing for the job search differs from the writing that pro-
fessors have expected, Business writing is generally more direct and
easier to write. If you're a strong academic writer, you will find that
you can adapt your style quickly. The basic rules of good writing

Channeling Jane Austen

apply everywhere, but business énmnwsm (the term J.amm.a. going ﬁommwm
for the kind of writing you’ll be doing to land a job) is a new
ienced A writers.
mdm%%% M ”WH.?& writing is some kind of nm;:.;_ m.m_“ _ummﬁcMom :m.ﬁ“
only certain people. Sure, not all om. us can write like mMnn _ zmwmb o
Maya Angelou, but good basic writing skills can be : m<M ope mmm-
learned by anyone. So if you're still in mnfooH mE.m_ you've Hmw.w_._” M%Noo
ing those writing-intensive courses, consider taking one. f tha M ﬁ
intense, take a creative writing course that m:oém you to ézﬁm abou
your interests, or a workshop on wo:nsi__sm or Eomm_.:mu .nomﬂmm
practice and feedback from your Edmmmmom. or:facilitator will be :.:aw mc-
able to your goal of becoming a better writer. Some colleges even offer
business writing courses that would be a great place m.op, you _HM practice
your technique. If you’re out of school, _“rﬁ.m. are still MG 0 vow.m_om“
for improving your writing mwm_m..m.no:,_ getting a boo ME %MM.MWl
writing to taking a Web-based writing class. Even your loca o
store might host writing groups érﬁ.n. you could wnmﬂsna VSMH. ﬂﬁmm
ing and have it critiqued by fellow éa.;ma. And by the A_Mp%._u eca i€
good writing is good writing, you don’t mwém%m have to ﬂ_m e mﬁ cmﬂws
writing workshop or course if that n_Ommb t sound appealing. Lear : g
to write science fiction, creative nonfiction, mysteries, poems; or other
forms of writing will also develop your business writing skills. .
One of the common challenges for students mnocmﬁoamam“o writ-
ing five-hundred-word essays or twenty-page nmmmma.o_.g @Nuﬂ,m is MM
myth that the longer a piece of writing is, the Tmﬁ.ﬂ. it Hm.m wo . 4M ,.
ing isn’t about length. It’s about covering the mw_u_mnm m:_ t Bw._ s ow:
ping. An apocryphal story about Ernest Emamsmém% places :M )
a bar where he bet someone that he could write 1:.“ .mro:m.v,ﬁ 8 9.&
story ever written. Supposedly he won the bet by writing a six-wor
story on a napkin:

“For Sale. Baby shoes. Never worn.”

Now, that’s not exactly a mood lifter and mnm:»_u.g Mr. H.mﬁin.m-
way would have benefited from some of that positive mindset in
Chapter 3, but in six words he beautifully m:nm_umc_mﬂ.mn_ nr»nﬁﬁwb
plot, and story. You can picture it, can’t you, and fill in the details
yourself?




LuE g jUT UG B W DALY

Right now many of you are well versed in academic writing. And
that’s good because academic and business writing have
acteristics in common. Good academic and business w
for clarity, know their purpose for wr
write accordingly, organize their wr
the amount of space needed to ade
types of writing have three key ele
The table below illustrates some

many char-
riters strive
iting, know their audience and
iting inta logical manner, and use
quately cover their points. Both
ments: format, style, and content.
of the differences and similarities

between academic and business writing:

Usually lengthy: three-

Expected Length
plus pages

Minimal: one to two

. . Short words/short sen-
Vocabulary Academic, formal, techni- tences, Can be technical-
cal, specialized

or specialized, but must
be clear and to the point

To inform, advance, gnd . .
Purpose demonstrate knowle dge. To inform and inspire the
demonstrate research reader fo take action, o

and wrifing skills sell @ product or an idea

Channeling Jane Austen

In this chapter we're going to focus on the cover letter, the key
piece of job-hunting correspondence. We will briefly discuss other
correspondence in the job search process, but the writing knowledge
you acquire when crafting a cover letter can be easily transferred to
other documents. You are going to use a system for developing your
cover letter that will help you avoid writer’s block and keep your let-
ter interesting and focused. You will also learn to avoid the five fatal
errors that can ruin your chances of getting a job: a lack of focus
in your writing, poor sentence structure and/or bad grammar, mis-
spelled words or typographical errors, an inappropriate style (too
casual or academic), and a failure to focus on the reader’s interests
and needs.

PREPARING TO WRITE

Your cover letter and other correspondence (including e-mails)
related to the job search are a part of your marketing campaign. A
good marketing campaign sells the product. Have you ever stood
in the grocery staring at the myriad toothpastes available, unable to
make a decision because there are just too many? Do I want the whit-
ening or the fluoride or the one with the little speckles or the one that
says it has breath freshener? Well, while no one is comparing you to
a tube of toothpaste, you are selling yourself to an employer who
likely has many candidates to choose from, and is sometimes just as
confused and overwhelmed as you are in the toothpaste aisle. So it’s
your responsibility to make sure they consider you first.

A good marketing campaign is designed to connect you to your
future employer by establishing a relationship that will lead to a per-
sonal interview and a job offer. Other aspects of your marketing
campaign include your résumé, your interview technique, and any
portfolio of work yow've compiled related to your chosen profession.
A well-executed marketing campaign can place you miles ahead of
the other individuals seeking the same position. With your market-
ing campaign, you control what is said. You can tell the employer
only what you want them to know about you by selecting the most .
important and relevant aspects of your background.
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As you prepare to write your letter, you can expect to spend
about one-third of your time planning your writing, one-third wrss
ing, and one-third rewriting and editing. You will need space and
time to write these documents, so find 2 place where you can focus
and won’t be disturbed. You need to clear all the clutter from your
mind—this is not the time to make that to~do list or help your room-
mate find his or her lost shirt, Try sitting still and breathing for a few
minutes before you begin. For inspiration, try checking your career
center’s Web site first and read a few of the sample cover letters to
get the general gist of what you'll be writing. Just don’s copy the sen-
tences verbatim. Don’t worry; the letter you write will be equally
good or, more likely, even better.

In the next section of this chapter you will learn a series of guide-
lines to help you develop the best possible letter. Stay within the
guidelines as appropriate, but remermber that your letter is the best
place to demonstrate your less tangible strengths, such as teamwork
or detail orientation. Develop your own style and let your personal-
ity shine through, always keeping in mind the line between creativ-
ity and crazytivity discussed in Chapter 8. And just as recommended
with your résumé, bring your letter to your career center or writing
center for review. If you don’t have access to a career center, let sey-
eral friends read it and critique it for you.

Before we move to the letter-writing process, the issue of mar-
keting or selling brings up a common concern among students and
recent graduates: How do you sell yourself when youre not even
sure you want the ¢ustomer to buy you? That is, how do you write
2 compelling letter when you don’t know if this is zhe job--the one
you really want? Back to chaos theory: focus on what you know,
what you don’t know, and what you need to learn. Right now you

about something. He would say “act as if” you're sure—in other
words, sort of a fake-it-till-you-make-it theory. Because you won’t
know if this is the job without more information, the best way to
get that information is to “act as if” ¢ 1s and move forward., If at any
point in the process you discover it’s not for you (whether it’s the

Channeling Jane Austen

. moment you upload your résumé m.Em cover letter to &_&n /x\MW M_MM
or ten years after you've been working for _“Tm. mem:_nmﬂoﬂv, W. oo e
always change plans. Right now your goal 1s to mmﬁ the in M:ﬁ oﬁh
During the first interview you ﬁﬂ: be better able ﬂM .mmmﬁﬂ.:.“q wﬁm o
might be a good match and during a longer second intervie

site you’ll have a much better idea. So let’s get started.

The aim of marketing is to know and understand the customer so

service fits him and sells itself.
welk the product or R ORUCKER

When conducting interviews for a _urmnB»nm:“mn& sales Mo,ﬁﬂos.“
one recruiter hands the students a pen and says, “Sell me that wn?m
It is an anxiety-provoking moment for the students, ?Mm it _M a mom
test of how quick they are on their mnmﬂ. and Swﬂrm_,.a ._&M_ ave m:w
feel for the selling game. After the interview, the recruiter shares w _“
students the three basic ways to sell a ?.om:n.n tout its Hmmmﬁﬁom, .MH,
its benefits, or put the pen down and ask questions to _:.m m ﬁm: ”Bmo?
stand your customer so that you can sell more mm\oosﬁ ¥y M:wﬁ:
ing your sales pitch to his or her bonm.m. In a résumé you mm.w g w _UQM
limited to the first two aspects of selling: your features Mb %om_ﬁ oo
efits, although you can focus those features and benefits Hoﬂ _&W o

the employer is seeking. In your letter you have &.mw. ow.woﬂ M:m W_ :
develop the third and most powerful element o,m selling; nmwm X ﬁrumm
or developing a relationship with the reader. Let’s examine those ! ¢
methods of selling and how they apply to your marketing campaign.

) Features are the basic characteristics that define MOM. Wr%ﬁ MMMK
to be hard facts or data easily observed or m:mbﬂm ed. mm
appeal to logic because they provide S.:mﬂ_vw evi wn%_M W + our
accomplishment. Your features might inclu n_m u\ocu jor,
GPA, your job or volunteer experiences, and so on.

i ikely to be your “soft”
e fits are less tangible and are more like y :
? M.Mﬂnm HMm special talents and features you bring to a job, mcnrmmm
hard wqoﬂwmﬁm or team player. You m_n%m@% mwwnoﬁwmn_. nﬁw_wwmmm
benefits when you did the Wandering Map and i :
%MMM mﬂwwammmﬁ mindsets. Benefits appeal to emotion and H.omwy
Wmn&ns_ml% if you can back up your statements of talent wit

examples.
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. While w.onr of Hrnmw\ selling ﬁ,omsﬂm are necessary, in order to use
them effectively the third aspect of sales must come into play: What

1s your potential employer seeking and how can buil
and demonstrate that you fulfill that need? you buikd apport

a . ) + '

2 >m_.n:m.m.tﬁ3b5mno questions might seem more applicable to
an interview than a cover letter, but as you write your letter,
answering certain unasked questions will help you frame our
correspondence in a way that will state your mzm:mnmaohgw{
demonstrate your knowledge of the company and the positio
and address any potential concerns, Extend your _.nmmmm.ov if >
necessary, to find answers to the following questions about th
cover letter you're preparing to write: )

. T .. .
! %mﬂ%ww: am I'writing? Do I have a specific name and

¢ WhatactionamI hoping this wﬁ.mo.; will take?

. MHOQ QO :Hf Mﬂm: ures NHH&. —Uﬂ:ﬁ“:nw mﬁ m.:.hm m—..—_uUOu t ﬁm e mv: tion
SIti 3
nrﬁ Or m‘m—HNNNHHO;u m.Hu.ﬁm\OH Hrﬂ career uﬂmﬂﬂg.

.. Mw%mwmmmﬁcgm m:m_um:mmﬁmmro:EH include/exclude from the

* How wmoé_mmmmnmzm is this person likely to be about m
features? For instance, will she or he already know a _ow\
m_uoﬁ. my major, or will I need to include a {ine or two
explaining the connection between my major and the
position or industry?

-* Why do I want to work for this em
ployer and how can I
convey my knowledge and understanding of the voﬂMos or

the field?

* How am I connected geographically vo this opportunity?

* What else does this person need to know about me?

. Writing your letters with these three key sales elements in mind
ﬂmr help you build rapport with the reader and establish your credi-
bility. As in your résumé, you want to develop brief short storjes that
convey a lot of information in one or two sentences. The reader will
know that you have done your research because you will be showin
(rather than telling) the reader through your storjes and examples, ’

Perfectionism is the voice of the Oppressot.  —ANNE LAMOTT

Channeling Jane Austen

Following the five-step method presented below will help you avoid
the form letter look that is generally rejected by employers and review-
ers, and it also has an added benefit: it is designed to eliminate, or greatly
reduce, writer’s block. Most students sit down to write their cover let-
ters, and fully aware of the importance of the task, immediately freeze.
You stare at the blank piece of paper waiting for the inspiration to start
your letter. The five-step process will guide you through your letter in
a manner that will destroy the usual causes of writer’s block: the lack of
a great opening line, not knowing what information to include, the fear
that you will be rejected, and the need to be perfect. You can write the
opening line later; in fact, it will likely come to you without effort once
you're in the middle of writing your letter.

Certain characteristics are common to all good letters, and for
this reason a sample letter is presented. You may not agree with the
example. In fact, you may think it’s terrible and that you wouldn’
write like that. Actually, that’s the point. Writers have to write in
their style, not someone else’s, and as long as you're following the
basic guidelines, youll produce a document that represents you in

the best possible light.

FIVE-STEP PROCESS FOR
CRAFTING LETTERS

I. ESTABLISH YOUR AUDIENCE AND YOUR
REASON FOR WRITING.

If you already answered the questions on page 230, you won’t
need to spend as much time in this step. Consider how formal or
informal your writing style needs to be. Are you writing to some-
one yow've never met? Then your style will be more formal. To an
alumnus you met recently? Then you can be less formal, while still
remaining professional. The important component in this step 1s rec-
ognizing what your audience is expecting from you and getting their
attention from the first line on. You want to persuade the employer
to want to speak with you. If you're writing a cover letter, you will
likely establish your reason for writing in the opening line, which is

designed to hools the reader and motivate him or her to keep reading. ,*
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For now, though, don’t write anything. The goal in this stage is to
know your audience well so thit you keep their point of view in
mind as you follow the next four steps.

2. SWOT MAPIT

Gotanother blank picce of paper handy? In this step you're going
to brainstorm your ideas for your cover letter by combining two
techniques: 2 SWOT analysis briefly mentioned in Chapter 3 under
strategic mindsets and the mapping skills you've developed through-
out the system. This technique can be used to write a specific letter
for a specific job, or to draft a generic cover letrer you can mod-
ify later when you see a position that appeals to you. There’s only
one rule: you must start with one mindset—that of the employer.
Remember, it’s not “What do I want to say?” It’s “What does the

employer need to know or want to hear?” Just like your other maps,
creating a SWOT Map is fairly easy:

) Areyou directing your letter to a specific job opening? Then
start by placing the job title in the center of the page and draw a
circle or rectangle around it. If you're writing a generic letter, put
the general field or type of job you're seeking in the center.

2 Draw four rectangles or circles around the center and label them
with the following words: Strengths, Weaknesses, Opportunities,
and Threats. As you focus on each of these areas, start drawing
lines from their boxes with examples that demonstrate your
connection to the position and/or the ways you can overcome a
discrepancy between you and their ideal candidate:

* Stremgths refers to your features and benefits as they apply.to
the position you're seeking. Why are you the best candidate?
What do you want the employer to know about youin
particular? What three skills or talents do you want to be
sure to mention?

* Opportunities refers to the learning opportunities and other
benefits you see about this job. Is this a place where you'd
really like to work? What is appealing about it? Is there an
opportunity for you to use and build your skills and/or provide
aservice? Does the organization focus on a longtime interest of
yours? Are there opportunities for growth and challenge?

* Weaknesses refers to what you might be lacking from
the point of view of the organization. For instance, the

- e S
4_ & STRENGTHS OPPORTUNITIES u_ W, ,ﬂ
3” . A B, \MA /VW M
R ! R
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#H' )Tii WEAKNESSES . W THREATS ]
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advertisement might say they’re seeking an advertising major.
And there you sit with your American studies major. What
arguments do you plan to use to overcome their resistance?
What could you say about your American studies major

Hrmnéoz_&mbﬂnuomﬁm; advertising firm? Keep the employer’s
- point of view in mind, :

* Threatsis kind of a scary word. While no one is threatening
you, the truth is there are outside factors that conld influence
your situation. Who might be your competition for the
position? In the example above, a threat might be those pesky
advertising majors who tend to apply for advertising jobs.
Another threat might be the economy: How hard is it to get
a position in this field or company? Another threat could
be your geographic location: Are you living in Utah and
applying for a job in Atlanta? How do you explain that to an
employer? If they assume their ideal candidates already live
in Atlanta, how do you overcome their reluctance to consider
you? (Hint: Do you have relatives or other connections to
the area? Are you going to be in Atlanta and available for an
interview at no cost to the employer? Mention that.)

Let’s follow Kayla, a recent college graduate who is currently
working at a coffee shop in Oregon, through this SWOT-mapping
process. She’s going to apply for a position in a different geographic
area that is not related to her major.

Kayla graduated from college with a music major and an English
minor. She has always been interested in environmental issues and
found an interesting job posting for a field associate with an envi-
ronmental organization in California. According to the job posting,
she would need to be knowledgeable about environmental issues,
including global warming, clean water and air, energy policies, and
s0 on. In addition to surveying the general public about attitudes
toward environmental concerns and acquiring signatures for peti-
tions, the field associate would work with local media to promote
environmental causes and increase awareness of issues. The position
requires that the individual be outgoing, have an understanding of
local and statewide politics, be familiar with sales or customer ser-
vice and/or fund-raising, and have a bachelor’s degree, preferably in
environmental science, Preferred experience includes grant writing
and managing staff. Applicants are asked to submit thejr cover let-
ters and résumés directly to the agency via e-mail. To preserve the
environment, no paper-based applications will be accepted.

Channeling Jane Austen

Kayla knows she could do this job, but she’s nosn‘mwsom\ ﬁMMM
employers won't look past her major when they see her résumé.
knows she needs to immediately overcome some freservations an
employer might have. Her SWOT map is on pages 236-37.

3. CREATE m>_<_._urm SENTENCES AND
POSSIBLE PARAGRAPHS

Now that you've outlined the pluses and Ew:cmom of %oE.Mmsw
didacy for the position, you're Sm&\. to start developing %m:n i n”
into sentences. Do not try to write the full _QHQ. yet. Use wor r
SWOT Map information to identify the WQ.% moE.u.Mm Amqnbm_wbmu
experiences, education) you want to emphasize, mﬂ. QW Mq: am
some sentences or phrases around them. Create a list of the se )
tences you might use in no particular .oamn. What Mo VME, BMMQ
want the reader to know? Or more important, Wl MH .o.nnm the
employer need to know about you? Can you m:_n&mwm ﬁ_ atin ,OEA -
tion in a sentence or paragraph? Refer to your origina mocmna
position announcement or whatever) as necessary. an_m. the momM
of your sentences positive and ﬁ.mE_,&. You want your Mﬂmﬁ H_o e
specific and persuasive. Presenting challenging or DQ<M | houg :
will motivate the reader to meet you, but always be careful to avo

1ity.
nENMMH mMa some suggestions for writing your sentences:

. . . b,
£ Use an active voice and focus on action ver

M 4 "
o Write “As chairperson, T organized . ..,” not “The event was
M »
organized by . ..

i , .

¥ Connect your experiences to the position you're secking,
establishing mutual interests or similarities between your
background and the position or industry:

i ilton Hotels

“Duri three years as a night desk clerk for Hi otels,

) HWMM_MM Mﬂw w:,%owﬂm:nn of good customer relations. 1 vmrﬁa.
my knowledge prepares me for your sales division because . ..

]

* “Your job description indicates you are seeking moBao:mH
with leadership potential. As nm?m_ﬁuom the soccer team,
developed a strong team spiritby ...
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Lo Magored in What?

* “Inmy philosophy course work, I
: . . sLlu d .
analytic thinking a good consultant ﬂmomﬁﬂ me ~ww:um_ and

n..,

“Iled a Boy Scout tro
To fund troop activities,
corporations in the area
relations staff. Not only
week-long camping trip
observations about the

Tereated a list of twent i

] ¥ prominent
and met with each of %m%wcvmn ’
did I raise enough money to fund a

for the boys, I acquired .
L \ .
public relations mM& nieresting

a . .
My history major emphasized the importance of precise

research combined with concise communication of

knowledge and information. I would use these skills to

HGMQNHOMH vmo—.: muH Oﬁ—cnﬂ —nbm X8 h_mcnwmo—w n.:@ _.VWWH _U:m —THN mmmm
S 5

> Back up what you say with evidence.

. o« .
€Moma mmﬂnﬁmmmémmﬁ stated that you're looking for a hard
riker who 1s willing to ‘go the extra mile.’ ” This past year,
2

in addition to maintaini
aining a B* average a ~t
I'worked twenty hours , ..” Beds  full-time stude,

UV mumvmu.: C_ vav—h_ _Gm_.z:_ﬁ v_vH:cH :”_m:—cum NHUH about an
m \ x_ . _ m _ —
. . &

Io) Nmumn.uﬂnnn Or new 1n mo.ﬂ:._mﬁmon

. « . :
One of the experiences I list on my résumé is as a server

at Pi 1

c:MW.Nw Shack. While on the surface that position seems

pair cresting, in reality I learned valuable lessons about
ness management when I served as the manager two

evenings i i i
nrm:n:mm mmmm qum&w During that time I was particularly

Her ¢ i
! ¢ are some of the sentences Kayla is working on (and remember.
these are just drafts and ideas that she _

letten): may or may not use in her final

On the surface, a music major might not seem particularly rel-
evant for an environmental position. But through m SM\ or 1
have developed an analytic mindset thar belps me Q.mmwﬁaﬂm “w d
fully understand an issue, an ability vo easily perform in fr ,

of people, and a focus on minuze details, not to mention MMM

dedication ;
: and commitment needed to learn an instrument ar a
professional lewel,

op throughout my four w.mm,a of college.

Channeling Jane Austen

I managed a busy schedule of classes, performances, and practices,
but still found time to volunteer for a cause I consider imperative
in today’s society: the environment.

[ was required to take a science course and specifically chose envi-
ronmental science due to my interest in acquiring more under-
standing of the issue. We studied not only the science of global
warming and the management of natural resources, but also the
political forces which have an impact on those issues.

I am originally from the region of California where your office
is located. I am quite familiar with the environmental policies
of the politicians in the area as well as the way the citizens have
voted on environmental issues in recent elections.

Now it’s your turn. See if you can craft some sentences that might
ultimately fit into your cover letter.

4. WRITE A FAST DRAFT

I wanted to write “very fast,” but the voice of my ninth grade
English teacher still haunts me: “You mean as opposed to ‘u nvery’?”
Fast writing i§ a common and successful exercise for a first draft
because it clears away the cobwebs and heightens your focus. See if
you can write the letter in less than ten minutes.

Sit down at your computer or grab your pen and notebook
and just write and write and write. Try using the sentences you've
already developed or write new ones. Don’t try to make it perfect:
it’s not supposed to be. It’s a draft, Let it be as bad as any draft can
be. If you can’t think of an opening line, skip it. Write the middle of
the letter first if that works best for you. Write the closing line first.
You'll clean it up later. The goal now is to get everything down on
the paper. Ready? Set? GO/

See Kayla’s first draft on page 240. Yow'll note that it’s too long,
contains some misspelled words, and isn’t all that well organized or
styled. But she has captured a lot of the information she will use in
her final letter, and that’s the point of a first draft.




h Cen ees er mamu

"Dear. ;

Itead your job annouricament for a Field Associate position in Santg Barbara,
* Califorriia and | would iike to appiy. I read your wehisite and | was poarticularly
impressed with the work you've done to save hational forests and strength-
ening the clean water act. lam originafly from Santa Barbara and | believe”
that my background in environeminat Issues and my knowledge of the poli-
tics of the regioh could be valuable in your fund-rasing and advocacy efforts,

lam @ hord worker and undersfand the importance of dedication to an

importani cause, As @ musicion, | had fo be very dedicated 1o my craft. and’

devoted numerous hours fo practicing and perfacting my skills. In addition

to mahaging a busy sechule of classes, petformarices and practices, but sl

found fime to volunteer for g cause | consider imperative.in today's society:
 the environment. | atso worked in a department store where I developed-

ry skills of persuasion | received an award for autstanding sales person

_uonocwm__znaummame_mm‘_: 3<amvnzamszmc:_ogm% by 20% in one
month, - B R

The first thing you will fikely hotice on my resume is that I'm a music malor,
.On the surface, a music major might not seem quzncﬁqz relevant for an
“environmental UOmEon. But through my major | have developed an analytic”
mindset which helps me take apart and fully unidersiand an issue, an ability
1 easily perform in frorit of people, and focus on minute details, hiot to'men.- .

: tion the dedication and commitment needed o leam an instrument ot @ pro-
- fesslonal level. . . S . :

['was Bnc:ma to take o science course and mum%wq_z chose Environmen-
tal Science due to my inferest in acquiring more understanding of the issua.”
We studied not only the science of global warming and the management of

:Rca:mmocamm..ccg_moﬂsm vc_:.no:o«nmmézn::n<mns impact on thase
. issues, : . . . ..

Aslmentioned, I am originally from the region of California where your-office
fs lecated. | am quite familiar with the environmental policies of the politi-
cians in the area as well as the way the citizens have voted on environmental
issues in recent elections. | fiope you will consider my-resume and experi-
ence.look forward fo hearing from you regarding this important ovvozc,:_?

..m. EDIT AND PROOFREAD IT RUTHLESSLY

Channeling Jane Austen

“_—_ t 1 _ W1l 18 ﬁm_.m T Hﬂm t. s m
S ﬁ# m.ﬁgo O ﬁ OW a —..2:: ﬂm 11 1t seein
m Aw Wit rew O t. m?_ms‘ q(:”._.—“:w .
00 T _.H.Hm 15 H.Hﬁwﬂwmu m‘bm. 1314 Oﬁ Tm Uﬂm.ﬂ 8 HO start re W
€ et t rvﬁ_.nm.. Hrﬂ minute you __—_“w_ OV a ___ m.m_,ﬂ
1I5Stor m.m. our ”— ter ou
Qor WOEWHTHHHW Q.Oﬂmﬁ_, t mﬁus maonvﬁrﬁwu O_u.m.wwnmm are wmoc 5&@&. to :—NWG a
ﬁrpsmﬂ. gOmH Humoww : H.— ar *H
Hr@mmﬁr o._.‘.nw A.v. L 0O WO (e} otu nu._m.:u:—:vm
Tmﬁﬂﬂm m.H.m.mﬂ an r ntot ; write .
r»cﬂnﬂ 1 secn ﬁ_.\wﬂ EOH& ‘%Nu\mhﬁ. H—HOH.Q 18 nO Hv@ﬂ%@ﬂﬁ MWﬁHOH]HHWO H.ﬁm._l.: E@mu
S 4 i ons, not wwm._.ug ”mm.nﬂm. Obm ﬁmm sons
Ireviews Cm MOHHQH ar vﬂmﬂg on Oﬂwﬁwﬂ mu
ﬂﬁn mﬂnﬂ 15 N.HHOHHwOM ﬁ@H SO1LS O._.mﬂ. Hm_.&.:n mHHﬁﬁ or MNH—HNQ w\ogn H@Hﬂﬂﬂ
Now _L_.m—.:.m S50Me O u e, —_ﬂ_ ¢ v‘ [+ Hﬂm 1t .E@
3 mﬂrm 5 wm St10118 oW, O e YOUu Ve wWor hw
tage w s S,
o rea %:_: et ort w _mmﬂ_—_— it Q_Avcﬁw 18] MCEH meﬂHu&.w. ”_..“m TO—HHN
m . . .
Mﬁn.—m nmn OO_,_mmﬁu m.mw sOomeone at ﬁrm career center to review 1w —Hmw wo_l—.

hs, but you can
e re generally three to five paragraphs,
> M_MMW.MMMMMHM if w.uﬁ have a good reason, and have carefully

considered your audience.

o Inthefirst paragraph connect yourself with Hrn nam%mw wmn e
laining what you're applying for, how you m“:.\ bout t
..WM_W ening, and some sort of indication as to how/why %m -
%.m Mmm:monm for the position or they should consider you for it.

résumé
s The middle paragraphs allow you to ox@mm.ww ouM Mmod.m.nw&%
and bring up the “soft” skills that %oc_ﬁnoc n w mwmomm:n%
i ésumé such as teamwork or your ity.
state in your résumé su work or your personE .
developed in the third stage,
Use the sentences you deve k
brevity in mind and &mﬁmrbm your Fﬁ_.nmnnww MWM HMMBQBUQ_
i ant i tion of interest to the .
important information ; fer. Remer
to devote to your
ur reader has little time tc t : i
N%H_:Wo a professor or teaching assistant who actively rea

your papers), so get to the point.

. - Lieation of
& The final paragraph closes your letter with mws _:m_nmmwm o
§ hat action will be taken. You will need to :.9% vo erine. or
quﬁmnam:o the best close. In general, the more sales, Bﬁ rhering,
business oriented the position, the more appropriate 1
with the action you will be taking,




.dﬁnrmoxﬁﬁgmnr nonprofit, or educational fields you can
often get away with a less assertive n_omm.Hs nmcnmmoP

for example, it’s common to write something like, “T look
forward to hearing from %o:a

opportunities in greater degaj] (And by the way, take that
action. If yoy say you're going to contact them, do it.)
* fyow i

re going through your on-ca

mpus recruiting ?omwmg.,
an appropriate close wonld likely be, “I look

forward to
having the OPportunity to interview with you when you
visit.,.”
2 Vary the openings of your sentences, Make sure each sentence
doesn’t begin with 7 gr another com

mon opening,

£ Remove any fluffy language, Just Jike résumé guides, many cover
letter guides recommend fluffy phrases. You have way too much
substance at this point to waste your time writing phrases |ike

* “Lamlooking for position in a growth-oriented company
that will utilize ny many skills,” .

“lam a team player who enjo

vs hard work. Dog't hesitate to
contact ne.”

“Iam seeking a pos

itioh in a well-known company such ag
yours,”

* “Itisfor this reasonthat I am

hopetul you will consider me
for this position.” .

* Don't brag,

* “You

deprecate yourself, complain, or appeal to &:.Eumﬂrvn
"d be lucky to have me working for you.”

“Don’t miss this Opportunity to inte
- Hh\>

rview me.”

Ithough I don’t have Any experience in your field . . »

but.. ”
“I'didn’t major in business, but ., .»
2 This probably goes without saying,

but don’t exaggerate or lie, If
you're caught, you could lose your job and your reputation,

“Iknow that this letier is late,
D]

Channeling Jane Austen

FORMATTING YOUR LETTER

mnv u::w % mw o ——uhm &.onl
. r content 18 WHH.O.:W Q.Hu.ﬁ*. u've creat Hﬂ —U 5

3 ou v ﬂn_ the be _mumn

ument to BNHWG.H og—.wmu—m to QB@HO ers. ﬁ@ﬂ 5 :-m‘_ﬂﬂ sur w.o_‘.— Q.OHH t
wu m—-mﬁ ﬂﬁuww\. or Eﬁ_.nvm.mmﬂum an @—@nﬁm.os—ﬁ VErsiorn.

1. If you're printing the letter, always use good quality white, gray,

e paper to
cream-colored 8% by 11 bond paper. Use the sam M M: o
o ur résumé. Do not print the final letter or résum
print yo 1 :
typical paper found in most copies.

@nhm‘ﬁﬂ cour Hmmm HHHHm. .y .y . t us HVAwm.H.
gh’-u “_’.Hm UH m'nwﬁ_. 50 On —U: no [+
m_H o1 H(Q..NQN.HH_. or, worsc wﬂﬂu UOQ‘,H m—H Oor Qﬁ:—“_mﬂnﬂmmw. HWCm:
_ C
W OH—.ﬁ on H_“wm HHHH@H net can O.m ten uncover it HLm.Ow.mem H_.—m._nu use ~Av

Whom It May Concern” as an absolute last resort.
| 120, i ain.
3. Proofread. Repeat. Let someone else read it. Proofread ag

ideli dings, locations
iti i lecter guidelines (hea ) o
traditional business s, losations
* Awo%w_wmm spacing, and so on) from the sample letter in
0 , u :
and/or on your career center’s Web site.

-

You'll find Kayla’s final cover letter, which she mnnﬁmim MMMMH_&MM
o is.15 le letter and no
¢. Remember, this.is just a samp tended
”rmv“mwﬂﬂnmwwq style of letter acceptable to miﬁoﬁﬂm.ﬁwﬁm MMMM , Mw o
; i "ve graduate, _
er center’s Web page (even if you've g . e ihey
o oHMMMMm%mmRE style or have other suggestions you might fin
recom
helpful.




Channeling Jane Austen

WISDOM BUILDERS s

tevev e s
- s s E0n e

Te v r e

RN E RN

Ta s e ae

teas e

August10, 2009°

\sm..m.cmolm.q:x:

“Dear Ms: Smith: .

Employment Manager - . TER HAIKU

Environmental Agency, f. COVER LET . et ks to wrire

10500 East Main Street ) re to write your cover letter o

Santa Barbare, CA 93102 One fun way to prepa ; f poetry consisting of
. .mmaasmm%oﬁ.:& it as a haiku, an ancient Japanese form of p

exactly seventeen syllables. That moﬁ.&m a little o_un_.n_ mMMm MoMoMHM
1 ture of haiku requires you to be su

_aﬂﬂm, JMM.EMMNM:MOE;. In haiku, the first line has five Mu\.:mmmwm

HM mM.q.wo?\.wN has seven syllables, and the third five syllables. He

I'was pleased to discover the field associate position listed on your Web site
. recently. As a former resident of the Santg Barbara.areq with d deepconcem :
“ for the environment, I am particolarly impressed with the work your agency |
has doneto save state forasts and strengthen the Clean Water Act, | wiosuld fike
1o be part of the team that assists you in your efforts, and | beiieve | have the

. .E:Q”.S. ing and advocacy skills youdreseeking, . - -

are some samples:

Nursing Position

Lifelong dream to heal
Tough, smart, caring hard-worker

How can I serve you?

| worked in sales throughout my college years while pursuing & challenging
and :Bm-_:aam?.m.aa_.oﬂ {music}, but ! ahways found time 1o Qmﬂ:o:m:g.m my.
concern for the environment. | recelved an A in the two-semestar environmen-

tafscience class | took in callege anid volunteered for numerous envitenmental

Social Worker in Youth Program

Adolescents rock.
I enjoy challenge and mHoéﬁr,.
Hire me to change them. . _,

._.Q_sm:,o uqo_mm.::m.a u:mw.::m capital when it appeared that Mmuch-needed.
environmenta) legislation might not pdss; e

- theory classes, my aommma.nﬂm_,_ésnz.o: and attention fo detail through end-
* less practicing and rehearsing; and my communication wx___.m..sa.cur perfor-: .
mances and presentations, " - -, . - Sl e

Event Planner
Details. Beauty. Class.
Organized. Experienced.
Work wonders. Call me.

As Bac.mm_mm, I'have attached a copy of my résumé. | will Be'ini the Santa Bar-
bora area the week of Septemberi 7-14 and would like fo afrange a'meeting

.. week to confirm that you received this é-miail; Thank you for your consider- Investment Banker
“ ,Q»Hu o:.m _._oo.._A *oqéo& .ﬁ..:ma_.n_an m.o? .&oc. Rt ey Money. More Money.
mm:nmqm_s. e Never stop éo&&sm for you.
-Kayla Jones Bottom-line results.
100 Pine Stront

. . . essentials words,
Portland; OR 97212~ s __ S _ .,_ If you had to distill your cover letter to these !
kaylajenes@emall.com " . . i el nclude?
. R . : : ou include:
Cell: 503-555-5555 what would y

\

Résumé attached as MS Word document
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2. CONSTRUCT A GOOD H
00
COVER LETTER , K FOR YOUR

You w .
_ﬂoa will want to open your letter with a good hook. A good hook
eeps you H.Mm&:mm a bad hook doesn’t. Did you ever think abont
using your favorite authors as inspirat;
§ 1nspiration for your writi
: . nting? Now,
. Mom t mﬁ%ﬁ_mz stressed and think you have to be John Grisham 9”
m . .
Ja Mm aldwinto come up with that perfect opening line. You just
m + - . ;
nee to create an opening sentence that is interesting to the reader
n conveys necessary information, Try to avoid the obvious “I
as ”
am mﬂoﬂ. at... And don’t cross over the line into crazytivity
o _u_.m mn_ um or ém:mro_ummhsm like quoting a famous author (“It was
est of times, the worst of t; o iting
. mes...”) or writing “Y; ’
ih : . g “You don’t
Ow it yet, but you have just discovered your best employee,”

Ifyou received t ’
he reader’s name from a mutual friend or con-

ta Hu en t. 1 w\
C m tron 1 .._(HW:H on SH_,mHm ou HHQD.HH— Qr Hmm.&. D.HUOCH Hmuﬂ _O—U

Your advertisement in the New York Times

attention for two reasons . . » captured my

“My sociology professor,

you regarding .". . Dr. Sara Jenkins, suggested I contact

ada\rﬂﬁ preparin : .
i g an econom .
program in San Lrancieen | ic mnm_%m_m for the United Way

*  “The Washington Post ,
2 niew .mmnEn%mm fon 05 recently reported that Appleis opening

One < Co
- M_m MoE.om of inspiration could be your favorite author
nl mH.oE Wog favorite writers and stories and how their
opening lines hooked you. H; i
- Heére are the opening lines of
my favorite books and v just at thety opmins
riters It may just be that thej i
b ] J € that their openin
es kept me reading and taught me something about élﬁwnm ;

Itis atruth universally acknowled
. ged, that a single man ; -
session of a good fortune must be in want of a E%m o pes

~=JANE AUSTEN, PRIDE AND PREJUDICE

My wound is geography. it is also my anchorage, my port of cail
—PAT CONROY, THE PRINCE OF TiDES

Channeling Jane Austen

In my younger and more vulnerable years my father gave me
some advice that I've been furning over in my mind ever since.
“Whenever you feel like criticizing anyone,” he told me, "just
remember that all the people in this world haven't had the advan-

tages that you've had,”
—F. SCOTT FITZGERALD, THE GREAT GATSBY

I am doomed to remember a boy with a wrecked voice—not
because of his voice, or because he was the smallest person |
ever knew, or even because he was the instrument of my moth-
at’s death, but because he is the reason | believe in God: | om a

Christian because of Owen Meany.
e JOHN IRVING; A PRAYER FOR OWEN MEANY

The very first thing | fell my new students on the first day of a work-
shop is that good writing is about felling the truth. We are a spe-
cies that needs and wants to understand who we are. Sheep lice

do not seem to share this longing, which is one reason they write
so very litfle. —ANNE LAMOTT, BIRD BY BIRD

If you really want fo hear about it, the first fhing you'll probably
want fo know is where | was born, and whal my lousy childhood
was like, and how my parents were occupied and all before they
had me, and all that David Copperfield kind of crap, but | don't

fee! like going into it, if you want to know the truth. _
’ —), D, SALINGER, THE CATCHER IN THE RYE

3. FOUR HOT TIPS FOR CREATING THE BEST
RESPONSE TO A JOB POSTING

. READ THE AD CAREFULLY, UNDERLINING KEYWORDS,
SKH.L.S, OR POINTS

Immediately Google the organization to learn as much as you
can before you respond. A ten-minute Internet search should
give you the information you need to write your letter. Note rné
the position is described, not just its title. Assume that the duties
mentioned first are the most important and focus your letter
accordingly, linking your strengths to them.




2. NGTE THE QUALIFICATIONS FOR THE POSITIiON

Create 2 SWOT' Map 1o analyze your relationship to the posi-
tion. If your qualifications don’t match exactly, explain why yoy
migh still be qualified for the position. Be positive and don’t lead
with “Although I'm net a business major, .. » but rather with

“Through my major I acquired many of the skills you are
seeking, including . . »

8. FoLLow THE INSTRUCTIONS FOR CONTACTING
THE ORGANIZATION CAREFULLY

4. INCLUDE AL REQUESTED INFORMATION

Sometimes employers will ask for more than your résuyme,
They may wan 5 writing sample, letters of reference, or more
specific information, such as your salary requiremens. Always

consider a reasonable offer. My understanding s that salaries in
this field tend to range from

2ppropriate compensation, range.”

Channeling Jane Austen

_ . m
" 4. RESOURCES TO DEVELOP YOUR WRITIN
SKILLS

Here are some of my favorite books on éﬁ.ﬁﬁw. g“% MMMM
ifically related to the job search, their ideas oo
cises w .m___uﬂﬂﬁ ou improve your writing for all purposes. . :ﬁM
Qm_m_m A_M”u rmwmm.%wc deal with writer’s block and learn to think li
will a

a writer,
The Artist’s Way by Julia Cameron
The Right to Write by Julia Cameron |
On Writing: A Memoir of the Craft by Stephen King
Bird by Bird by Anne Lamont
Write Mind by Eric Maisel
Writing from the Inside Out by Dennis Palumbo
One Continunons Mistake by Gail Sher |
The Elements of Style by William Strunk jr. and E. B. 43:8.

A FINAL QUESTION

in craft-
What could you do in the next twenty-four hours to beg

i ?
ing your best possible cover letter?




