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COVER LETTER
A formal cover letter is written when applying for a job or a place on an educational course. A job application usually includes educational / professional qualifications, details of previous experience as well as the applicant’s qualities and skills. Previous experience should be presented in a clear order using linking words such as: currently, before this, subsequently, prior to this, following, whereupon, etc. It should be clear, concise and straight to the point.
When writing an application letter, remember that you probably have competition. Your audience is a professional who screens and hires job applicants - someone who may look through dozens or even hundreds of other applications on the day she receives yours. The immediate objective of your application letter and accompanying resume is to attract this person's attention. Your ultimate goal is to obtain an interview.
As you write your application letter, be sure you complete three tasks: catch the reader's attention favorably, convince the reader that you are a qualified candidate for the job, and request an interview.
Application letter checklist:
· Identify the job by title and let the recipient know how you heard about it.
· Summarize your qualifications for the job, specifically your work experience, activities that show your leadership skills, and your educational background.
· Refer the reader to your enclosed resume.
· Ask for an interview, stating where you can be reached and when you will be available. If your prospective employer is located in another city and you plan to visit the area, mention the dates for your trip.
· If you are applying for a specific job, include any information pertinent (подходящий) to the position that is not included in your resume.
To save your reader time and to call attention to your strengths as a candidate, state your objective directly at the beginning of the letter.
Example: I am seeking a position as a manager in your Data Center. In such a management position, I can use my master's degree in information systems and my experience as a programmer/analyst to address business challenges in data processing.
If you have been referred to a company by one of its employees, a career counselor, a professor, or someone else, mention that before stating your job objective.
Example: During the recent ARRGH convention in Washington, D.C., one of your sales representatives, Dusty Brown, informed me of a possible opening for a manager in your Data Center. My extensive background in programming and my master's degree in information systems make me highly qualified for the position.
In subsequent paragraphs, expand on the qualifications you mentioned in your opening. Add any appropriate details, highlighting experience listed on your resume that is especially pertinent to the job you are seeking. Close with a request for an interview. Proofread your letter carefully.
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Your name
Mailing address
City, state, and zip
Telephone number(s)
E-mail address
Today’s date
Your addressee’s name (Dr., Mr., Ms., Mrs)
Professional title
Organization name
Mailing address
City, state and zip
Dear Sir/Madam:
State your reason for writing.
You will either inquire whether any positions are available or you will say which position you are applying for. If you are applying for a specific position identify the source of information (a person, a newspaper, including date, etc.)
Describe your educational background and professional experience. Focus on those things from your resume that best relate to the position you are applying for. State your personal qualities and suitability.
Say you are enclosing your resume and/or other supporting material. State your willingness to provide more information and to be interviewed.
Thank them for their consideration. Say you look forward to hearing from them.
Yours faithfully,
Your handwritten signature
Your name (typed)
Address
Phone
Enclosure: Resume
USEFUL LANGUAGE
· to begin letters:
I am writing to apply for the post/position of... advertised in yesterday's newspaper
I am writing in connection with/with regard to the vacancy in your Sales Department, as advertised in The Times on/of 14th October.
· Experience/Qualifications:
1 am currently/at present I am employed/working as ... .
I was employed as (position) by (company) from (date) to (date)... .
During this time, I held the position of .../was responsible for .../my duties included
[bookmark: _GoBack]1 have received training in .../completed an apprenticeship (строк навчання), etc.
My qualifications include .../I am presently studying/attending a course ...
I am due to take my final examinations in June... .
I have/hold/obtained/was awarded a degree/diploma/certificate in ... .
I have successfully/recently completed a course in (subject) at (place).
1 am used to working on my own.
During training for my present job I took courses in marketing.
I am at present earning ... per month.
I have pleasure in accepting this position.
I am looking forward to commencing work on September 1.
I recently heard from ... that there is a vacancy in your sales department.
■to end letters
I enclose / Please find enclosed my CV / references from ...
I would appreciate a reply at your earliest convenience/as soon as possible.
1 would be available for an interview at any time/until the end of June/etc.
I would be pleased/happy to supply you with any further information/details ...
Please contact me if you have any further questions.


SAMPLE 1
COVER LETTER
The application letter introduces your resume or CV when applying for a job interview. There a few important things that need to be included in the cover letter. Most importantly, the cover letter should point out why you are particularly suited to the position. The best way to do this is to take the job posting and point out the highlights in your resume that exactly match the desired qualifications. Here is an outline to writing a successful cover letter. To the right of the letter, look for important notes concerning the layout of the letter signaled by a small number in red.
Peter Townsled
35 Green Road 1
Spokane, WA 87954
tel. 0181 345 2126
e-mail: peter@vahoo.co.uk
April 19, 2008
Mr Frank Peterson, Personnel Manager 2
Jeans and Co.
254 Main Street
Seattle, WA 98502
Dear Mr. Trimm,
I am writing to you in response to your advertisement for a local branch manager, which appeared in the Seattle Times on Sunday, June 15. As you can see from my enclosed resume, my experience and qualifications match this position's requirements.
My current position managing the local branch of a national shoe retailers has provided the opportunity to work in a high-pressure, team environment, where it is essential to be able to work closely with my colleagues in order to meet sales deadlines.
In addition to my responsibilities as manager, I also developed time management tools for staff using Access and Excel from Microsoft's Office Suite.
Thank you for your time and consideration. I look forward to the opportunity to personally discuss why I am particularly suited to this position. Please telephone me at after 4.00 p.m. to suggest a time that we may meet. I can also be reached by email at petert@net.com
Sincerely yours, Peter Townsled Enclosure: resume
SAMPLE 2
Peter Townsled
35 Green Road 1
Spokane, WA 87954
tel. 0181 345 2126
e-mail: Deter@vahoo.co.uk
April 19. 2008
Mr Frank Peterson, Personnel Manager 2 Jeans and Co.
254 Main Street
Seattle, WA 98502
Dear Mrs. Lloyd,
I am writing to apply for the position of Marketing Manager in your Tokyo office, as advertised in last week's Guardian newspaper on the 9 th October.
As outlined in my curriculum vitae, which I have enclosed, I attended Riverside Secondary School in Gloucester where I completed my GCSE and ‘A’Level studies. In 1987,1 graduated from the University of Wales with a BSc (Bachelor of Science) in Business Studies and Marketing.
After graduation, 1 moved to Tokyo where I trained as a market researcher for the Yen Company for two years. On my return to England, 1 continued working as a market researcher until 1993 when I obtained my present position.
I am currently employed as Assistant Managing Director at Melton Enterprises, where my duties include the organization of staff and stock, as well as allocation of budget within the sales department. I am also responsible for overseeing the whole business, and I am generally noted for my good organizational and managerial skills.
I believe that I would be an ideal candidate for the position you have outlined, as I have had extensive marketing training with a well-known Japanese marketing and public relations firm. My time spent living in Tokyo also ensured that I obtained a valuable insight into Japanese culture and working practices. I also have a number of very good business contacts in Tokyo, as well as a basic understanding of the Japanese language, which is necessary if one is to be able to work effectively. Finally, I am willing and able to relocate at short notice, which I understand to be requirement of the position.
I enclose my curriculum vitae and photograph as requested, and I would be happy to supply you with further details should they be required. 1 thank you for considering my application and am willing to attend an interview at any time.
Yours faithfully, Peter Townsled
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A CURRICULUM VITAE (CV) (also known as a RESUME) is an introduction, one page, one short chance at proving you are a qualified and experienced candidate who should be hired by a company. It wraps up all your life experience, needs to be professional, to the point and perfect. It’s an individualised, written summary of your personal, educational and experience qualifications. It is designed to present you as a prospective employee. Not everyone needs a CV. However, if you are looking for a professional, technical, administrative, or managerial job, you will need a CV. Applications for many clerical and sales positions also require a resume.
A CV is like a written sales presentation. It alone will not get you a job. However, an effective CV creates a favourable impression of you while presenting your abilities and experience. Your CV can be used as a response to an ad. It can also be used as a letter of introduction for an interview. It is a fact sheet that tells a prospective employer that you are a desirable prospective employee.
A resume must present a clear picture of the candidate. For this you should know what a potential employer expects.
They look at person's experience with a company, how long the person has worked for a company or to see if he is a "job jumper". The person should be able to present himself in a resume. Your resume must be right, standard format, typed. To offer details about spouses and children is not necessary and not professional.
So what should be in a resume?
Begin with the basics. Your name, current address, your permanent address, your telephone numbers, your fax number, and your email address should always go at the top of your resume. There is no need to include the words "resume" or "c/v" - they take up precious space.
State a resume objective. It should be below the name, address and phone number and be a clear and concise job objective. Using it forces you to tailor your resume to a particular position or company, as well as provides an immediately clear sense of direction to those people who will be reviewing your resume.
The main objective of writing a resume is to demonstrate your abilities for a particular position, so state it clearly at the top. Focus on the position and career path you are going after, and state exactly what you want. It should be more than "Objective: to work in a challenging environment."
Talk about your accomplishments in your "Experience" section. Focus on achievements at your present and previous jobs, especially those that involve problem-solving management skills, critical thinking and initiative. These should be listed chronologically, beginning with your most recent position and then moving through previous jobs, as long as they provide applicable experience to the position you are seeking. Always use action verbs in your job description like “administered”, "analyzed”, “coordinated”, “valuated”, “negotiated”, "reviewed" and "supervised” which offer a stronger presentation of your abilities but keep the description short and to the point, and also make sure everything listed is relevant.
Include a section about your education; list it before your experience only if your educational history is stronger than your work background. This is often best for first-time job seekers who don't have touch work experience. Make sure to list any additional courses you have taken that might be relevant to the job you are seeking, including specific company training programs or language courses.
Personal data should be inclined in a short section at the end of your resume. Including information about your marital status, number of children, health and physical characteristics is always unnecessary. Include such categories as language fluency, extensive travel history or specific computer skills. Don't include references on your resume.
COMMON RESUME PROBLEMS:
1. Too long, not concise, irrelevant, not to the point.
2. Too short or sketchy (does not give enough information).
3. Hard to read (lacks white space, indentions, underlining).
4. Wordy.
5. Amateurish (shows little understanding of the particular business).
6. Lacking a career objective (fails to identify the applicant's job preferences and career goals).
7. Misspelled and ungrammatical English.
8. Boastful (overconfident tone).
9. Dishonest (claims to have qualifications that the applicant does not possess).
TIPS FOR PREPARING RESUMES:
· Adapt your resume to the information you've gathered about the employer and the job you want.
· Specify three or four skills that match the employer’s needs. These highlights can appear in a short paragraph or quick “bullet” format.
· Construct an effective resume. Organize your information in a logical fashion and keep descriptions clear and to the point. Include as much work experience as possible, even if it obviously doesn't relate to the job you are seeking. Also, use a simple, easy-to-read font.
· Emphasize your accomplishments and achievements.
· List activities that relate directly to your self-improvement efforts, e.g., continuing education, and the position you’re seeking.
· Keep it simple and clear - one page, two pages at most.
· Be truthful. Don't exaggerate or misrepresent yourself. Employers check information, so be accurate.
· Don't mention salary. Salary negotiations will come later.
· Avoid rambling sentences and long paragraphs. Use the minimum number of words and phrases but avoid abbreviations. Break up the material by using point form.
· Be neat and make there are no errors in spelling, punctuation or typing.
· Looks are important. The resume should be typed with plenty of white space and wide margins to create a clean, professional impression. Place headings at the left side of the page, and the details relating to them on the right side.
· Don't sign or date the resume.
· Have someone read your resume before completing the final copy. Objective readers can make suggestions for improvements.
· Always send a covering letter with resume.

· Focus on what you bring to the employer, not what you want from the job. This is an opportunity lor you to market yourself and stand out from the other candidates. What can you do to make the hiring manager's life easier? What can you do to help the company?
· References: finish with the line: References available upon request.
· Ideally your CV in English should not be longer than one page. Two pages are only acceptable if you have had many different jobs and a variety of experience.
· Spacing, aligning and layout are very important when you write your CV, in order to create a positive and professional impression.
· Use 'dynamic' and 'action' verbs such as: attained, accomplished, conducted, established, facilitated, founded, managed, etc.
· Do not use the personal pronoun T in your CV, use tenses in the past, e.g. Established and managed a new sales force for the region.
SAMPLE 1
CURRICULUM VITAE
	Name:
	John Phillip Hunt

	Address:
	24 Mulberry Rd Brixton
LONDON SW145HU

	Telephone:
	0181-592284; mobile 07905339242

	E-mail:
	jp_hunt@compuserve.com

	Nationality:
	British

	Date of birth:
	22/5/84

	Marital Status:
	Single

	Education/
Qualifications:
	

	2006 - 2007
	University of Bristol: MSc in Management

	2002-2006
	King’s College, London: BA(hons.) Russian, German, class 2:1 Burford Community College, Oxford Rd, Burford, Oxon.

	1995-2002
	9 GCSEs (English, Mathematics, Physics, History, Technology, German, Russian, French, Music)
4A levels: German (A), Russian (B), History (B), English (C)

	Work Experience:
	10 months working in Personnel Department of the Max-Plank- Institut fur Informatik in Saarbriicken, Germany

	September 2004 - June 2005
	

	July - August 2003
	6 weeks teaching English to foreign students at Swan School of English, Oxford

	March 2001
	1 week’s ’shadowing’ experience to Assistant marketing Manager,

	June 1999
	EAA Technology (Environmental Energy). Didcot
2 weeks’ work experience at Marks and Spencer, Oxford

	Skills:
	Computer literate; clean driving licence

	References:
	Dr Michael Edwards (Arts Faculty) King’s College
London EC 12 4HR

	
	Dr Elaine Grigson (Management Research Center) University of Bristol
Bristol BS8 1TH


SAMPLE 2. A TYPICAL ENGLISH-STYLE CV:

Emily Bronte
'The Larches'
Hudson Way Lars wick Somerset TA12 6MX tel. 0181 345 2126
e-mail: emily@vahoo.co.uk
Profile
Enthusiastic, responsible graduate with a Postgraduate Printing and Publishing Certificate and good organizational skills. Able to work independently using initiative and as part of a team to tight deadlines. With editing, desktop publishing, and keyboard skills.
Qualifications and training
Postgraduate Certificate in Printing and Publishing, London Institute
BA (Honours) Economics, University of Sheffield
'A' level English, History, French
Experience
· Three months' work experience with World-English Press, a company involved in writing, editing, and publishing English as a second and foreign language texts.
· Word Processing and general office administration.
· Work with an Apple Mac using Claris works and QuarkXpress.
· Work experience at Reed Promotional Publishing and Oxford University Press,
· Currently working with World-English Press as a paid employee with increased responsibility.
Interests
Music: playing the flute.
Mountain walking and rock climbing. Cinema and theatre going.
RefereesMrs S. Cruise
29, Lower Redhill Lane Mulcheney
Somerset BAI 1 2DZ

Dr J. M. Eastwood
World-English Press
Castle Street
London SEI 7EX
TO DESCRIBE YOUR SKILLS THE FOLLOWING NOUNS AND ADJECTIVES ARE USEFUL

	accurate
	active
	adaptable
	adept

	broad-minded
	competent
	conscientious
	creative

	dependable
	determined
	diplomatic
	discreet

	efficient
	energetic
	enterprising
	enthusiastic

	experienced
	fair
	firm
	genuine

	honest
	innovative
	logical
	loyal

	mature
	methodical
	motivated
	objective

	outgoing
	personable
	pleasant
	positive

	practical
	productive
	reliable
	resourceful

	self-disciplined
	sense of humor
	sensitive
	sincere

	successful
	tactful
	tolerant
	trustworthy

	university degree
	sound knowledge
	experience
	confidence

	energy
	excellent communication
	interpersonal skills
	knowledge of foreign languages

	presentation skills
	;	strong computer
	natural leader
	business sense

	creativity
	practical and flexible approach
	good organizational skills

	ability to work independently as well as to work in team
	

	ability to work in a fast-paced, demanding environment
	

	ability to relocate
	wiliness to travel
	excellent negotiation skills	valid driving license



