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Here are directions to write an excellent cover letter for your resume. Follow these steps and you will impress prospective employers.
Steps
1. Update your resume. If you do not already have a resume, write one. 
2. Prepare the information you need to write your cover letter. 
· Research the target organization so you can include information or facts relating to your desired job or industry. 
· Analyze the job. Check for the noted and assumed needs and determine the most important skills the employer is looking for. 
· Find out the name of the manager in charge of the department you want to work in. Use your network: Do you know someone who is in the company or industry? Can they help you? If not, call the HR department.
3. Format the heading elements correctly. The line spacing and addresses mainly apply for a paper cover letter. For an online version that is not likely to be printed out, the date alone may be sufficient, or not even required. 
3. Include your address at the top (in the left hand corner - approximately 1 inch down from the top of the page). 
3. Skip down 4 lines and enter the date. 
3. Skip down 4 more lines and enter the Contact Person, then the name and address of the company. Write to a specific person, not "To whom it may concern", or "Dear Sir/Madam", whenever possible.
1. Write the body of your letter with three or four paragraphs. 
4. In paragraph one, state the position you are applying for and how you became aware of it. 
4. In the next one or two paragraphs, outline your qualifications and match them to the requirements of the position. Show enthusiasm and a desire to help the company reach its goals. Show the employer what you can contribute to their bottom line, not what you want to get out of the deal. 
4. In the final paragraph, include a positive statement or question that will cause the employer to want to take action. Better yet, be assertive and state when you will contact them to set up a meeting time to discuss the opportunity in further detail.
1. Conclude with "Sincerely," or "Regards," and leave four blank lines to sign your name in blue ink. If you use black ink, they may think it is a copy. If this is online, leave only one or two blank lines. 
1. Proofread. Be sure you have spelled everything correctly.

Tips
· Your cover letter should be upbeat, professional and informative. The employer wants to know what you can do for them, so sell yourself and your skills in a positive way. Keep that in mind as you write each paragraph. 
· Keep the letter to one page -- the purpose of the cover letter is to get the hiring manager to read your resume! 
· Address how you will meet the employers' needs. Tell the employer why you would be good for the job. 
· Relate some details about the company so the employer knows you did some research ahead of time. 
· If using paper (i.e., not online), use the same high quality paper for the cover letter as for your resume. 
· Use the same personal information block in the heading of your cover letter and your resume. A cohesive resume package is a very attractive selling point. 
· Always make sure you are 100% correct in spelling, grammar and facts. Use the spelling and grammar checker from your word processor. If you are not very good or need more help, get someone to edit the letter. 
· Use a strong opening sentence. Avoid the standard openings like "I wish to apply for the position of... advertised in... ". For example, if the job is for a sales manager, write something like "A proven track record in developing new business and increasing sales...". Design your opening to get the reader to sit up and pay attention to what you can do. Specifically address "the contributions I'll bring to your company ...". 
· In the body of the cover letter, show them that you can meet the needs of the employer. Use the job advertisement and your network; do you know someone who is in the company or industry? Can they help you find out what are the important skills required for that job? 
· Make your cover letter visually appealing and coordinated with your resume. Do not overdo the style elements. One type font is never wrong (unless you are in the arts.)

