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Cover Letter
What is a cover letter?
· An introduction to a CV

· An explanation for an application

· A way of summarizing the most important things in a CV

· To make the employer want to read the CV

· To explain why you have applied for a job

· To show you understand the formula for applying for a job

· A good indicator of your communication skills

What are the qualities of a great cover letter?

· Length – should be (a maximum of) four paragraphs long

· Opening paragraph – The role you are applying for and why
· Main paragraph - Outline recent relevant experience and qualifications, then personal attributes and qualities which are relevant to the job advertised
· Closing paragraph – thanks and expected action and your contact mobile number and the time that you would request to be contacted (if applicable)
· Professionalism is very important since if you are applying for a number of different roles make sure that you change the contact information of where and whom you are applying to and the vacancy. It’s the attention to detail that counts.

· Be professional with your writing and strictly avoid grammatical and spelling errors. Let some one proof read your Cover letter and resume before applying, for errors.

· Don’t use text or unprofessional language

· Get the information right
Example:

123 Smith Street

Newton

Auckland

12 April 2009
Dear Sir/Madam (Mr Potato head)

I am writing to apply for the position of customer service representative at Mercury Energy that was advertised on Seek. I believe that with my experience in customer services and a call centre environment I am well-suited to this role.

I am an experienced customer service professional in the hospitality sector and have received several appraisals from guests and customer 

Or

· an experienced customer service professional in the hospitality sector

· Received several appraisals from guests and customer 

(Try to explain some of the key experiences and      achievements here that match with the job requirements mentioned in the advertised job)

below may be brief >>>>>>>>>>
“I have spent the last three months working for Telecom NZ in their inbound call centre. During this time I have acquired a great deal of experience in dealing with customers from all backgrounds, and have been well trained in all aspects of call centre operations. My contract with Telecom expires in three weeks, which is why I am looking for permanent employment. Prior to this role, I studied for my Bachelor of IT degree.  

I spent ten months working part-time for Foodtown while studying

I am a motivated and enthusiastic person who enjoys contact with customers and providing excellent customer service. Always keen to learn and improve, I feel I would make a great addition to your call centre, where I would be able to develop my potential and become a great CSR, and help you to continue providing your customers with excellent service”.

>>>>>>>>>>>>>>>>>>>>>

Please find attached a copy of my curriculum vitae. I look forward to hearing from you soon.

Yours truly,

Miki Mandy 
Example:

To,

 

The Recruitment Manager,

PO Box 12345

Auckland

 

 

Dear John,

I am writing with reference to the job posted on Seek. Please find attached my resume for your review.

Professional synopsis:

· Computer professional with 9 years of experience in a Technical Help Desk and Customer Care role.

· Some of the designations undertaken are Technical Coach, Team Leader, Team Manager, Technical Analyst and Tele Caller. 

· Team player with overall outstanding professional achievements.
Going forward I am seeking the role of IT help desk support with a well established company with a strong brand presence.
My resume is enclosed along with this cover letter and am looking forward to an interview where I can further elaborate how my experience and skills can contribute towards this role in your organization.

If you would like to discuss my application further I can be reached on 021 123 45678

Kind regards,

 

Your name or signature

Email: 

