Cover Letter Assignment

Option #1:

Write a cover letter to a company that matches your resume objective using the internet or newspaper:

· Sample job opening websites
· https://www.governmentjobs.com/careers/michigan
· http://www.mitalent.org/ 
· http://www.mlive.com/jobs/ 
· http://jobsearch.monster.com/ 

· www.indeed.com 

· Please print a copy of your job description to the cover letter you create

Option #2:
Write a cover letter to a college or university of your choice.

· Your cover letter must have a specific purpose:

· Obtain admission information

· Request scholarship opportunities

· This option requires teacher approval

Cover Letter Requirements

· Cover letter must be one page in length

· 3-5 paragraphs

· Letter must be correctly formatted, edited, and organized

· Rough Drafts must be saved & emailed to Ms. Shaffer: mlshaffer@clarkston.k12.mi.us  

· Final Drafts need to be printed
Sample Cover Letter

	· 
	Your Mailing Address (Do not put your name here) 
Today’s Date 

Mr./Ms. Employers Name (If you don't have one, get one!) 
Job Title (HR Director)
Company Name
Company Mailing Address

DEAR Mr./Ms. EMPLOYER: 

FIRST PARAGRAPH: This is the "why I'm writing to you" paragraph which immediately tells the employer the position you want to be considered for. This is short - usually 2-3 sentences. Points to cover: 

· Why you are writing and which position you are applying for. 

· Show why you are interested in this position or organization. The goal is to make a connection to the company you are writing to - do this Briefly and Specifically. 

SECOND PARAGRAPH: This is the "why I'm qualified" paragraph. Highlight some of your most relevant experiences and qualities as they relate to the position for which you are applying. Choose 2 - 3 points you want to make about Specific experiences/accomplishments or about general qualities you have exhibited, and provide  Specific examples to support those points. This paragraph will change according to the job/employer for which you are applying. This is usually the longest paragraph of the letter. You may break this paragraph into two if it looks too lengthy or if your points work best in separate paragraphs. Points to ponder: 

· The first sentence should have a strong opener. It is a quick introduction, which is accomplishment-oriented and directed at the skills and qualifications needed for the job/industry. 

· The body of the paragraph should provide evidence to back up what you've just claimed. Cite specific jobs/internships/activities/projects and accomplishments associated with those experiences. Use your resume to come up with some specifics, but NEVER reiterate parts of your resume word for word. Discuss why what you did is important to the employer- relate the facts to the job. Strong examples are important! 
· The final sentence is a summary of what you've discussed above. It's a good idea to mention the position title and company name to bring the reader back to the specific job in question.  

FINAL PARAGRAPH: This is a short 2-4 sentences paragraph. You should refer to the enclosed resume, request an interview or ask information. Let the reader know what will happen next (Contact them within specific period of time unless it is a recruiting program). It is vital that you thank the reader for his/her time and consideration.

Sincerely 

Your Signature 
Your Name (Matches Name on Resume)



	· 
	Enclosures


