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Creating Effective Cover Letters

HR pros are divided about how much attention they
give these documents. But if it reaches the right hands,
a well-crafted cover letter can win the job.

By Lee E. Miller

Do cover letters matter? Do recruiters and human resources managers
even look at the correspondence that accompanies your resume and
job application? The answers vary widely even among career experts
and HR pros, many of whom have strong opinions on the matter.

At one extreme: Susan Cucuzza, a business coach with Live Forward
and formerly an HR executive at Textron, considers them a waste of
time. “In my entire human-resources career of interviewing and hiring
thousands of individuals, | may have read a few dozen cover letters at
most, most of which provided no value. Most recruiters and human-
resources professionals immediately put the cover letter to the side and
jump into the resume itself. Why? The cover letter doesn't tell me
anything more than what | will find on the resume.”

In the other corner: Jane Angelich, the former vice president of human
resources at Salomon Brothers investment bank, who says “the cover
letter is more important than the resume. If the cover letter didn't grab
me, | never got to the resume.” She recalled an instance where a cover
letter moved her enough to invite a candidate in for a job interview. “His
resume, without the cover letter, looked like every other one that |
received for the prestigious and high-paying training class we offered.
He made me want to meet him because of that cover letter, and | hired
him.”

When | was the head of human resources at a Fortune 1,000 company |
fell into Susan’s camp — | never read cover letters. But as a career
coach, | advise my clients to use them. Why? Because you don’t know
whether the recruiter or HR manager on the other side of the job
application is like me and Susan or Jane.

“The truth is that some recruiters read cover letters and others do not,”
said Connie Thanasoulis-Cerrachio, Vault.com career-services expert.
“But since you don’t know which recruiters are reading them, you must
write a compelling cover letter which makes the case for why you should
be hired.”

Those who advocate cover letters recommend that they be
personalized to make the candidate stand out in a way that is relevant
to the job being filled.
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Links In Review: To whom it may concern...
First of all, the cover letter must be addressed to a specific person,
Map and DEC (Dublin Entrepreneurial Center) Ratings: clearly indicate the job you are seeking and focus on the specific

http://www.meetup.com/techlifecolumbus/venue/855991/?eventld=14437 needs of the company.

683&popup=irue How do you determine the individual to whom you should send

your cover letter if the company doesn't list the name of the hiring
manager? Heather R. Huhman, president of Come
Recommended, an online community connecting the internship
and entry-level job candidates with employers, suggested the
following:

* Search LinkedIn and Facebook to determine who might
be responsible for hiring for this position.

* Google the company's nhame, the position title and

HOW-TO GUIDE: Careers Tips -- http:/quides.wsj.com/careers/

-- http://www.learnatest.com/lel/index.cfm/general AND
-- OhioHeretoHelp.com

http://www.quintcareers.com/job_club.html  Quote: “In What Color

is Your Parachute?, Bolles suggests looking for groups such as o "o " .
Forty Plusd—-6For Networking andl sh jobs, em_ployment,_ human resources” or “careers to_ see if
they have listed a hiring contact for this type of opening in the

- . t.
Recurring Networking Events pas o .
* Call the organization and ask the receptionist.

Check Websites for Events: * Contact a current or former employee who can tell you
Scsioto Ridge Job Ngtworking www.sciotoridqt(é)inqcom the name of the individual in charge of hiring at your level.
cioto Ridge UMC 4343 Dublin Rd, Hilliard, OH 43026 A
2nd and 4t Wednesdays, 6:30-8:30 p.m. ltos not about you

Tuesday Tune Up): DeVry University, Polaris Campus, 8800 Lyra “Cover letters are only important to the extent that the candidate
Drive Every Tuesday, 9:00 to 11:00a.m. can make them interesting, or, better said, make themselves
Worthington Seventh Day AC 385 E. Dublin-Granville Road, interesting,” said Donna Flagg, founder of HR consulting firm The
Worthington, OH 43085 Krysalis Group.

1st and 3rd Wednesday, 6:30-8:30 p.m.
ExecuNet:, Worthington, OH www.cpcoaching.com/execunet.htm
Fifth by Northwest Area Commission 1100 King Ave (40Plus)
1t Tuesdays, 7:30 p.m. http://www.fifthbynorthwest.org/

But it's not all about you. It's about what you can do for the
company and why you would be a good fit. Review the company's
Web site and determine what skills and experience make you

St. Brigid of Kildare Church 7179 Avery Road, Dublin, OH valuable to the organization.

Every Tuesday 7:30-9:00pm Sharon Armstrong, author of "The Essential HR Handbook,"
http://www_stbrigidofkildare.org/stjosephleague.htm suggested job seekers cut right to the chase and use the cover

Breakfast with Business First www.columbus.bizjournals.com letter to demonstrate their qualifications for every requirement of

OSU & Fisher College of Business o Breakfast Club

http://www.fisher.osu.edu/programs/executive-education/current- the jO_b She recommended they use two colu_mns: The first .
programs/breakfast-club/ column, "Your Requirements," lists each requirement set forth in
Job-Hu nt . or g dfProfddsionald industry Associations the job posting. The second column, "My Qualifications," details
http://www.job-hunt.org/associations.shtml the candidate’s qualifications for each requirement. The two-
Other Job-Hunt resources for more networking opportunities column format works, she said, because: “1) you never know who
http://www_job-hunt.org/job-search-networking/job-search- is screening interviews and you've done all their work for them; 2)
networking.shtmi#ohio if the company is scanning, you've used all their key words; and 3)

Columbus Job Guide http://www.columbusjobguide.com/id7.html

you have already started to prepare yourself for the interview by
reviewing your background and how it applies to the needs of that
position and the company."
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