PART I
Effective Written Correspondence
Writing an Effective Cover Letter
Employers receive hundreds of resumes from job applicants. To make a great first impression, your letter needs to be well-written to grab the employer’s attention. As soon as the envelope (or e-mail) is opened an indelible impact is made. Your cover letter often determines whether the resume is even read!
A cover letter is a marketing piece.  It is your opportunity to introduce yourself, point out your job related qualifications, and demonstrate your written communication skills.  You want the employer to be interested in what you have to say and want to learn more about how you match the qualifications for his/her job!
A cover letter should be one page, no more than three or four paragraphs and designed to:
· Market your skills, related experience and accomplishments
· Introduce yourself and establish yourself as a high value candidate
· Generate interest in meeting you
Remember, cover letters should ALWAYS accompany a resume, even if one is not specifically requested. A good cover letter takes time to write, but in the long run it will be worth the extra time and effort.  It is the first sample of your work that the employer will read.
This guide will provide you with hints for writing effective cover letters. Basic to this are good grammar, correct spelling, and a writing style that reflects your personality and individuality.  If you need assistance in preparing your correspondence, you can make an appointment to meet with a counselor in Career Services and Cooperative Education or the Writing Center.
Cover Letter Guidelines
· Keep your cover letter succinct and to the point.
· Limit your cover letter to one page.
· Always personalize your letter for maximum impact.
· Always mail or fax a cover letter with your resume
· Print your letters on standard size, high quality paper that matches resumes and envelopes.  Use a laser or ink jet printer.
· Always address cover letters to a specific person.  If you do not know the name of the appropriate individual, call the organization and request the proper contact person’s name and title.
· Let your letter reflect your professionalism, individuality and creativity.
· Demonstrate your abilities with concrete examples.
· Use variety in opening sentences. 
· Avoid beginning every sentence with the “I” pronoun.  
· Double check spelling of contact names and titles.
· Before sending out any correspondence, proofread carefully! Mistakes in your cover letter can result in immediate rejection.
· Sign your letters in blue or black ink. 
· Do not staple your resume to your cover letter.
· Keep copies of all correspondence for your own records.
Note: See Section II, “Effective E-Correspondence,” for tips on writing electronic cover letters.
Basic Cover Letter Format
Your Address
City, State, Zip Code
Date





Skip 2 to 3 spaces
Name
Title
Organization
Street Address or PO Box #
City, State, Zip Code





Skip 2 spaces
Dear Mr./Ms. Last Name: (Place a colon after the last name)





Skip 2 spaces
1st Paragraph: 
State why you are writing.  Identify the position, field or general area of your inquiry.  Tell how you heard about the opening or organization.
Sample beginnings:
I am applying for the accounting position advertised in Career Services at Pace University.





or
I am writing in response to your advertisement in the New York Times.





or
Mr. James Brown suggested that I contact you to explore a possible summer cooperative education position at Credite Suisse First Boston.





Skip 2 spaces between paragraphs
2nd Paragraph (or more): 
Indicate your career or job objective and why you are particularly suited for this company or type of work. Highlight your particularly relevant achievements and qualifications. Elaborate on key points from your resume without repeating your resume word-for-word.  Point out facts such as related work experience, coursework or training.  Communicate to the employer that you understand the position and have the qualities the employer seeks.
Closing Paragraph: 
Refer the employer to an enclosed resume and/or application. Request a personal interview. Suggest arranging a mutually convenient time to meet.  Reiterate your interest in the position. Give specific information about how you can be reached.  Thank the employer for his/her time and consideration.
Sample closings:
During Spring break, I would like the opportunity to interview with you.  Next week, I will call you with the hope of arranging an interview appointment.





or
I am available to interview for this position at your convenience.  Please contact me at 212-346-1234.   I will be happy to provide you with any additional information you may need.
Sincerely, (Place comma after the word Sincerely)





Skip 4 to 5 spaces between Sincerely and typed name
Your Signature (Write signature)

Your Name Typed (Type full name)





Skip 2 spaces
Enclosure  (If a resume is enclosed, then type the word Enclosure)
Summer Internship/ Undergraduate
Room T-320








Pace University








Pleasantville, NY 19873








Date
Benjamin Shin
Media Specialist
A-Z Advertising Agency
New York, NY 10021
Dear Mr. Shin:

Presently, I am a student at Pace University majoring in Marketing with minors in Literature and Communications.  This summer, I am eager to complement my studies with practical experience and would like to apply for an internship at A-Z Advertising Agency.

My particular interest lies in the media aspect of advertising.  This was sparked by a course taken last semester where I had the opportunity to compile a viewer preference survey for local television and radio advertisers.  I utilized many reference materials such as Nielsen data and gained familiarity with media operations.  In addition, my strong time management skills have enabled me to maintain a high grade point average while being involved in a variety of activities.
Since I am on spring break from March 10 to March 17, I would like to arrange to meet with you during that time.  Next week, I will call you to discuss the possibility of setting up an interview appointment. If you would like to contact me before then, you can reach me at (212) 456-7890.  Thank you for your consideration.  I look forward to speaking with you.
Sincerely,
Suraiya Mohamed
Suraiya Mohamed
Enclosure
Summer Internship/ Graduate Student
Dawn Wang
123 Eleventh Street
Tarrytown, NY 10344
Date
Danielle Crane
Recruiting Assistant
The Acme Company
129 Park Avenue
New York, NY 10023
Dear Ms. Crane:
Recently, I had the opportunity to attend “Acme Day” at your offices.  While there, I was impressed with the people, products and company as a whole.  Having spoken with several of your past interns, I am convinced that Acme has much to offer its marketing interns.  As a first year marketing MBA student, I would like to be considered for your summer program.
Before returning to graduate school, I worked at News magazine as a market research analyst for the Health and Beauty Aid account.  In addition, I have experience in the consumer goods industry from an advertising agency’s perspective.  As a media planner, I was actively involved in the many phases of brand management from the “other-side-of-the-desk.”  For example, I had the opportunity to:
· Develop a strong quantitative background managing large budgets
· Work in a cross-functional team environment, interacting daily with people from the production, creative, research and account management departments
· Deal closely with brand managers on the client side, including senior executives
· Learn how to handle the constant changes inherent in brand management
Given my experience, I believe I have much to offer Acme and its Marketing Department.  I would appreciate the opportunity to do so and to assist in continuing Acme’s strong reputation in the industry.
Sincerely,
Dawn Wang
Dawn Wang
Faculty Referral For Internship/Undergraduate
36-97 Horace Harding Blvd.
Pleasantville, NY 19873
Date
Mr. Richard Ramirez
Director of Personnel
Madison Avenue Press
1673 Madison Avenue
New York, NY 11936
Dear Mr. Ramirez:
Dr. Jeffrey Anderson, my Journalism professor at Pace University, suggested that I contact you about the possibility of obtaining an editorial internship at your company.  Currently, I am a junior majoring in English with a minor in Journalism.
As you will see from the enclosed resume, I have a high grade point average and my background includes training and experience in various aspects of writing, research, and public speaking.  The following highlights some of my accomplishments here at Pace:
· Served as Editor of The Pace Press and directed a staff of 20 people
· Won the 2001 Sara Willis Award for Creative Writing after competing against 225 college students
· Represented Pace University for the past two years as a member of the Debate Team which ranked second regionally each of these years

I am very interested in finding out about internship positions in the Editorial Department at Madison Avenue Press and would like the opportunity to elaborate on how my research and communication skills could benefit your publication.  I will contact you in one week to discuss the possibility of arranging an interview.  In the meantime, please feel free to contact me at (718) 934-8026.  Thank you for your time and consideration.
Sincerely,
Angela Post
Angela Post
Classified Advertisement/ Entry Level
36 Coney Island Boulevard
Brooklyn, New York 11221
Date
NY Times Classifieds
PO Box 1716
New York, New York 10002
Re: Management Trainee, May 1, 2002
In June 2002, I will graduate from Pace University with a Bachelor of Business Administration degree in Management and six years of experience in the retail industry.  Since my assignments included human resources, junior dresses, housewares and jewelry, I was able to gain an overall understanding of retail operations.  In addition, I developed effective management skills and invaluable experience in employee training, scheduling, display design, customer relations, 
and loss prevention.  
Please contact me at (718) 234-5678, as I would appreciate the opportunity to discuss how I may contribute to the success of your organization.  My salary requirements are negotiable.  I am seeking a competitive salary based on my experience and qualifications.  
I look forward to hearing from you.
Sincerely,
Linda Morganstern
Linda Morganstern
Enclosure
Full Time/Entry Level
Odonu Kabwe
11 Houston Street 
New York, New York 10022
Date
Maria Stubbing
Director of Human Resources
Vestor, Hopping and Rally LLP
126 West Broadway
New York, New York 10013
Dear Ms. Stubbing:
As a recent graduate of Pace University with a BBA in Accounting, my goal is to bring to an entry level auditing position the skills, knowledge, and experience I’ve gained through my education and internships.
Along with my solid academic background, I have work experience in accounting including auditing, analysis, and management of accounts receivable and payable.  These internships enabled me to further develop skill in spreadsheet creation and analysis using MS Excel, PeachTree, and QuickBooks.
My strengths include high motivation and the ability to change priorities quickly.  In addition, I have demonstrated that I can effectively communicate with high levels of management and with clients in a multi-cultural environment.  This combination will enable me to make a significant contribution to your firm. 
Enclosed is my resume, which summarizes my experiences and education.  In two weeks, I will contact you to discuss the possibility of arranging a meeting to further discuss my qualifications.  If you need any additional information, you can contact me at (212) 765-4321.  Thank you for your time and consideration.
Sincerely,
Odonu Kabwe
Odonu Kabwe
Enclosure








Career Services Job Posting








44 Saint James Street








Rego Park, New York 11310








Date
Sarah Shah
Director of Human Resources
Hecht, Foster, Hardy & Company
90 Wall Street
New York, New York 10015
Dear Ms. Shah:
Your firm recently posted a Junior Analyst position with Career Services at Pace University.  As a Management Science major with experience in this field, I am very interested in applying for this position.
In my current internship at Brown, James, and Worth, I report to the Comptroller and assist in the preparation of year-end reports, financial statements, and audit work papers.  Much of my what I do involves the use of Excel and Access. This experience has increased my skill in applying accounting principles and my confidence in learning new software applications.
In addition, as a founder of Nu Zeta Phi Fraternity, I had the opportunity to demonstrate and strengthen my leadership and communication skills.  Through effective time management, I have balanced my work schedule, academic demands and extracurricular activities and have achieved my goals in these areas. 
I would welcome the opportunity to discuss how my qualifications would enable me to make a valuable contribution to your firm as a junior analyst.  Next week, I will give you a call to see if we can set up an interview.  If you would like to contact me, I can be reached at (718) 456-7890.
Sincerely,
Ivan Janovski
Ivan Janovski
Enclosure
Career Fair/Campus Interview
Winnie Li
61 West 62nd Street, Apt 9C
New York, New York 10023
212-232-4567
Date
Mr. Spencer Arnold
Manager, Human Resources
Blank, Inc.
1 Grove Street
Stamford, Connecticut 06555
Dear Mr. Arnold:
On February 28 at the Pace University Career Fair, I spent some time speaking with Mr. Larry Silver, Product Manager at Blank.  He provided me with an excellent understanding of the dimensions of the Marketing Associate position and informed me that you will be participating in Pace’s Campus Interview Program. I wanted you to know that I submitted my resume to Career Services and hope to have the opportunity to meet with you on campus.
Along with an MBA degree, I can bring to this position experience as an Advertising Account Executive in the food service industry.  I worked closely with the product managers at Kraft Foods and helped in their national branding efforts.  The scope of these projects included developing advertising and promotional campaigns, conducting consumer research, creating tools for the sales force, and designing new packaging.  To accomplish these goals, I led teams drawn from functional areas such as production, creative and budgets.  These experiences parallel the work that I would be doing at your company.
I would welcome the opportunity to speak with you about how my background fits with Blank, Inc.  Please let me know if there is anything else you need to assess my qualifications.  If you need to reach me, please call 212-232-4567.
Sincerely,
Winnie Li
Winnie Li
General Interest/ Experienced & Combined Degree Candidate

12 Riverside Drive








Dobbs Ferry, NY 10412








Date
Anthony Bellows, President
Online Publishers
575 Madison Avenue
New York, NY 10036
Dear Mr. Bellows:

As more companies turn to the internet to expand their market recognition, there is a need for clear, well organized, and eye-catching websites.  In a competitive field, employees who can incorporate the latest technology with an artistic eye and a business mind will determine Online Publishers’ success.  With experience in new media, a Master’s degree in Publishing, and a combined Bachelor’s degree in Computer Science and Business, I have a combination of knowledge and skills to be an innovative member of your staff.

As the Associate Publisher for Marquee Publications, I developed skill in website creation and online publishing.  From concept to implementation, I created websites for publications, trade shows, and online job opportunities.  Two of the projects I supervised received the Outstanding Site Award for its industry as awarded by their professional organizations. A major factor contributing to this success is my academic background, which has enabled me to translate clients’ business needs into effective and exciting online presentations.

In addition, while attending graduate school, I worked as a freelancer using HTML and Java Applets to develop websites for two companies.  I had opportunities to attend publishing and computer/internet related trade shows and seminars.

With my background in web development, publishing, and new media, I can help Online Publishers reach its goals.  I will contact you next week to further discuss the position and my qualifications.  In the meantime, I can be reached at (212) 456-7890.

Thank you for your consideration.








Sincerely,








Barrett Nelson
Barrett Nelson
Personal Contact/Experienced Candidate
Jose Santos
12 Arrow Lane, Apt 11B
Hoboken, New Jersey 07780
201-543-9875
jsantos@aol.com
Date
Taylor Malone
Director of Personnel
Penney & Strauss
PO Box 1115
New York, New York 10038
Dear Ms. Malone:
A mutual colleague of ours, Dorothy Chambers of Grey & Company, suggested that I write to you about available positions on your training staff.  I am familiar with the training programs of Penney & Strauss and feel that I have much to offer your team.
As you will see from my resume, I have the research, planning, and program experience necessary to apply creative solutions to training problems.  My four years of experience in this field includes organizational consulting to ten Fortune 500 companies and the training of thirty middle managers.  Since I understand that you are currently investigating the purchase of a new media system for your programs, my extensive background in developing MS\PowerPoint Presentations and video and net training conferences could be very helpful to you in these early stages of this project.
Next week, I will give you a call and hope to arrange a time for us to meet. I would welcome this opportunity to speak with you so that we can discuss how my experience and qualifications will enable me to make a significant contribution to your team.
Sincerely,
Jose Santos
Jose Santos
Enclosure
General Interest/ Experienced Candidate
May Lee
35 Garden Street
Madison, New Jersey 07940
(201) 897-5423
maylee@yahoo.com
Date
Mr. Louis Gaines
County Medical Group
28 Faiston Street
Marlboro, NJ 12385
Dear Mr. Gaines:
In my six years as Sales Manager for a leading medical supplies distributor in Essex County, I directed the sales and marketing policies of the company’s line of medical supplies and accessories. 
During that time:
· Annual billings more than tripled from $3.25 million to $10.75 million
· Profits rose five-fold from $150,000 to $785,000 within a four-year period
· Accounts within the same geographical territory increased by 250%
The success I had here and elsewhere in my twelve years of sales is not a coincidence.  It is due to my completion of the MBA in Marketing Management from Pace University and a natural ability to analyze a marketing/selling situation. This combination has enabled me to design and implement innovative programs that have surpassed the competition.
What I have done for my previous employers, I am confident I can do for you.  Next week, I will call to arrange a mutually convenient time to meet.  I look forward to having the opportunity to discuss my qualifications and ability to increase your company’s sales and market share.  I can be contacted at (201) 897-5423.  
Sincerely,
May Lee
May Lee
Enclosure
Letter adapted from Martin Yate’s Cover Letters That Knock ’Em Dead
Internet Job Posting/ Experienced Candidate
575 Harvard Avenue
White Plains, NY 11510
Date
Jeanette Bennis
Human Resources Recruiter
Westchester Beverages Corporation
709 State Street
Ardsley, NY 10607
Dear Ms. Bennis:
I am interested in applying for the position of Customer Services Manager as posted on Monster.com on May 15th.  As my resume indicates, I have extensive customer service and managerial experience with both Fleet Bank and Xerox. My accomplishments and interests lie in the following areas:
· Customer and Sales Support: I have managed customer service departments in call center and retail settings.  At Fleet Bank, our $35 million franchise was recognized as the 4th leading branch in customer satisfaction due to outreach and retention efforts.
· Management:  I have 4+ years experience in managing teams through goal setting and a commitment to exceeding business objectives.  At Xerox, I was recognized with a National All-Star Award for best managerial practices.
· Problem Solving: My consistent use of problem solving and process improvement techniques led to my appointment to a national quality team at Xerox.  Our efforts resulted in the development of new procedures that significantly improved business performance.  At Fleet Bank, I designed a problem solving training course that was attended by all tellers from the Westchester County branches.
I would appreciate the opportunity to interview for the Customer Service Manager position and will call you in one week to discuss this possibility.  Please feel free to contact me at (212) 212-2121.  Thank you.
Sincerely,
Ramon Martinez
Ramon Martinez

Classified Advertisement/ Experienced Candidate
Nora Kaufman
232 Amsterdam Avenue
New York, New York 10025 

212-495-1534
Date
Maggie Lane, Director
Social Services Agency
34-35 John Street
Brooklyn, New York 10834
Dear Ms. Lane: AUTOTEXTLIST 
In response to your advertisement listed in the Community Jobs Resource Catalog, I am applying for the position of Associate Project Director.  As you will see from my material, I have the qualifications and experience necessary to accomplish the goals for the new director. 
My interest in the position stems from being a volunteer for Children’s Judicial Advocates (CJA), a non-profit organization.  Here, I act as a liaison for the courts and manage cases involving children who are in foster care. Working at CJA has enabled me to learn about the child welfare system, become an advocate and reap the rewards of knowing I have helped to place a child in a safe and permanent environment. 
Having carefully read over your requirements, I have outlined below my qualifications for the Associate Project Director position.
	Your Requirements
	My Qualifications

	· Ensure quality services by conducting interviews and site visits
	· 2 years experience conducting foster home and client visits with CJA and Telcomm

	
	

	· Supervise, hire and evaluate staff
	· 1 year managing and evaluating staff of 15 with Telcomm

	
	

	· Conduct client assessments and make recommendations
	· 2 years communicating with clients on services and products with CJA and Telcomm

	
	

	· Assist in training and presentations
	· Co-facilitated a diversity training program with City Volunteers

	
	

	· Maintain accurate case records
	· 5 years experience managing high profile cases and clients with CJA and Telcomm

	
	

	· College degree
	· MA in Counseling, BA in Marketing


I would welcome the opportunity to meet with you to further discuss my qualifications.  I can be reached at (212) 495-1534.  Thank you for your consideration.
Sincerely,
Nora Kaufman
Nora Kaufman
Career services Job Posting/ Experienced Candidate








529 8th Street, Apartment 4A








White Plains, NY 10463








Date
Laura Feeney
Manager of Recruiting
Systems Concepts
600 5th Avenue, 11th Fl
New York, NY 10003
Dear Ms. Feeney:

As a May 2002 candidate for the Master of Business Administration degree, I am very interested in being considered for the Associate position you posted in Career Services at Pace University.  
While my enclosed resume will provide you with a general outline of my work history and educational background, I have listed your specific requirements and my applicable skills in those areas.  I hope this will give you an idea of how I can add value to your organization.
Your Requirements:



My Skills:
Information gathering/research skills
As Research Assistant at GHT, gathered data for various 
industry and client reports and gained familiarity with a
wide variety of informational sources and databases
Interpersonal skills, demonstrated in 

Worked with top management of every department
one on one and team environments
GHT.  Developed relationships with traders, analysts, 
and CFOs.  Participated in many successful team 
engagements at work and at school
Structured thinking, analysis, and problem 
Led several large projects at GHT.  Developed project 
solving skills
plans, gathered and analyzed data. Implemented recommendations.  Worked as an internal consultant.  Developed reputation as the “person to see” when a problem needed solving
Complex task management skills
Involved in several firm-wide projects simultaneously at 
GHT.  Developed strong time management and organizational skills

I would appreciate the opportunity to interview for the Associate position.  I will call you in two weeks to arrange a meeting.  Please feel free to contact me at (718) 987-6543 should you require additional information.  

Thank you for your time and consideration.
Sincerely,
Patrick O’Conner
Patrick O’Conner
Networking Alumnus/ Graduate Student
John Carter
111 Bronx Avenue
Bronx, New York 10739
917-324-8901
jcarter@aol.com
Date
Paul Benton
Director of Personnel
Westchester County Medical Center
21 Grasslands Road
Valhalla, New York 10609
Dear Mr. Benton: AUTOTEXTLIST 
I read about your recent promotion to Director of Health Care Administration at Westchester County Medical Center in the May edition of the Pace Alumni magazine.  Congratulations!
As a fellow graduate of Pace’s Master of Public Administration Program, I thought I might contact you to learn more about opportunities in health care.  Recently, I completed my degree and have just started to actively network.  If possible, I would like to have the opportunity to meet with you for an informational interview.  Since you have achieved what I hope to some day, I would very much like to learn more about your career path, receive advice from you, and get your feedback on my resume.  
Enclosed is my resume for your review.  Next week, I will give you a call to discuss the possibility of meeting.  I know that you are very busy and truly appreciate whatever time you can give me. Thank you in advance for considering this request.  I am looking forward to speaking with you.
Sincerely,
John Carter
John Carter
Enclosure
Networking Referral
Karen Keefe
22 W. 79th Street
New York, New York 10024
212-456-7890
karen.keefe@yahoo.com
Date
Joseph Buchman
Deputy Director of Planning
ABC Government Agency
5 Executive Drive
Albany, New York 07798
Dear Mr. Buchman:
Rebecca White, Vice President of Eastern Industries in Port Chester, NY, and a fellow classmate of yours at State University, suggested that I contact you about my job search in the Capital area.
In September, I will be moving to Albany and am eager to make some professional contacts.  Having interned with the New York City Mayor’s Office, I am interested in pursuing a career in government planning at the state level. 
I would very much appreciate a half-hour of your time to discuss growth industries and organizations upstate.  Next month, I will be in your area for a conference and would like to schedule an appointment with you.  Within the next week, I will contact you to discuss the possibility of a meeting during that time.  In the meantime, I can be reached at (212) 456-7890.
Enclosed is a copy of my resume for your review.  I am looking forward to speaking with you soon.
Very truly yours,
Karen Keefe
Karen Keefe
Enclosure
Thank You Letters and Other Correspondence
Always write a thank you note after a job interview, informational interview, or any other professional meeting with an employer or contact.   This is an extremely important part of your job search campaign and is too often overlooked by job seekers.  Consider it an essential step in the process, not an option.  Writing these notes demonstrates that you are a professional and that you know and do what is appropriate and expected.
The thank you note is really the final phase of the interview process.  It gives you one more opportunity to express genuine interest in the job and to present your qualifications by reiterating in a brief way what you can bring to the job.  In this note, you can add information on additional experiences that you may not have been mentioned in the interview and express how this will be of value to the organization in a more specific and focused way.
Thank you notes should be written and sent the same day of the interview (and definitely within 48 hours of the interview).  Notes should be sent to everyone who interviews you. 
Many people do not take the time to write these notes and those who do will stand out.  It will demonstrate that you are keyed into relationship building and know the appropriate steps to take in terms of professional courtesy. The style and tone of the note will demonstrate your writing skills and will also communicate your enthusiasm for the position.  
Some recruiters have indicated that if a candidate does not write a thank you note, s/he may not be invited back for a second interview.  Another recruiter said that if deciding between two candidates, a thank you note makes the difference.
The content and emphasis of a thank you note depends upon who is being thanked and why.  
After a job interview:
· Thank the interviewer for meeting with you.
· Express your enthusiasm for the position and employer.
· Reinforce your strengths and how they relate to the position.
After an informational interview or networking contact:
· Thank the person for meeting with you and providing information.
· Indicate how you plan to follow up on suggestions he or she made in regard to your career exploration and/or job search.
Accepting a job offer:
· Accept the offer formally.
· Express your excitement about the opportunity to start the position.
· Indicate your enthusiasm for the position and company/organization.
Thank You Letter Guidelines
· Always ask for a business card from each person who interviews you.
· Send a separate letter or e-mail to each person you meet.
· Send your thank you letters within 24 to 48 hours of the interview.
· Re-phrase your notes to reflect what happened during each specific meeting.
· Refer to some part of the personal conversation to show the employer you were interested in the discussion.
· Remind the employer of your particularly relevant skills and qualifications.
· Reiterate your interest in the position, department, and company.
· Use a professional tone and express your individuality.
· Keep the letter to two or three paragraphs.
· Print your letters on standard size, high quality bond paper that matches your resume and envelopes and use a high quality laser or ink jet printer.  
· Proofread the letter carefully!
· Double check spelling of contact names and titles!
· Sign your letters in blue or black ink.
· Prepare a file for each company and keep copies of all correspondence for your  
      records.
HANDWRITTEN NOTES
· At times these are acceptable but only do this if your handwriting is legible and neat!
      Use conservative stationery or thank you note cards. Keep note brief and professional. 
Note: Do it now!  Don’t put if off.  While the experience is fresh in your mind, write your note. Review and edit it the next morning. 
Basic Thank You Letter Format
Name
Street address
City, State, Zip Code
Phone number
E-mail address
Skip 2 to 3 spaces
Date
Skip 2 spaces
Name
Title, Department
Company/Organization
Street Address
City, State, Zip Code
Skip 2 spaces
Dear Mr./Mrs. Last Name:
Skip 2 spaces
Paragraph One:
Simply thank the interviewer and re-emphasize your interest in the position.
Skip 2 spaces
Paragraph Two:
Remind the employer why you are a good candidate for the position.  Refer to something specific from the interview.  Mention any additional points you would like to make that you did not mention during the interview.
Skip 2 spaces
Paragraph Three:
Thank the interviewer again and add that you look forward to hearing from them.
Skip 2 spaces
Sincerely,

Signature


Skip 4 to 5 spaces between Sincerely and typed name
Name
Statement of Interest
Barbara Sommers
Request for an Interview with Advanced Systems, Inc.
I would like to be considered for your Information Systems internship, which was posted by the Cooperative Education Program at Pace University.  This position matches well with my previous work experience, knowledge and career goals.
The computer, analytical and communication skills you require are ones that I have gained through my employment and academic experiences.   My position at Pace University’s Computer Center gave me the opportunity to hone my computer skills and knowledge as I assisted users with all MS Office tools, Internet applications, and hardware.  By assisting, on average, 50 students a day with computer-related questions I developed extremely strong communication skills.  In addition, as a member of Dr. Brown’s research team, I analyzed research data and interpreted results, which strengthened my analytical skills.   
Enclosed is my resume for your review.  If I can provide you with anything additional, please let me know.  I would very much like to schedule an interview to meet with you to discuss how I would contribute to the success of your company.  I can be reached at (111) 455-9800.
Thank you for your time and consideration.
Note:  A statement of interest can take the place of a cover letter when responding to an on-line posting that does not provide you with contact information. The content of the statement is basically the same except that you do not use the formal headings, addresses or closings. 
After an Interview
Viji Mehta
12 Arrow Lane
Jersey City, New Jersey 07765
(201) 876-2233
vmehta@hotmail.com
Date
Kevin Brady
Vice President, Operations
Global Industries
PO Box 999
New York, NY  10022
Dear Mr. Brady:
Thank you for meeting with me on Thursday, May 29th to discuss the Technical Support Specialist position available at Global Industries.  I enjoyed talking with you and Sarah Smith about the direction and goals of your division.
As you described, Global Industries is looking for someone to streamline its information management area.  I am confident that my PC knowledge and experience working with customers, vendors, and users in a corporate environment would enable me to meet Global Industries’ needs.  At the same time, I was happy to learn that there are ample opportunities for me to continue to grow professionally.
Once again, it was a pleasure meeting with you.  I look forward to hearing from you soon.  If there is additional information you need from me, please do not hesitate to call me at (201) 876-2233.
Sincerely,
Viji Mehta
Viji Mehta
On-Campus Interview
Felicity Basso
546 Pine Street, #63
Bronx, NY 19283
(212) 657-1346
felicitybasso@hotmail.com
Date
Nicholas Crane
Assistant Principal
Watch Children Grow School
456 Grain Avenue
Queens, NY 28394
Dear Mr. Crane:
It was a pleasure to meet with you at Pace University yesterday to discuss the Teaching Assistant Internship.  The position, as you presented it, seems to be a great fit for my skills, experience, and career goals.  
Of particular interest was your plan to implement an innovative approach to teaching reading. I would be very interested in having the opportunity to assist in the development of such a program.  Last summer, as an intern at Children’s Space, I developed and implemented a reading program in which members of the community read to the students an hour each day.  As a result, the students’ excitement about reading increased.
In addition to my enthusiasm, I will bring to Watch Children Grow a strong foundation for teaching, innovative thinking, and high level of motivation.  My coursework at Pace, considerable internship experiences in facilitating children’s learning, and my artistic background will enable me to design and develop creative and effective strategies for teaching children. 
Thank you for taking the time to interview me.  I look forward to hearing from you soon.
Sincerely,
Felicity Basso
Felicity Basso
Multiple Interviewers
Jill Bergenstein
454 West 96th Street
New York, New York 10027
Work: (212) 876-7135
Home:  (212) 889-2208
jill.bergenstein@ymca.org
Eric Bozley
Director, Counseling Center
Manhattan University
67 Broadway
New York, NY 10012
Dear Mr. Bozley:
It was a pleasure meeting with you and your colleagues, Alicia Dunkin and Denise Garret on Wednesday, October 1st.  Thank you for taking time out of your busy schedule to discuss the Counselor position available in the Manhattan University’s Counseling Center.
After learning more about this opportunity, I would like to reiterate my strong interest in working as a member of the Counseling Center’s team. This position matches my desire to work with a student population in a diverse urban setting where I can combine both my professional and academic experience.  I wanted to mention that at Pace University, I worked with the Office of International Students and counseled students who were having difficulties making the transition to living and studying in a new country.  With the mentoring of the counseling staff, I was able to help many students make this adjustment.  I look forward to helping international students at Manhattan make similar adjustments.
Please relay my appreciation to your staff as well.  I look forward to hearing from you soon.  If you need any additional information from me, I can be reached at work (212) 876-7135 or at home (212) 889-2208.
Sincerely,
Jill Bergenstein
Jill Bergenstein
Networking Referral
22 Lake Street








Tuckahoe, NY 10603








Date
Robin Mertz
Vice President
Eastern Industries
1773 Post Road
Port Chester, NY 10832
Dear Ms. Mertz:

It was a pleasure meeting you at the “Evening of Networking,” sponsored by Career Services at Pace University last month.  I appreciated your interest in my job search and would like to particularly thank you for putting me in contact with Jane Bryant at ABC Marketing Company in Boston.

Ms. Bryant was very generous with her time and provided me with a great deal of useful information about job hunting in the Boston area.  She also made valuable suggestions for strengthening my resume and gave me the names of a few colleagues who might be interested in my background and skills.

Consequently, I have updated the enclosed resume. Please feel free to make any additional comments. I value your opinion and welcome your suggestions. Again, thank you for being so helpful.  I will keep you posted on the progress of my search.
Sincerely,
Danielle Portella
Danielle Portella
Summer Job Interview
Farukh Saeed
78 East 95th Street
New York, New York 10033
212-345-9876
fsaeed@aol.com
Date
Sonya Gellar
Market Development Manager
XYZ Broadcasting
267 East 43rd Street
New York, NY 10035
Dear Ms. Gellar:
Thank you for meeting with me on Friday, May 15th.  It was a pleasure to visit XYZ Broadcasting and learn more about the Music, News, and Website internship available for the summer.
After speaking with you, I am confident that my academic course work in both business and systems, and familiarity with the field of marketing have prepared me for the research, writing, and programming tasks we discussed.  My internet abilities, writing skills, and artistic eye match the technical, communication, and creative requirements needed to be successful in this position. In addition, I am a hard working, organized, responsible and detail oriented person who is eager to make a contribution to the team.
The Music, News, and Website Internship at XYZ sounds like a wonderful opportunity and I would welcome the challenge of being an intern on your staff. I look forward to hearing from you and thank you once again for your consideration.
Sincerely,
Farukh Saeed
Farukh Saeed
Declining a Job Offer
Name
Street address
City, State, Zip Code
Phone number
E-mail address
Date
Name
Title, Department
Company/Organization
Street Address
City, State, Zip Code
Dear Mr./Mrs. Last Name:
I was very pleased to receive your offer of employment for the position of title with your organization.  However, after careful consideration, I have decided to decline.  
I want you to know that I was very impressed with the professionalism of your interview process.  Thank you for the chance to learn more about your organization and to meet with people in your company.    
Again, thank you for offering me the opportunity to be a part of such a fine company.
Sincerely,
Signature
Name
Accepting a Job Offer
Name
Street address
City, State, Zip Code
Phone number
E-mail address
Date
Name
Title, Department
Company/Organization
Street Address
City, State, Zip Code
Dear Mr./Mrs. Last Name:
This letter is to confirm my acceptance of the job offer extended to me for the position of title of position.  As agreed, I will start on day, date. 
I want you to know that I was very impressed from the start with the professionalism of the interview process.  My goal was to find a company where I would have the opportunity to be challenged and further develop my professional skills. Name of Company is where I had hoped to work after graduation and as I began to experience the company first hand, I was even more convinced that this was where I wanted to work.  I am very excited about beginning my career at name of company and look forward to the challenges that lie ahead.
Thank you for the opportunity to be a part of name of company.
Sincerely,
Signature
Your name
Follow-Up to Job Rejection 
114 59th Street








New York, NY 10021








Date
Elizabeth Woodward
Director, Broadcast Media
D&D Advertising
44 East 15th Street
New York, NY 10026
Dear Ms. Woodward:
Although I am disappointed that I did not receive the job offer, I am writing this note to thank you for your words of encouragement and your offer to forward my resume to D&D’s Human Resource office.  I have met with many people throughout my job search and wanted you to know that I was very impressed with the professionalism of your organization and appreciated your direct and honest style.
While my experience did not match the needs of the Associate Media Buyer position, I hope you will still keep me in mind for future openings in your office.  I remain very interested in joining your staff and becoming a member of the Broadcast Media team.
Again, thank you for your time and consideration.
Sincerely,
Angie Marrero
Angie Marrero
PART II
Effective 
E-Correspondence
E-Correspondence 
Often candidates are asked to e-mail correspondence and application materials such as cover letters, resumes, and thank you letters to employers.  Although the medium is different, you are still transmitting business correspondence and certain rules apply.  Even though you are corresponding via the internet, your message will still make a first business impression. So, make sure it is a professional one! 
To increase your chances of the employer reading your resume, prepare a message that is professional, straight-to-the-point, and brief!  E-correspondence is usually about half the length of a traditional letter. 
When applying for a position, mention how you learned about the opportunity and what you have to offer in terms of related skills and experience.  Utilize key words and phrases that are meaningful to the employer.  But, be succinct.  To catch the reader’s attention, present the most important points first. 
Most employers prefer to receive the cover letter in the text of an e-mail rather than as an attachment.  This is due to their concern about viruses.  Always follow the particular employer’s instructions about how to send your resume and application materials. 
Remember, e-correspondence should be to the point, well written, and professional.  Focus on what will make you stand out as a highly desirable candidate for the position.  Again, keep the message brief, not more than one screen, and include attention-grabbing items of information. You want them to read your resume and invite you for an interview.
E-Correspondence Tips for Applying to Positions
· Always follow employer instructions for electronically submitting cover letters and resumes.  Some may ask you to send them as e-mail attachments.  Most will want you to include these in the body of an e-mail.
· Use the subject line to state the position title, job number (if applicable), and/or where you learned about the position. For example:

Marketing Director, Job # H23, NY Times
· You may want to use the subject line to grab the employer’s attention.  Be aware that e-mail software may have difficulty with very long subject lines.  As with all            e-correspondence, be concise.  For example:
MBA, 7 Yrs Exp, Marketing Director, Job # H23, NY Times
· Catch the employer’s attention in the opening paragraph by highlighting your skills and abilities.  Show her/him you are a great fit for the job.  For example:
As an HR Generalist with five years experience in 
both insurance and banking, my work has focused on 
employee relations, recruiting, and training.
· Keep the e-mail brief!  Limit it to one screen so all information is shown without the employer having to scroll down.  Focus on key strengths, skills and achievements that relate to the position.
· Use key words and industry buzzwords to highlight relevant skills.  These buzzwords and critical noun phrases will increase the likelihood that your cover letter will impress the reader.
· Type your message in black, 10 point, Times New Roman, Arial, or Courier font on a white background.  Do not bold, underline, italicize, etc.
· Remember that this is business correspondence.  Use appropriate standards.  Keep your message professional and easy to read.  Include a salutation and a closing.  Leave a space between paragraphs.  Omit the employer’s address in an e-mail cover letter.  Under your name, list your phone number and e-mail address.
· Thoroughly check spelling and grammar!  Do not solely rely on a spell check feature.  Be sure to proofread.  E-mail yourself before sending it to the employer to make sure that your letter is error free in terms of content and style.
Adapted from “Tips for A Dynamic E-mail Cover Letter” by Randell S. Hansen, Ph.D. found on www.quintcareers.com/e-mail_cover.letters.html
E-Networking & Netiquette 
“E-networking combines the traditional networking you do as part of your career search with the power of the internet. It allows you to create a community of virtual contacts who can provide critical information on job leads, industry trends and possible openings.  These are people whom you would never have met in any other way” (Halpern, Nancy. “E-Networking.” Riley Guide. July 31, 2001).
E-networking is an excellent way to find out about the hidden job market, learn about your industry, and develop a group of internet contacts. It is still true that about 80% of all jobs are acquired through networking. It’s not only what you know but whom you know! E-networking expands the breadth and scope of career opportunities through the use of listservs, newsletters, job search sites, employer homepages, usenet newsgroups, message boards, chat rooms, professional association websites and alumni online directories. 
E-correspondence is the key vehicle to successful e-networking.  It is immediate, requires no introductions, bypasses the gatekeeper, and eliminates phone tag and first impression jitters. While less formal than traditional business correspondence, e-correspondence should still adhere to proper business standards and follow internet etiquette rules, “netiquette.” This is your first business impression. It should capture the attention of the reader or group. 
Remember that e-networking does not replace face-to-face contact, but rather complements it while you strive to establish real connections.
E-Networking Correspondence Guidelines 
When using e-mail for networking purposes, follow these guidelines:
· Keep your e-mail brief, on one screen and use black font
· Use last names in the formal salutation (i.e., Dear Mrs. or Mr. Jones)
· Check spelling, grammar and usage
· Tell how/where you got their name
· State your interest or question
· Avoid acronyms or informalities (i.e., TIA for “Thanks in advance”)
· In closing, include your first and last name
· Request a follow up by phone, e-mail or fax
· Send the e-correspondence to yourself before e-mailing it!
Sample E-Letters
Informational Interview/Alumnus/Graduate Student

Informational Interview/Undergraduate

Sample E-Letters Continued
Wall Street Journal Article Contact

Online Alumni Community Contact

Sample E-Letters Continued
Pace Contact in Industry

Subject:  Pace Graduate Requests Informational Interview





Dear Ms. Pace:





In reviewing the Pace On-line Alumni Community, I learned that you work at J.P. Morgan Chase. I graduated from Pace in 1996, have six years experience in insurance, and am currently in my first year of the MBA program.  Since I am interested in obtaining advice on how to best prepare myself for a career in finance, I would appreciate the opportunity to talk or meet with you for an informational interview.





Attached is my resume for your review.  Next week, I will give you a call to arrange a time for us to meet that is convenient for you.  I appreciate your time and consideration of my request.





Sincerely,





Mark Lubin, ’96


212-346-9065


�HYPERLINK "mailto:mlubin@aol.com"�mlubin@aol.com�





 

















Subject:	Pace IT Student Requests Informational Interview





Dear Ms. Dyson:





As a Pace student currently pursuing a degree in the field of information technology, I am seeking the opportunity to speak with you regarding career opportunities UBS Paine Webber.





My internship experiences at Accenture gave me hands on experience with Visual Basic, C++, SQL, and Java.  As a computer science major, I have demonstrated the ability to learn new applications quickly and on my own.





Next week, I will give you a call with the hope of being able to set up an appointment with you.  I have attached my resume for your review.  If you would like to call me, I can be reached on my cell phone, 914-123-4510.





Sincerely,





Steven Li


�HYPERLINK "mailto:jhoboken@att.net"�sli@att.net�


914 123-4510








Subject:  Your Wall Street Journal Article





Dear Ms. Friendly:


I read your article in the Wall Street Journal and was impressed with your insights.  I am contacting you because I am interested in working in the field of _________.  As I begin my job search, I would appreciate getting your point of view on effective job search strategies and having the opportunity to learn more about the work you do.





As an experienced Financial Analyst with Merrill Lynch, (insert some background information).





Thank you for your time and consideration.  I will call you early next week to discuss the possibility of setting up a time to meet.


Sincerely,


Mary Riccardi


�HYPERLINK "mailto:Mriccardi@hotmail.com"�mriccardi@hotmail.com�


212-345-9876











Subject:  Pace’s Online Alumni Community Contact





Dear Mr./Ms. Pace:


I found your name on Pace’s On-line Alumni Community and learned that you work within the _______ industry.  I am a Pace Alumnus/a in the (field) Class of (?).


	


Our alumni network has always been a great resource for the Pace community.  I am seeking an opportunity to speak with an experienced professional such as yourself regarding career opportunities in (field) or at (name of company).  Currently I am in a career transition. As you will see from my resume, I have over (x) years experience in _________ (insert some personal information).  I look forward to hearing from you.


	


Sincerely,





Your Name ’90 (year optional)


�HYPERLINK "mailto:Name@earthlink.net"�name@earthlink.net�


201-546-1009











Subject:  Pace Alumnus/a Seeks Advice





Dear Mr./Ms. Pace:


	


I was pleased to learn that you work within the ________ industry.  I remember you from (class, club, etc.).


	


As a Pace graduate student (or alumnus/a) in (field) Class of (?),  I am seeking an opportunity to speak with an experienced professional regarding career opportunities in __________. 


	


Currently I am in a career transition (insert background information).


	


Sincerely,





Your Name ’88 (year optional)


�HYPERLINK "mailto:Name@mindspring.com"�name@mindspring.com�


203-452-1714

















1

