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Preparing to Write

We are making a few assumptions about you, our reader. We’re assuming
that you’ve already invested a great deal of time, effort, and energy in writ-
ing and designing your resume. If you’ve hired a professional resume
writer, you also have made a financial investment. Now that your resume is
complete, you need to use it!

We’re also assuming that because you’ve purchased this book, you have hit
a stumbling block in writing your cover letters that, in turn, is preventing
you from sending out your resumes. Maybe you’ve already drafted a letter
and are a bit uncertain about the language you’ve used. Perhaps you’ve
written cover letter notes to yourself but just can’t seem to tie them all
together into a cohesive structure. Possibly you were pleased with the letter
you wrote, but it isn’t getting any response. Or maybe you can’t get any fur-
ther than a blank piece of paper or computer screen. Never fear—this
chapter will help you get started.

Six Steps to Better Cover Letters
To improve the ease and confidence with which you write cover letters,
we’ve created a step-by-step process and structure that will allow you to
quickly and easily write your cover letters and get your resumes out—now!
Although you might admire the prowess with which you typed and format-
ted your resume, love the color of paper you selected, or are thrilled about
the quality of your resume, if it is just sitting on your desk, it is not working
for you. Your resume is of no value to you or anyone else if it is not in 
circulation.
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To get your resumes out, all you need to do is follow this six-step action
plan to produce a cover letter from start to finish:

Step 1: Identify Your Key Selling Points

Step 2: Pre-Plan

Step 3: Write the Opening Paragraph 

Step 4: Write the Body 

Step 5: Write the Closing 

Step 6: Polish, Proofread, and Finalize

The most time-consuming of these is step 1, identifying your key selling
points. To make that process easier, we’ve devoted this entire chapter to
helping you collect an arsenal of information about yourself and your
career that will be available for you to consider for every letter you write. By
investing time and effort now, you’ll make the process of producing each
unique cover letter practically painless! When you begin the actual writing
process with step 2 (in chapter 3), you’ll see how your advance work really
pays off.

Step 1: Identify Your Key Selling Points
What qualifications, experiences, achievements, and skills do you bring to a
company? It’s time to evaluate and quantify what it is that makes you
unique, valuable, and interesting to potential employers.

Know Your Objective
The best place to start is by clearly identifying who you are and what your
job objective is. Are you an accountant, realtor, or construction project
manager? A sales professional, customer service representative, teacher, or
nurse? An advertising specialist, social worker, architect, or librarian? A
CFO, CIO, COO, or CEO? It is critical that you be able to clearly and accu-
rately define who you are in an instant. Remember, an instant is all that you
have to capture your reader’s attention, encouraging him not only to read
your cover letter in full, but to read your resume and contact you for a per-
sonal interview. 

Cover Letter Magic
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