The application letter  (also called the covering letter) can be as important as the CV in that it often provides the first direct contact between a candidate and an employer.

If this letter is not well written and presented, it will make a poor impression. 

The letter of application normally contains three or more paragraphs in which you should:

· Confirm that you wish to apply and say where you learned about the job.

· Say why you are interested in the position and relate your interests to those of the company.

· Show what you can contribute to the job by highlighting your most relevant skills and experience.

· Indicate your willingness to attend an interview (and possibly state when you would be free to attend)

What are the biggest mistakes cover-letter writers make?
· Addressing the letter to "Dear Personnel Director," "To Whom It May Concern," "Dear Sir or Madam" (or worse, "Dear Sirs") instead of a named individual. The largest employer in Central Florida tosses cover letters in the circular file if they are not addressed to him personally. "To Whom It May Concern" shows the employer that you were not concerned enough to find out the name of the person with the hiring power. 

· Telling the employer what the company can do for you instead of what you can do for the company. This mistake is particularly common among new college graduates and other inexperienced job seekers. In most cases, employers are in business to make a profit. They want to know what you can do for their bottom line, not what they can do to fulfil your career dreams. 

· Leaving the ball in the employer's court. Too many cover letters end with a line like this: "If you are interested in my qualifications, please call me." Proactive cover letters, in which the job seeker requests an interview and promises to follow up with a phone call, are far more effective. 

Check out the following job ad and the letter of application that was written to it. 
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PATAGONIA has a new position open:
PUBLIC AFFAIRS ASSOCIATE

Job is based in Munich, Candidates must ha
experience and strong writing 'y
have serious proficiency in technical sports (skiing, kayaking,
climbing ...) and outdoor experience. German mother tongue.
Environmental background a plus. No glamor ... it's a gritty
job! Patagonia is a Californian company which designs and
distributes "~ functional outdoor
clothing. Send CV with picture
to:

Nathalie Baudoin
PATAGONIA GMBH
Reitmorstrasse 50
8000 Munich 22 — Germany

The interviews will be
in Munich during the
last week of February.

patagonia’





	Fiona Scott

52 Hanover Straat 

Edinburgh EH2 5LM 

Scotland 

UK 

8th January 2004

Nathalie Baudoin 

Patagonia GMBH 

Reitmorstrasse 50 

8000 Munich 22 

Germany

Dear Ms Baudoin,

I am writing to apply for the position of Public Affairs Associate, which was advertised last week in the International Herald Tribune.

Although I am presently employed by a non-profit making organisation, it has always been my intention to work in a commercial environment. I would particularly welcome the chance to work for your company and as you will notice on my enclosed curriculum vitae, the job you are offering suits both my personal and professional interests.

My work experience has familiarised me with many of the challenges involved in public relations today. I am sure that this, together with my understanding of the needs and expectations of sport and nature enthusiasts, would be extremely relevant to the position.

Moreover, as my mother is German, I am fluent in this language and would definitely enjoy working in a German-speaking environment.

I would be pleased to discuss my curriculum vitae with you in more detail at an interview. In the meantime, please do not hesitate to contact me if you require further information.

I look forward to hearing from you.

Yours sincerely,

(Signature)

Fiona Scott

Enclosure: CV



