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Unit Nine 
 

 

 

Why a Cover Letter? 
Not having a cover letter with your resume is like not wearing your shoes 

when you leave the house!  It is second nature to put your shoes on to 

leave the house, so should having a cover letter &/or email to introduce 

yourself to a potential employer.  A cover letter is the most important letter 

you will write to obtain a job.  Identify who you are and what you are 

applying for and maybe a little bit about yourself your interests or what you 

would bring to their organization.  You will change your cover letter for 

every job you apply for. 

 

**Someone once said, "With part-time effort, you get part-time results." 

This is especially true in letter writing. You can expect to spend several 

hours, or even several days, on a letter.  

 
        * From schoology Unit 9 

** How to organize your thoughts and Ideas for a cover letter 

 – from www.cover-letters.com 

 
 

Reliable information?  How do you find it? 
 

During this chapter your student will learn about primary and 

secondary resources.  It is important that your students 

understands that it is important to know the difference 

between the two.  Always evaluate your resources! 

 

Primary resources:  Original Information 

Example:  Biography and the Gettysberg 

Address 

 

Secondary resources:  Explains or evaluations 

information 

Example:  Dictionaries, Magazine Articles, 

Websites 

*Gather information from different types of sources 

when doing research. Finding and using more sources 

helps you evaluate the information. Comparing and 

contrasting your sources helps you develop reliable knowledge.  

 

Then & Now 

 
 Dictionary 

 Movie Theatre 

 Museum  

 

  

 Dictionary.com 

 Documentary on Netflix 

 Website w/ virtual tour 

 

 
 

 
 

 

From Dictionary.com 

 

Primary –first or highest in rank of 

importanance; 

 

Secondary – next after the first in 

order, place , time, etc.  
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Positive Focus 

A cover letter is a perfect way to advocate for yourself!   This a great exercise for 

your student to learn to be positive about themselves when highlighting 

accomplishments.  For example telling their future employer about their volunteer 

work with English as a Second language or that they have worked with young 

kids at a summer camp. 

 Below is an article taken from Forbes Magazine from The Muse who is a 

contributor to their blog:  

These are the three primary factors that influence the selection process. The 

person who wins that great job will be the one who shows the decision makers, 

quickly, that he or she is all three of those things. And you have an amazing 

opportunity to begin planting these seeds right from the introduction, à la your 

cover letter. 

1. Tell Them Why, Specifically, You’re Interested in the Company 

2. Outline What You Can Walk Through the Doors and Deliver 

3. Tell a Story, One that’s Not on Your Resume 

To view the entire articles please go to: 

http://www.forbes.com/sites/dailymuse/2014/02/06/the-cover-letters-that-make-

hiring-managers-smile-then-call-you/ 

 

 

 

 

   
 

RESOURCES:  
http://www.careeronestop.org/JobSearch/Resumes/cover-

letters.aspx  All types of cover letters for you to choose from! 

 

http://career-advice.monster.com/resumes-cover-letters/cover-

letter-tips/jobs.aspx Another resources for cover letter tips. 

https://www.themuse.com/The Muse is your ultimate career 

destination offering exciting job opportunities, expert advice, and 

a peek behind the scenes into fantastic companies and career 

paths.   

http://www.collinsdictionary.com/ is another source with 

definitions of words; pioneers in dictionary publishing since 1819. 

 

 

 

 
 

DID YOU KNOW: 

Different cover letters serve different purposes. 

Choose the cover letter type that matches your 

situation. ** 

  

 Invited cover letter. Use this format when 

responding to an ad or other listing. Describe 

how your qualifications meet the needs of the 

position. 

 Cold-contact cover letter. Use this format to 

contact employers who have not advertised or 

published job openings. Research careers to 

find the requirements for the job you're applying 

for matching your qualifications with that 

research. View Inquiry letters. 

 Referral cover letter. Use this format if you were 

referred to a job opening 

through networking, informational interviews, or 

contact with employers. A referral may be to a 

specific job opening (advertised or 

unadvertised) or to an employer who may or 

may not be hiring now. Make sure you mention 

the person who referred you. 

 Job match or "T" cover letter. Use this format to 

match the specific requirements of the job one-

to-one with your qualifications, for example "You 

need 10 years' experience" and "I bring 12 years' 

experience." You can learn about the 

requirements from job ad, position descriptions, 

phone conversations, career research, and 

informational interviews. 

    

** This was taken from: 

www.careeronestop.org/JobSearch/Resumes/cover-

letters.aspz 

 

Need more information about 
EnvisionIT or want to give us feedback 
Send an email to Heather or Marie @ 

enitconsultants@gmail.com or check out our 
website @ 
http://envisionitparent.wordpress.com/ 

 

 

 
 

 

 

 
Networking and informational interviews 

are keys to your student success! 
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http://www.forbes.com/sites/dailymuse/2014/02/06/the-cover-letters-that-make-hiring-managers-smile-then-call-you/
http://www.careeronestop.org/JobSearch/Resumes/cover-letters.aspx
http://www.careeronestop.org/JobSearch/Resumes/cover-letters.aspx
http://career-advice.monster.com/resumes-cover-letters/cover-letter-tips/jobs.aspx
http://career-advice.monster.com/resumes-cover-letters/cover-letter-tips/jobs.aspx
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http://www.careeronestop.org/JobSearch/Plan/inquiry-letters.aspx
http://www.careeronestop.org/JobSearch/Network/form-a-network.aspx
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http://www.careeronestop.org/JobSearch/Network/informational-interviews.aspx
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