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B. Core

This handout is designed to assist you in preparing a cover letter and a curriculum vitae.

What is the purpose of a Cover Letter? 

· To give an overview of your suitability in terms of skills, strengths and experience which relate to the job advertised.

· A chance for you to stand out from other candidates and increase your chances of being chosen for interview. 

 


What is the format? 

· A standard format for the covering letter:

· One typed sheet of A4 paper only. Use the same type of paper your using for your CV

· Refers to where you identified the job: "I enclose my CV in response to your advertisement in..."
Outlines your current situation: "I am due to graduate with a X degree in 200y".

· Highlights your suitability. Reflect the needs of the company as outlined in the advertisement or job description and indicate your 'match' of skills, qualities and experience.

· Display a positive and enthusiastic tone throughout.

· Concludes "I am available for interview at your convenience' or 'between dates X and Y'". 

· Type or print your name underneath your signature. 

Pointers for Success 

· Address the letter to a particular person by name. Phone to find this out if necessary. 

· Communicate something personal that will grab their attention, e.g. "My project work put me in contact with X division in your company". 

· Answer the question 'Why should I interview you?' and address it through your letter. 

· Research the company, their culture, values, interests and recent achievements. Demonstrate knowledge of the company in a complimentary way in the letter. "Having done extensive research on X I was very impressed by your company's ..."

· Include the key phrases or language of the employer as indicated in the job description or company literature and website. In that way you will show that you speak the same language and that you will fit into their culture.

· Remember it is quality applications that count. 

· If there is anything that you think the employer may be concerned about in your application address this in your cover letter directly. Perhaps, if your experience lies in another area you could say "While I have experience in A area I did gain expertise in X, Y, Z and I am flexible and willing to learn". If you had a period of unemployment refer to the creative way that you spent your time and the skills you acquired during that time.

· You may also send out a speculative letter with your CV expressing an interest in the company should a position arise in the future. In this way the employer can keep you in mind should an opportunity arise to hire.
Below is a Sample Cover Letter

48 St Anne’s 


Portmarnock 


Co Dublin


Ph: 088- 2222222
15 May 2010

Mr Peter Power

Human Resources Manager

Eoon LTD

Tallaght

Dublin 24

Dear Mr Power

I am applying for the post of Trainee Buyer as advertised in the Irish Independent, 8th May 2010, and enclose a copy of my CV.
Your middle paragraph should make you sound interesting someone they will invite you for interview. Make it clear you are enthusiastic and interested in this particular job. Give details of your background that will show why you should be considered for the position
In your final paragraph refer to you enclosed CV, indicate further details such as references can be supplied upon request.

I look forward to hearing from you. Please note that my final examinations take place during the first two weeks of June.

Yours sincerely
______________

Bill Smith
Purpose of a CV 

· To introduce and present yourself in order to obtain an interview.

· To confirm your skills, abilities and experience for a prospective employer.

· To project your personality.

· To prepare yourself to speak about your background and experience at interviews. 

 

What Employers Want

.

They want to see evidence of your skills, personal qualities, interests and qualifications 

Key Elements of a good CV 

· Clear, concise, and positive, business-like language.

· Attractive layout. Easy to read, leave sufficient 'white space', preferably using size 12 font.

· Ideally two pages for Ireland and UK. Never more.

· No spelling errors or typos. 
Action words eg. 'Responsible for ...' rather than 'Minding...' and 'I developed...' rather than 'We did ...'. 

· Bullet points often work better than large paragraphs of text. 

· Use enthusiastic language in your CV to convey your interest to the employer.

· Try to avoid using abbreviations, or overly technical language when writing your CV. 

· If submitting a CV on-line, anticipate the 'scanning' procedure by reflecting your action words and skills named in the job advert in your own CV.
· Look at job spec - match your cover letter and CV to those points 
· Apportion space in accordance with the importance of the information
· Good quality A4 paper e.g. ‘Buff’
· There is no need to bind but you should staple sheets together.
· Print on one side of paper only
Headings that should be on a CV

· Personal Details (*I don’t like a heading) name / address / phone number(s) / email / 

· Education -  Dates Location Qualification

· Employment History -  dates, place, work title/ activities

· Work Experience -  this is as above only its when you didn’t get paid

· Achievements - you all have achievement e.g. completing a course, captain of foot ball team etc

· Skills - list three skills e.g. Excellent ICT Skills

· Interests  - these are information list three interests and be prepared to talk about them in interview

· Referees -  usually two names with their correct titles, roles, addresses, phone number get permission from them before you put them down

Education  

· Put your most recent qualification first. 

· Give the full title of your qualification eg Leaving Certificate
· Leave out your Junior Certificate results, but give Leaving Certificate results if you want to if you don’t want to that’s ok 
Employment History 

· Begin with the most recent job. 

· Employers are interested in any work experience whether immediately relevant or not.

· Don't forget any holiday/voluntary work experience that you have. 

· Emphasise both what you have learned and how you have made a difference to your employer. 

· Emphasise the skills gained in each job. 

· Interests and activities 

· Mention any positions of responsibility that you have held in societies/clubs in school or in any outside organisations.
· Emphasise any skills that you have gained, e.g. teamwork, leadership, organisational. 

Achievements 

An achievement is any activity you have completed successfully 

Skills  
This is an opportunity to show how your overall experience matches the requirements of the job. Use it to draw together different experiences under one core skill. For example, teamwork could include your final year project, youth club and travel experience, particularly if you have not referred to these earlier in terms of skills gained. Also give e.g. IT skills, languages, driving licence, if not already listed.

Interests often take up very little space on a CV or application form but they are important to the employer for what they say about your motivation and what you are enthusiastic about.

Referees
Get permission before you use someone as a referee and include one academic referee. Include name, job title, address, email and telephone number.

Common mistakes on CV’s 

· Typos

· Too long

· Too generic could be for any job the CV needs to be specific to the particular job your applying for 

 

Emailing CVs 

Presentation Pointers

Your email address should be 'business-like' not 'fun-student' kind. 

Use standard fonts and asterisks instead of bullets. Keep the text simple and the presentation plain. 

Save your files as plain text so that you can cut and paste them into an email. Attachments can be less popular - check if employer wishes to receive them.

Resist the temptation to simply save your CV as 'CV.doc' - imagine being the person at the other end who has to rename CVs before saving them! 

Scanning Pointers

Be aware of the likelihood of scanning software being used and ensure you have key words indicating specific skills and qualifications. 

Confidentiality Pointers

Before you hit 'send' do be sure to check:

Who is seeing the details? 

Whether personal information is kept separate and private from career details? 

How long it is retained on the database? 

What the organisation's policy is on releasing your details to third parties, particularly in the case of internet resume banks?

 

Below is a sample CV
Laura Smith
200 Woodlands
Portmarnock

Co Dublin
(01) 846 2222 / 086 1111111
Dansmith@hotmail.com

Education

2004-Present


 Portmarnock Community School




 Leaving Certificate Student

1996-2004 


 St. Marnocks Primary School
Employment History

April 2008-April 2010        Tabathas Nightclub, Portstewart
          Cocktail Bar Manager & Barman


Responsibilities:

 

April 2008-April 2010       The Black Sands Hotel, Portstewart 

                                               Barman & Waiter


Responsibilities:

2003 – Present

Portstewart Golf Club





Senior Caddy 

Hobbies

· Golf

· Swimming

· Sailing
· Scouts
Skills
· Excellent ICT Skills

· Excellent Communication Skills

· Driving License



 




Head of a Team of Barstaff.


Keyholder


Setting up the bars.


Changing kegs.


Responsible for stock takes and Stock orders.


Trouble shooter for cash register











Working at functions such as Weddings, Funerals, Birthdays, etc. as a barman or as a Waiter.


Opening & Closing the bar at the start and end of each day.


Changing kegs during the day.


At the beginning of my shift make sure the float in the till is correct and that the accompanying float box is also correct.


Responsible for stock takes and stock orders.








Member of Portstewart Swim team for several years.


Member of Irish water safety 


Qualified Lifeguard


Volunteer Lifeguard Instructor in the QSLC for Irish water Safety.


Successfully Completed ECDL





Achievements





Mr. Bill Smith 


Bar Manager


Smiths Bar 


Tel: 086 1999999





Referees





Mr. Jack Johnston


Lifesaving Instructor


Q.S.L.C.


Tel: (01) 82222222
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