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Resumesimo.com 
How to find a job, step by step 

How does the Interview Process Work? 
our interview begins when you walk into the lobby of the business at 
which you hope to be hired. Being appropriately dressed means a 
suit, a leather briefcase or portfolio with notepad, a quality pen, 

leather purse (if applicable) and shined conservative shoes.  Nicely manicured 
hands or at the very least, clean fingernails, are noticeable and therefore, 
important. Jewelry and perfume or aftershave should be in good taste and 
definitely not overwhelming. Don’t forget breath mints, but avoid displaying 
or using the following: 

 Cell phone 

 iPod or other mobile device 

 Gum chewing 

 Cigarettes or the smell of them 

  

Y 
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It is important that you present yourself as friendly and pleasant but not 
overbearing, even to the receptionist or others waiting with you. More than 
one employer has quizzed the trusted secretary about waiting room conduct 
prior to the actual interview process. If waiting is necessary, sit quietly and 
patiently. It may be annoying, but complaining will create a bad impression. 

Body language is one of the three critically important factors in the interview 
process. In fact research shows that your performance will be measured as 
much as 55% by your nonverbal communication, 38% by your voice quality 
and only 7% by the actual words you speak. As Ralph Waldo Emerson once 
said, “What you do speaks so loud, I cannot hear what you are saying.” Put 
another way, “You never get a second chance to make a first impression.” By 
paying attention to your physical appearance and being aware of subtle body 
signals, you can create a more positive impression during your interview. 

When you enter the interviewer’s office, walk confidently with head up and 
shoulders back. Since a smile is probably the most positive signal you can give, 
now is the right time. Just don’t go overboard and look silly. Certainly don’t 
laugh before the interviewer does, although you may join in if that happens. 

Eye contact is extremely important in Western culture. Look directly at the 
interviewer when speaking or being spoken to, but glance away occasionally 
so you don’t appear to be staring, which feels like aggression and is 
discomforting. In this culture, glancing away while speaking can be 
interpreted as being dishonest, but so can staring too deeply in a person’s 
eyes when talking. 

Once you have been invited to sit down, make yourself comfortable with feet 
on the floor and lower back against the back of the chair. Leaning slightly 
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forward and nodding occasionally shows interest in what the interviewer is 
saying. Leaning back and crossing your knees is perceived as being too 
relaxed and uninterested. Leaning back and placing your hands behind your 
head feels like extremely aggressive, dominating behavior.  

Slouching speaks to being careless, so sit up straight with shoulders back in 
good posture, and then relax. You won’t be able to focus on the questions if 
you are sitting uncomfortably. If necessary readjust your position occasionally, 
but do not give in to fidgeting which indicates restlessness or boredom. Do 
not cross you arms as that also suggests an unwillingness to listen. 

Try to avoid the following distracting or misleading nonverbal behaviors: 

 Tapping your foot or pencil—perceived as bored or nervous 

 Doodling—not paying attention 

 Touching your face, playing with jewelry or hair—you are hiding 
something 

 Looking away while speaking—uncertainty, dishonesty 

 Fixed, unfocused stare—Not paying attention 

 Hands over mouth, scratching nose—You have secrets 

 Sweaty palms—extreme nervousness or discomfort 

 Limp handshake—low confidence and poor self-esteem 

 Too strong handshake—overly aggressive, intimidation 
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Nonverbal communication may be the single most powerful form of 
communication and should not be ignored when preparing for an interview. 
Practice before a mirror or with a friend until you feel comfortable that you 
can handle your next interview with confidence. Sending out the right signals 
might just win you a job that could have been offered to someone else with 
equal skills.  
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How to Ask About Salary in a  
Job Interview  
Putting together a resume and applying for various positions can be 
nerve wracking and time consuming. However, these tasks are just the 
preliminaries to help you get in the door and obtain an interview. Once 
you have an interview in place, the really hard part begins. Not only will 
you have to appear professional and sell yourself to a potential boss, you 

will also have to deal with hard questions like what to expect from the 
salary of the job. There are professional and discreet ways to deal with 
this question without standing out in a negative way. 

Don't Jump the Gun 
One of the worst things you can do is jump into a discussion about salary 
before either yourself or the interviewer has a good feel for what you can 

offer. In many cases, discussing  
salary too soon can actually  
hurt your chances of landing  
the job. If the interviewer  
hasn't had enough time  
to develop a good  

impression and a  
feeling that you 
 are a good fit for  
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the job, any discussion of salary will probably be off-putting. Never ask 
about salary unless you are fairly certain that the interviewer is seriously 

considering you for the position.   

Use What You Know 
If you are coming to the interview with at least a basic knowledge of 
what the job is offering, consider yourself lucky. If there is any 
information available on the salary range, keep that on hand and use it as 
a starting point. If you need to talk about the salary, begin by stating 

what you understand, verifying that your information is correct. The 
opening statement may look something like this: 

Interviewer: "According to the ad I responded to, the salary 

ranges from between $45,000 to $50,000 per year. Is that correct?" 

By opening the question in this manner, you will not appear to be 
overeager, but rather diligent in verifying the advertised offer as you 

understand it. This should open the conversation in a natural and 
professional way. It also lets the employer know that you are open to 
various possibilities. 

Don't Be Too Eager 
Unless you can use what you know to open the salary negotiation in a 
natural way, this subject will be very difficult to broach. If you open the 

conversation, you can appear to be overeager or too confident in your 
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position during negotiation. Most employment experts recommend that 
you do not throw out the first potential number. In fact, if you are asked, 

it's best that you divert the question back to the interviewer by inquiring 
as to what they had in mind for the salary. You can also just dodge the 
question altogether by returning the focus to your skills, abilities and 
talents and how they will help the company. Don't be afraid to say that 
you don't want to talk about salary until you are both sure that you are a 
good fit for the job. 

Once you have been offered a position, you can be more aggressive with 
salary negotiations. By this time, your future boss will be impressed with 
your skills and have a lot to lose by letting you go. This is the time to 
bring in the big guns, do your research and be assertive in what you 
expect from the salary. 
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How to Find A Job 
When an individual is unemployed and he's looking for work, there are 
several proven techniques to use to find that perfect job. If they're 
followed, whether economic times are poor or not, the job candidate can 
definitely find an excellent position that matches his skill sets and interests. 

Decide What Occupations to Pursue 
There are many different fields to consider where an individual wants to 

work so before he does anything else he needs to sit down and give 
serious thought to which industries his background, experience and 
interests are best suited for a particular job. Without this essential focus of 
concentration, a potential job candidate will only be aimlessly wandering 
around and will settle for any insignificant job that lands in his lap. 

The best advice is to narrow down the fields such as sales, technology, 

marketing, business, healthcare, security work, finance, teaching, the arts, 
manual labor fields, general administrative careers, telemarketing, and so 
on. Once the job candidate has pinpointed one career  
field, he can then start accumulating together all  
the necessary background requirements needed 
to pursue a career choice in this field. It  

definitely helps if he already has some  
experience and training in the specific  
field, but it's not absolutely mandatory. 
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Prepare A Quality Resume 
The resume is the sales document that job candidates will have to show 

most every employer and human resources manager in nearly every 
career field. The candidate should learn all he can about preparing the 
strongest resume possible. He can learn for free how to do this at many 
online sites or he can get the professional assistance of a specialty 
resume writing company. Whichever route he takes, he needs to gather 
all his past employment and educational background onto one single 

sheet of paper. Work experience should usually be mentioned first at the 
top of the resume, with education and pertinent skill sets towards the 
middle and bottom of the resume. There's no need to list any specific 
references on a resume. 

It's enough to state that references are available on request at the very 
bottom of the document. The resume needs to be printed on quality 

paper if it's going to be a hard copy submission or it needs to be 
formatted in proper electronic fonts for email submissions. The 
submission method depends on the particular company requesting the 
resume. But the document needs to be superbly prepared. 

Post the Resume on Online Job Boards 

Resume that are posted on job boards are submitted electronically. The 

job applicant needs to thoroughly browse through all the appropriate 
and pertinent job board listings for the specific career choice he has 
decided upon. He can then begin to post his quality resume on the job 
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boards of as many companies as he has the dedication and discipline to 
do so. And he has to be patient. 

He can't rush the company's response, and he even has to be prepared 
that some companies won't ever even respond at all, since they're so 
overloaded with resume submissions. But this is just part of the game. A 
top quality resume will indeed catch the eye of some human resources 
recruiter eventually, so patience is key here. 

Also Use An Executive Recruitment Company 
In addition to posting resumes on electronic job boards, a dual approach 
should be utilized by also incorporating the valuable resources of 
executive search companies. This is where the job candidate usually goes 
in person into the recruitment firm and specifies his job criteria and 
parameters in addition to what's on his resume. 

The strong benefit of using a firm like this is that they have the essential 

insider's knowledge and awareness of just which companies are looking 
to fill specific positions at specific times of the year. And most firms don't 
charge the job candidate a penny for their services. They bill the 
companies they're recruiting for instead, although a few do charge the job 
candidate but only after he has been placed and hired in one of their jobs. 

Network for Leads 
Moreover, it's also essential to use word of mouth to try to get connected 
and in the loop with any possible job opening in the job candidate's 

http://www.resumesimo.com/�


 
How to find a job, step by step 

 www.Resumesimo.com Page 13 of  31 

chosen field. This can be assisted by networking with as many people as 
the candidate can think of. They should include ex-coworkers and job 

colleagues, neighbors, friends, family members, local businessmen, and 
any other personal acquaintances the employment candidate is aware 
of. One excellent technique is to have personalized business cards 
printed up and hand them out to every person he comes into contact 
with so it can be used as a potential referral source down the road. Often, 
the best jobs come right out of the blue from a personal acquaintance, 

when many candidates have all but given up. 

Search Newspaper and Magazine Classifieds 
Don't overlook the opportunities present in national and regional print 
version newspapers and periodicals. Despite the overwhelming presence 
of the Internet's job searching capabilities, there's still a multitude of jobs 
being offered in print every single day in the classified sections of these 

hard copy publications. A job candidate really never knows when that 
one-of-a-kind, perfect job opportunity is waiting for him if he just takes 
enough time to scan all the print listings in addition to all the other 
techniques he's using simultaneously. 

They might not always be the best paying jobs, but they will indeed be 
jobs in his field with good, solid companies advertising and always 

seeking qualified employees. And if any leads are found, the candidate 
should follow up immediately, usually by forward his resume to the 
specific company as stated in the classified listing's instructions. Job 
prospects are everywhere. The employment candidate can't possibly 
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know where that right one is hiding, so he simply must exploit every 
single job search opportunity possible. 

Brush up on Interviewing Skills 
As his job search is going on, he has to get himself into a proper and 
positive mindset of confidence that he'll indeed soon find an excellent 
job in his field. This means that after a company's human resources 
manager or an executive recruiter has contacted him that an employer 
wants to invite him in person for his initial interview he has to be 

prepared. This preparation is essential for learning how to find a job. The 
job candidate needs to go online to employment websites that specialize 
in informing the reader which specific questions will be asked in the 
crucial initial interview. 

The candidate must be prepared not only to dress appropriately and be 
well groomed, but to walk into the interview's office with confidence, 

give a firm handshake and make direct eye contact. He also needs to be 
prepared to be asked questions such as why he left his former position, 
how come he's been out of work for so long, what his former job 
responsibilities were, and exactly what reasons should our company 
have for hiring you, and how can you contribute to our team efforts if we 
indeed do hire you. If the candidate is prepared beforehand, all of this 

won't be so intimidating and worrisome. He'll be able to pull off the 
interview successfully and finally get hired for that once elusive job.  
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How to Prepare for an Interview  
With the increase in layoffs and corporate downsizing, many people are 
now job searching. Even those who thought they had secure positions 
might find themselves at an interview. If you have not interviewed for a 
long time, the process can be nerve-wracking and intimidating. In many 
instances, your resume will get you in the door, but your interview will be 
the deciding factor in whether or not you get the position you are after. 

This makes the interview process extremely important. Instead of going 
into your interview blind, take the time to prepare before you ever walk 
into the office. 

Appearance Matters 
In many office environments the dress code is quite casual.  
Still, what you wear to your interview will create a first  

impression for your potentially future boss. While it does  
not make sense to show up for a fast food interview  
wearing a suit and tie, you should always dress up  
slightly more than the standard office uniform.  
For an entry level position, like fast food, you  
might want to wear slacks and a polo shirt, for  

example. If you are interviewing for a casual  
office position, a tie is appropriate. Any  
interview that is for a potentially formal  
type of business should call for a suit  
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and tie. In addition to what you are wearing, pay attention to your body 
language. Look the interviewer in the eye as the interview progresses, but 

do not hold the gaze long enough that it becomes too intense or 
uncomfortable. Use a firm handshake. Favor good posture, but do not let 
your pose become stiff and unnatural. 

Be Prepared for the Questions 
Every interview will consist of questions that the potential employer will 
ask you. This helps them determine what your work history is, personal 

experiences and strengths, and if your personality is a good fit for the 
job. While there is no inside list that every employer uses for interviews, 
most basic questions you will encounter will be fairly standard. Before 
you ever encounter the situation, look up several lists of standard 
interview questions and practice answering them appropriately. For 
some people, a mental dialogue is enough to be fully prepared, while 

others need to have a friend or family member role play the interview. 

One of the first sets of questions that will probably be presented are the 
ones associated with your work history. If you have done everything 
according to the book, you will have already submitted most of this 
information in the form of a resume. Obviously, you should be familiar 
with what your resume says, especially if you used a bit of creativity to 

make it more appealing. The last thing you want to do is describe a 
position, generate a question about that and then forget the angle that 
you intended to portray. If you think that might happen, bring your own 
copy of the resume to refer to, with your own notes where appropriate. 
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After your work history, the interview questions are likely to get a bit more 
personal. There are some questions that you cannot be made to answer. If 

an employer blatantly asks discriminatory questions, it is acceptable to 
dodge them or refuse to answer. There are plenty of questions that can be 
asked, however, that may seem overly personal but do have a point. The 
employer may ask you about hobbies, family life or personal opinions as a 
way to gauge how you would fit in the work environment, as well as see 
how you react to stressful or on-the-spot situations. To get through the 

interview with flying colors, handle these questions with grace and poise 
and do your best to keep it simple and relevant. 

What About the Negative? 
While it would be preferable to have only stellar records and history in 
your employment background, that isn't always realistic. There are 
always going to be questions that will make you wary or nervous. In 

order to be fully prepared for the interview, you should anticipate and 
role play these questions. Because the employer has the ability to check 
references and verify information, you should always be as honest as 
possible about negative events in your history. However, always portray 
the situation in the best light possible. If nothing else, show how dealing 
with the situation displayed a positive trait or was a learning experience 

that you internalized. Always be careful to not over-embellish or create 
an unrealistic picture; most interviewers are skilled at picking out 
exaggeration and self-aggrandizement, so be open but cautious.   
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How to Prepare for a New Job  
From the moment you receive the call saying you got the job, your 
emotions teeter between excitement and fear. What if you mess up the 
first day? What if you make a bad impression? What should you wear? 
Your mind is full of questions and your heart begins beating at a faster 
pace. Butterflies start fluttering in your stomach and you really just want 
to get the first day out of the way. Before going into panic mode, the 

primary question you need to address is “How should I prepare?” Simply 
knowing what to expect and completely preparing yourself for your new 
job can ease a large portion of the anxiety you are experiencing. 

Research the Company 
You likely learned a little about the company before applying and even 
more during the interview process. However, it is always a good idea to 

learn as much about a company as you can before starting a new job. 
Research the company online or use business and professional contacts 
to find out the information you need. If you know someone who 
currently works there, or even used to be employed with the company, 
give them a call or drop them an email and ask for basic information.  

Things you might want to learn about the company before starting a 

new job: 

 The work environment—This is one of the first things on the mind of 
most before starting a new job. Find out what kind of atmosphere you will 
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be working in. How do the employees dress? Is it a casual environment or 
strictly business? 

 Supervisors—You will probably be anxious to find out a little about your 
boss before diving head first into a new job. Are the supervisors friendly 
and approachable? What are they likely to expect from you? Knowing a 
little about your boss ahead of time can help make the first day more 
comfortable for everyone.  

Take Note of the Details 
Your first day will probably be a frenzy of orientations, instructions, 
paperwork and name learning. There will be numerous forms to fill out. 
Find out ahead of time what documents you will need to bring with you. 
You most likely will at least need identification and your social security 
card. Some companies will require additional information and 

documentation, so make sure you have all necessary items gathered 
ahead of time.  

Besides the necessary documentation, you will also want to take a 
notebook and pen with you on your first day. You will probably be 
flooded with a multitude of information. Write down instructions and 
methods as you learn them.  

You might also want to make note of your co-workers. Write down 
names of the people you meet and will be working with. Make a note 
beside their name detailing certain characteristics that will help you to 
easily remember them later.  
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Stay Positive 
Stay in a positive frame of mind. Don’t start doubting yourself or letting 

your fears take control. You are obviously qualified for the position or you 
wouldn’t have been hired. If you let your anxieties show on the first day, it 
will just make it uncomfortable for everyone. Try to relax and let your fears 
go. If you have done your homework, researched the company and taken 
proper notes, the majority of your anxieties should disappear. If you have 
a couple of days between your previous job and the start of your new job, 

try taking a relaxing vacation to clear your mind and prepare.  

Take a Refresher Course 
Once your first day is over and behind you, take a look at the notes you 
wrote down. Mentally go over the events of the day and retrace your 
steps. If you learned new methods or instructions for performing a 
certain task on the job, go over your notes in detail and make certain you 

understand the process.  

You should also look at the section of your notes pertaining to your co-
workers. As you read each name and the characteristics you associated 
with that individual, close your eyes and try to picture them in your mind. 
Quickly learning about the people you work with can make the 
adjustment to a new job much easier. Your co-workers will also be 

flattered that you took time to learn their name.  
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How to Resign from Work  
Finding and keeping a good job is often difficult. Because of that, many 
people would consider you crazy for wanting to resign from a perfectly 
stable position. However, there are plenty of reasons that resignation is 
warranted. Whether you have a better job offer, can't stomach a difficult 
boss or coworkers, or just want to move on to bigger and better 
opportunities, it doesn't always pay to stay put in a job that isn't a good 

fit. Even so, resigning should be handled with care. The last thing you 
want to do is create animosity or limit your future opportunities. 

Know the Policy 
Each company has its own policy on how to deal with resignation. In 
many cases, there will be a set period of time between when you 
announce your resignation and when you actually quit working. 

However, in some fields, as soon as let your boss know  
that you plan on leaving, you will be expected to exit 
the premises immediately. Know the policy of your  
company before you submit your notice. If you  
expect a two week grace period, being walked out  
the door by security can be a bit disconcerting.  

In that case, you might want to hold off and take  
the time to prepare and get your affairs at  
the company in order. 
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Writing the Letter 
Many people think that they have nothing to lose by letting it all hang 

out in their resignation letter. After all, you don't ever plan on coming 
back to this company, so it can't hurt, right? Wrong. You never know 
when you might need a favor or when your current contacts might be of 
use to you. Now is not the time to tell your boss what a jerk they were or 
note how coworkers made your life miserable. Keep it short; keep it 
sweet; keep it professional. The only thing you really need to do is 

include the pertinent information. Inform your employer that you are 
planning on leaving the company and when that resignation is effective. 
To keep as many doors open as possible, include a brief note thanking 
the employer and the company for providing you with employment and 
opportunities. Do this even if you hated the job. It just makes sense to 
have as many people on your side as possible, so make your superiors 

feel good about the relationship. Once the letter has been passed to your 
boss, keep your mouth shut as much as possible. 

Go the Extra Mile 
Most employers aren't particularly excited about dealing with a 
resignation. After all, it means that they will have to go to the trouble of 
finding a replacement and training the new hire. The more you can be of 

help in this situation, the more positive your boss will feel about the 
departure. This could later translate into a good reference or other  
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positive opportunities with other employers. When you submit your 
resignation, offer to facilitate the transition process in the time that you 
have left with the company. Because you know your job best, you might 
consider offering to hire your replacement, as well as taking time to train 
them for the company. 
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How to Write a Resume  
There are millions of Americans who have lost their jobs. Many others have 
never been employed as yet and are entering the job market for the first time. 
It is vitally important for each of these people to develop a well-written, 
effective resume. A job seeker’s resume is his first contact with a prospective 
employer. It can make a good impression that helps him stand out from the 
crowd of applicants. Studies indicate the average human resources manager 
spends 20 seconds or less looking at a resume, so you want to make sure 
yours gets noticed. 

Here are some suggestions that will 
help you write an effective resume: 
1. Pay attention to your writing style. Clear, easy 

to read and succinct are better than wordy, 
flowery and being full of superlatives that 
exaggerate your qualifications. Be sure to include 
plenty of organization such as lists, bullets and 
italics, but don’t overdo it. Having some white 
space will garner more attention. 

2. Even one or two punctuation, grammatical or 
typographical errors can cause your resume to 
be rejected. Neither your qualifications nor your 
experience will keep your resume from being 
tossed in the trash if there is as little as one error. 
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3. Your resume should contain active verbs and focused, powerful 
writing. The use of words such as focused, accomplished, growth and 
managed will help you appear proactive, committed and capable. The use 
of 25 to 30 such words will be important when your resume is 
electronically scanned.  

4. A career objective is probably not necessary if your resume is 
accompanied by a cover letter. However, if you want to include one, it 
should be concise and meaningful. It needs to describe your career goals 
in a way that is specific but not too restrictive. 

5. Writing your qualifications is the most important step in resume 
preparation. The positions you have held should be presented in reverse 
chronological order. List your most recent job first; then work backwards 
from there. Volunteer work which has relevance to the position you are 
seeking can be included. 

Your resume should be most detailed in the explanation of your most 
recent positions. It needs to inform of what your responsibilities and 
accomplishments were and how they relate to the job for which you are 
applying. Be consistent in the way this information is presented. For 
example, do not start one job with the name of the company for which 
you worked and the next with your job title. 

Always keep in mind what a resume is intended to do for you. It is to 
inform a prospective employer of what you have learned and 
accomplished that will be useable in the new position. It is not intended 
to be just a work history. 

http://www.resumesimo.com/�


 
How to find a job, step by step 

 www.Resumesimo.com Page 26 of  31 

6. Listing schools attended, degrees received and other academic 
preparation is a necessary part of every resume. This section should list 
your academic achievements with information about colleges attended 
along with locations and academic majors, minors and areas of study 
concentrations. Your most recent degree should be listed first; then work 
backward from there. It isn’t necessary to list high school unless you have 
3 years or less work experience. Listing your GPA is optional, but do so if 
you think it will improve your resume. Recent graduates may want to 
include specific courses or training, if this enhances their credibility. 

The following suggestions are sections that you may consider incorporating 
into your resume: 

1. Leadership/Activities: This includes community service or work done 
through college or professional organizations. This can demonstrate to 
prospective employers your motivation, initiative and capacity for being a 
team player. Remember to be concise. 

2. Honors/Interests: Everything listed should relate to the job for which you 
are applying. These items should demonstrate that you are a superior 
candidate for the position. 

3. Skills: In today’s job market, computer skills are vitally important. List 
your knowledge of computer programs and systems, even if you only 
have word processing skills. If computer skills are not listed, prospective 
employers will assume you don’t have any. 
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What should you avoid in writing resume? 
Some job seekers know the things that should be included on a resume, but 
no one has ever taught them the things that should not be included. Here is a 
list of 11 things that should be avoided. The inclusion of one or more of these 
subjects will weigh heavily against your receiving a positive response. 

1. How much you hated your last job: This is a sure way to get your 
resume rejected. 

2. Information about irrelevant job experience: This just takes up space in 
your resume and creates a bad impression. 

3. Sexual preference: This has no effect on how well you can do the job and 
is not relevant. 

4. Age: Unfortunately, ageism still exists. Some hiring managers will not 
consider anyone who is above a certain age. 

5. Lies about job experience: These are easy to catch, and they are sure to 
get you fired if you make it through the hiring process. 

6. Bad grammar: It makes you appear ignorant, lazy and like you don’t 
really want the job. 

7. Information about your family: This information does not belong on a 
resume. 

8. Criminal record: It is best to tell the truth, but, if the question is not 
asked, don’t volunteer the information. 
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9. Low GPA: If you have been out of college for a few years and this is not 
your first job, you need not include this information. 

10. Social Security Number: Do not include this information on your resume, 
because it may be seen by numerous people during the time it is in the 
process of being considered. This information is not needed at this point.  

11. A messy resume: If you are not capable of preparing a neat, precise-
looking resume, hire someone to do it for you. If you do it yourself, ask 
someone you trust, that is capable of doing so, to edit your resume for 
typographical errors, formatting inconsistencies, bad grammar and 
spelling errors. 
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How to Write a Cover Letter  
A cover letter is an important part of any job application. It accompanies your 
resume and is often the first contact a potential employer has with you. It may 
be your only chance to impress them, so it is vital that it be outstanding. A 
well-written cover letter can be the difference a resume that gets read and 
one that ends up in the garbage. 

Step 1 Research 

Before you can even begin writing your cover letter, you need to do a little 
research. Find out everything you can about the company you are interested 
in, including their history, their mission, their values, and their notable 
achievements. This information will help to personalize your letter, and it will 
convey a sense of caring and attention to detail. Also, research the position for 
which you are applying. Study the job description, and make sure you are 
truly qualified for it. Finally, learn the name of your prospective employer or 
the department manager so you can address your letter directly to him or her.  

Step 2 Format 

It is important that you format your cover letter correctly if you want to come 
across as professional. The proper format for a cover letter is as follows: 

 Type your contact information in the top left-hand corner. 

 Type the date two lines below your contact information. 
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 Two lines below the date, type the name of the employer, his or her 
position, the company name, and the company’s address. 

 Type the greeting two lines below the company's contact information. 
Address the employer by name, beginning with Dear Mr. or Mrs. 

 Skip two lines, and then write the body of the letter. 

 After skipping another line, type the closing.  

 Skip four lines, where you will sign your name in black or blue ink, and then 
type your name.  

The letter should be in block format, which means that everything is up 
against the left margin and paragraphs are not indented.  

Step 3 Write 

The body of your letter is the most important part. You should write it from 
scratch each time so that it is specific and targeted; avoid form letters at all 
cost. The letter should be no longer than one page and should consist of three 
to four paragraphs. Each paragraph should perform a specific task. 

 In the first paragraph, explain which position you are applying for and why 
you are interested in it. This paragraph should include no more than three 
sentences and should contain specific statements about how you can help 
the company meet its goals. The first sentence should grab the reader's 
attention and make him or her want to read the rest. 

 The second two or three paragraphs should explain why you are qualified 
for the position. Tell your prospective employer about your specific skills, 
accomplishments and experiences and describe how they relate to the 
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position. Use strong, concrete examples, and speak in terms of what you 
can do for the company rather than what you want it to do for you. Talk 
about specific jobs or projects that you have completed and the relevant 
skills that they have entailed. Make sure that you are not simply copying 
your resume, and choose no more than two or three of your most 
important accomplishments. 

 The last paragraph should contain a call to action and an expression of 
gratitude. Request that the employer read your enclosed resume, and ask 
for an interview. Tell them when you will contact them next, and conclude 
by thanking them for their time and for considering your application. Keep 
it short. 

Step 4 Proofread 

It is imperative that your letter be professional and contain impeccable 
spelling, grammar, and punctuation. Check for these things, and have 
someone else review your letter if possible. In addition, make sure that it does 
not contain any contractions, as these come across as unprofessional. Finally, 
do not forget to sign your letter before you send it.  
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