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TEAMcorps


A cover letter is an introduction that explains your suitability for the position.  It is sent with a resume.  A resume lists all your skills and experience to be considered for a particular job.  
Create a customized cover letter with each resume you send out. Your cover letter may make the difference between obtaining a job interview and having your resume ignored. 
Personalize your letter. If you can, address it to the individual responsible for hiring. If you need to, make a phone call to find out the hiring manager’s name.

Write simply and clearly. Get right to the point and write short, targeted letters. Each letter should be no more than one page. Each paragraph should contain two or three sentences, at most.  You cover letter should explain that you are applying for a position and that your application and supporting resume are enclosed. 
Target your cover letter. Take the job posting and list the criteria the employer is looking for. Then list the skills and experience you have. Either address how your skills match the job in paragraph form or list the criteria and your qualifications. 

Do not rewrite everything that’s in your resume. Your cover letter should complement, not duplicate your resume. 
Spell check and proofread. Then ask someone else to read your letter and resume before you send it. It is easy to miss mistakes in your own writing. Your cover letter must be perfect: typos, poor printing, and misspellings will imply that you don't care.
THE PARTS OF THE COVER LETTER Contact Information
The first section of a written or uploaded cover letter should include your contact information:
Your name, address, most reliable phone number, email address

Employer contact information – BONUS POINTS!!!
List the company’s information (name and address of company, contact name)  
Salutation
Include an appropriate salutation at the beginning of the cover letter or message. If you have a contact person for your letter, be sure to include their name in your letter. 

Body of letter
The body of your cover letter lets the employer know what position you are applying for, why the employer should select you for an interview, and how you will follow-up. Include:
· First Paragraph - Why you are writing

· Middle Paragraphs - What you have to offer the employer (be specific)
· Final Paragraph - How you will follow-up
Closure
Sign off professionally.  Leave a space for your signature and type your name underneath.

[Your name]
[Street address}
[City, State, code]
[Most reliable phone number]
[Email address]

[Date]
 MACROBUTTON  DoFieldClick [Recipient Name]
 MACROBUTTON  DoFieldClick [Title]
[company Name]

 MACROBUTTON  DoFieldClick [Street Address]
 MACROBUTTON  DoFieldClick [City, ST  ZIP Code]
 MACROBUTTON  DoFieldClick [Recipient Name]:
I am responding to your job listing for (name of position). I feel my skills of (mention 2 skills, i.e. organization, communication, etc) and experiences as a (WHAT) fit this position.  I have attached my resume for your review.  

I would like to discuss opportunities with your company. Please email me at _________ or call at ___________.  The best time to reach me is between  MACROBUTTON  DoFieldClick [earliest time available] and  MACROBUTTON  DoFieldClick [latest time available]. 

Thank you for your time. I look forward to talking with you.

Sincerely,

[Your written signature]

[Your name]

JOB SAMPLES PAGE
Read each job below.  Circle three that most interest you.  Then, circle the qualifications in your chosen ads that you feel that you have.

JC Youth Services   Secretarial/Receptionist
Answer phones, do simple data entry, file papers in our busy fast-paced office.  Skills in Word, Excel, and Works preferred. Reply to Jonas McDougal, Human Resources Director, at JCYS,111 LaSalle Ave, Suite 210, Chicago, Il  60627
Bright Start Painting   Construction/housepainters
Needed for rehabbing foreclosed houses, as well as new construction. Must have painting experience and ability to work long hours. Reply to Christine Horath, Bright Star Painting , brightstarhomes@painters.com
Northwest Family Center   Summer Camp Counselors
Must have experience working with children and be extremely safety-minded.   Must be able to be outdoors for 6 hours a day, and be fun and creative. Must be a self-starter and work well on a team. Reply to Sarah Ponce, , 852 N. Maplewood, Chicago, IL  60642

Helping Wheels    Delivery person
Have a reliable car and insurance?  Come deliver groceries, clothing, fast food for a great wage and tips. Reply to Jonas McDougal, Human Resources Director, at WeHireMatherStudents,111 Moneybags Ave, Suite 210, Chicago, Il  60627

Another Crafty Sarah   Yarn Assistant. 
Independent crafter needs help keeping up with small growing business. Day-to-day duties include rinsing, heat-setting & re-skeining freshly dyed yarn as well as picking, packing and making trips to the post office to ship packages. Craft fair days include help setting up booth, talking to potential customers, and breaking down booth (ability to lift 25-50lbs). Knitting knowledge a plus. 

Contact Another Crafty Sarah @ 312-231-YARN
YFRecords     Local Liaison & Street Team

Independent record label seeks regional liaisons. Needs to be good communicator, able to talk to and/or eMail booking & promotions contacts, to confirm tour dates and details for label artists as well as pass on important information to touring artists. Opportunities also exist for guerrilla-style street team promotion including hand-outs & flyer posting. Familiarity with local musicians and music scene a plus. 

Contact Jerry: Jerry@YourFavoriteRecords.com
FrankenSite Design   Design Assistants
Web & Graphic design firm needs people familiar with the basics of HTML, CSS, PHP and MySQL for updating and maintaining existing clients web sites. Wordpress experience a plus. Work often includes some graphic adjustments; requires basic Photoshop skills. Send a resume and/or portfolio to Frank@FrankenSiteDesign.com
Canoe and Kayak Company, Ltd.   rental launch site assistant

We are looking for part-time (15-20 hours per week) help at our boat launches.  Applicants must:

· Be physically fit and able to swim

· Have good communication skills

· Be customer friendly

· Be comfortable handling cash and credit card transactions

Successful candidates will be First Aid and CPR certified.  They must also be available to travel to either of our two locations, one of which is in Chicago, the other by the lakefront.  Kayak or canoe experience a plus, but not a necessity.  Employees have access to unlimited kayak paddling during non-working hours.

Please call Mr. Nanrud Mail at 312-555-6163

Datacrunchers Inc.   data entry technician
Data entry positions available.  Work from home; make your own schedule. $25 per hour. Advanced knowledge of Microsoft Excel, PowerPoint, and Word a must. Knowledge of additional data entry programs a plus. Must be a self-starter. Must be detail-oriented. Good phone and communication skills required.

Email your resume to Mr. Joseph Smith at Joesmith@datacrunchers.com.  No phone calls please.

Giant Foods Grocery Stores.  night merchandiser
Chicago area grocery chain now accepting applications for in-store merchandisers (shelf stackers).  Late shift, 10:00 p.m. until 6:00 a.m.  Sunday through Thursday.  Successful applicants will be responsible for keeping designated food aisles fully stocked, faced, and clean before start of business at 6:30 a.m.  Pay--$450 per week, plus benefits.

Please send your resume to:

Ms. Jill Thompson

H. R. Department

Giant Foods Grocery Corporation

1060 W. Addison Street

Chicago, IL 60613
North Lake Senior Center  Caregiver  Seeking caring individuals to make daily visits to patients, deliver meals, provide general comfort, talk to family members. Reply to Lenora Cates@nlsc.com
Chicago Housesitters and Petcare   Dogwalker/Housesitter  Must have experience with dogs and cats.  Daily walks, feeding, play.  Opportunities for overnight housesitting as well. Reply to Kate Burns,   710 E. Newport, Skokie, IL 60067
Kettle Shack    Food Service
ALL Positions Are Available - Cashier/Sampler, Cook!!! 
We are a Food Festival company working in Chicago and burbs.
We take pride in having the best and most fun working environment in the business! Everyone is so energetic and outgoing, it's hard not to have fun! We joke around, rock out with the Bands playing in the background and have an awesome time all while working hard and making our customers as happy as we are! 

Here's what we're looking for.... 

Someone who's character includes ALL of the following: 
- Clean Cut & Trustworthy ,Outgoing & Energetic ,Dependable & Reliable ,Prompt & On Time, and Quick Learner 

If interested or have any questions, please reply to ad, when replying
Also, include a little about yourself, what you're looking for in a job and of course your availability! Mr. Heil, 3300 N. Keating,Chicago Il, 60641,312-851-5566


Family Market   Retail  33,000-square-foot specialty food market in Chicago, Illinois--is seeking enthusiastic employees to fill full- and part-time positions as Baggers. 
No retail experience is necessary or expected.

We are looking for individuals who are:
• Friendly and outgoing -- willing to serve customer needs with a cheerful and helpful attitude
• Physically capable -- able to stay on one's feet for shifts, walking, lifting, unpacking, bending and picking up items
• Energetic 

Employees will need to be able to work weekends and some holidays. 

If you want to become the face of Family Market, please submit your resume or complete an application at Family Market,Att. Yohan Jones ,4500 N Monroe St ,
Chicago, Il 60200, 773-725-5684
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