SAN DIEGO MESA COLLE G e

Tips and Sample for Electronic Cover Letters

An electronic cover letter should...

a. State where and when the applicant found the job advertised.

b. List the job title and number (include this in the SUBJECT line of your email).
C. Highlight your skills and qualifications in response to the employers needs.

d Appear immediately before your resume in the text of your email message.

A sample electronic cover letter sent in response to a position advertised on the internet appears below:
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Job Title: Laboratory Assistant I
Job Number: 0644AV

Dear Susan Johnston:

I was pleased to read of vour job opening for a Laboratory Assistant posted on the Union Tribune’s website.

I have completed two vears of coursework in the natural and biological sciences at San Diego Mesa College. Dhring my time at Mesa, I have also
gained valiable laboratory experience in the classroom and as a Teacher Assistant. Over the course of my studies I have developed research and
analviical skalls. As a Teacher Assistant I kept detailed logs of all activities.

Please see my resume below. I look forward to discussing this opportunity with vou and setting up a meeting.

Sincerelv,

Job Hunter
(619)222-2222
jobhunter@vahoo com

(Begin Resume Here)
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DO: DON’T:
0 Include the position title and job number o Use bold, italics, or underline
in the subject line of the email Use graphics or shading
o0 Align all text to the left Tab, indent, or center your text
Use 12 point font, Times New Roman Use symbols or columns

0 Use hyphens or asterisks instead of Include horizontal or vertical lines
bullets
Use spaces to separate paragraphs
o0 Send a test email to yourself before
sending to the employer
CC yourself on the email
o0 Attach a formatted version of both the
cover letter and resume to the email
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