
New Jersey Health Professions Pathways to Regional Excellence Project (NJ-PREP)
Raritan Valley Community College
TAACCCT Grant Round 4
Network Session for all Health Professionals
How to Write a Cover Letter

Who is NJ-PREP?
NJ-PREP is a consortium of 12 community colleges serving 13 counties in Northern and Central New Jersey that comprise 77 percent of the state’s population. This new consortium was formed to foster synergy across the partnership and to institute unified approaches to supplying the regions employers with the skilled and credentialed workers they require. 1 
What is a Network Session?
The NJ-PREP consortium members conduct a Network Session each month with the purpose of bringing together all grant funded health profession students (credit and non-credit) in the college to discuss important topics which reside outside of their curriculum of study. “…the program participants will be part of a cohort-established peer support group for health professions students (credit and non-credit). The cohort will participate in monthly networking sessions where students, faculty, and experts meet and discuss interdisciplinary topics…”2  Network Sessions aid in preparing our graduates for the diverse work environment of our area. The interdisciplinary group provides students with the opportunity to relate to team-based healthcare scenarios prior to entering the workforce. Topics are focused on essential career readiness skills, including, but not limited to, oral and written communication, time management, critical thinking, professional appearance, collaboration, teamwork, health literacy, and cultural competence.

[bookmark: _GoBack] This workforce product was funded by a $15,000,000 grant awarded by the U.S. Department of Labor’s Employment and Training Administration. The product was created by the grantee and does not necessarily reflect the official position of the U.S. Department of Labor. The U.S. Department of Labor makes no guarantees, warranties, or assurances of any kind, express or implied, with respect to such information, including any information on linked sites and including, but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, continued availability, or ownership.
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How to Write a Cover Letter
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Type of activity: 
Interactive Discussion 
Attending: 
· Instructor(s) 
· Job Developer 
· Students 

Group Size: 
10-20 students  

Session Outline:
1. Have students sign in upon entering session.
2. Have students introduce themselves and declare their program of study.
3. Give announcements: All upcoming grant opportunities and TAACCCT pathway initiatives. 
4. Serve food during the session (optional) 
5. Take any questions from the students so all can hear the concerns of others.
Lesson Objective: 
Upon successful completion, students will be able to create an effective cover letter outlining their interest in applying for a position/college/internship/scholarship utilizing proper business letter format.
Supplies You Will Need:
· Copies of Cover Letter Tips and Suggestions | PowerPoint 
· Copies of Cover Letter Guide
· Copies of Sample Cover Letter #1, 2 & 3
Content Outline: 
1. Instructor will discuss the importance of the cover letter. It is usually the first piece of an application that is read.
2. Hand out copies of the power point presentation. Walk students through the important parts of a cover letter including heading, inside address, salutations, and the complimentary closing. 
3. Hand out copies of the Cover Letter Guide. Highlight the important items mentioned. Many students believe that “minor” errors can’t hurt them when it comes to applying for a job. Give students a few minutes to read and critique the sample letter. Ask them to suggest how it could be improved. 
6. Stress the punctuation and grammar are vital components of a letter. An employer may only need to see nothing more than one misspelled word to decide that the applicant is not worth a second look. 
7. Use a career planning process that includes self-assessment, personal development, and a career portfolio as 
8. a way to gain initial entry into the workplace.
9. Demonstrate job seeking skills.
10. Assist students in determining where to “send” their letter. They should make the letter as real as possible by picking a business of interest. A student interest in becoming a Medical Assistant should address it to an employer that may hire medical assistants. 



	Activity Number
	Activity Name and Description
	Instructor comments

	Activity 1
	6 Secrets to writing a Great Cover letter
Define for students the purpose of a cover letter. Explain to them that it is a letter that accompanies an application form or resume, serves as an introduction to the resume, and provides an opportunity to highlight the applicants’ special skills and experiences. 

	
Prompt students with the following questions: 
· What is a cover letter?  
· Why do you need a cover letter? 



	Activity Number
	Activity Name and Description
	Instructor comments

	Activity 2
	Parts of a Cover Letter
Explain to students that the cover letter becomes easier to write was they gain work and educational experience, but it is still important to learn how to write such letters now when they must rely on descriptions of informal experiences and personal qualities supporting evidence.
	Explain the parts of a cover letter. List at least the 5 parts on the board to help students visualize. Return address, letter address, salutation, body and complimentary close. 






	Activity Number
	Activity Name and Description
	Instructor comments

	Activity 3
	Individual Activity 
Give students the first (before corrections) example of a cover letter to read. Provide time for students to record their impressions of what might be wrong in the cover letter. As the students view the examples, displayed on white board and have students discuss their findings. 
Give the students the second (after corrections) example of a cover letter. Display the letter on whiteboard and go over some of the details as to why the letter is better than the first version. 
	Point out main details of the cover letter. 
Prompt students with leading questions. 




PowerPoint Presentation |Cover Letter Tips & Suggestions
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	Parts of a Cover Letter
	Sample Letter

	Heading 

	Your Mailing Address 
City, State Zip Code 
Today’s Date 

[4 “Return’s or “Enter’s on Keyboard]

	Inside Address 

	Employer’s Name 
Job Title 
Business Name 
Business Address 
City, State Zip Code 

	Salutation 

	Dear (Mr./Mrs./Ms.) use the name of the person that will read the letter

	Introductory Paragraph 

	In response to the February 24th advertisement in the Star Ledger, I have enclosed my resume for the Certified Nursing Assistant position. 

	1st Main Paragraph 
Describe your qualifications Sell your skills and knowledge. Tell why you are interested in the company or college. Point out any related experience you have.

2nd Main Paragraph 
Continue to describe qualifications. Highlight relevant training or classes to the job or major for which you are applying. 

	As part of my training, I acquired extensive clinical and academic education focused on patient care. With some exposure to medical environments during the course of my training, I learnt the importance of the principles that affect the medical profession and I deem myself capable of handling this pressure by providing both clinical and administrative support. Using knowledge of carrying out laboratory procedures, patient care and doctors’ office management, I am ready to get on board.


	Closing Paragraph 
Close by thanking the reader and requesting an interview.

	I would appreciate a chance to speak with you in person so I can elaborate on my skills and candidacy as a medical assistant. I will call your office in a week’s time to ask for a convenient meeting time. Alternately, I can be reached at (111) 111-1111.

	Complimentary Close

	Thank you for your time and consideration.
Sincerely yours,

	Signature 

	Eva Baker

	Name 

	Eva Baker

	Enclosure
This indicates that you have enclosed other items (resume, transcripts, etc.) for the reader to see.  

	Enc. Resume



You can find more samples online: http://coverlettersandresume.com/medical-assistant/medical-assistant-cover-letter-no-experience/
Renee Simmons
15 Elm St. | Sometown, NY | 555-555-5555 | renee@somedomain.com


June 16, 2010

To Whom It May Concern:
I am submitting my resume for your review for the retail manager position. I have a long successful career with XYZ Company and I’m looking for a new career challenge. 
My experience and training in management techniques is enhanced by my strong work ethic and ability to learn new concepts quickly. I am an excellent communicator, a results-oriented performer and get great satisfaction from making a difference. I thoroughly enjoy working with people and have done so throughout my career. I bring top results in managing a retail operation.
I have a wide array of skills that will increase productivity and effectively contribute to an already successful company such as yours. I am a professional who is detail-oriented, flexible and able to meet deadlines, both independently and in a team environment. 
Given the challenge the current market presents, my ability to quickly assess and provide solutions would be valuable. I would welcome the opportunity to discuss my qualifications and learn more about the open position. Thank you for your time and consideration of the enclosed resume, and I hope to hear from you in the near future. 
Respectfully, 
Renee Simmons 
Sample Source:  http://media.monster.com/mm/usen/content/resume/doc/cover-letter-sample-before.html?WT.mc_n=CovLetBef


Cover letter Sample #1 | Medical Assistant | No Experience
Marline Cooper
3290 Fred Thew Road
Brooklyn, NY 89300
(000) 333-3333
Marline.Cooper@gmail.com
May 26, 2015
Mr. William Shatner
Manager HR
Allied Health
39 Main Street
Peru, NY 63799
 
Dear Mr. Shatner:
I came across Allied Health’s need of Medical Assistant and am applying for the same in anticipation of providing your organization with the benefit of my relevant skills and knowledge. Following my BLS and Medical Assistance certifications, I have been aspiring to work with a dedicated healthcare facility where I could utilize my knowledge of administrative and clinical work in a professional environment. 
Specifically, I am well versed in:
· Obtaining, verifying, and recording health history of patients
· Collecting specimen, changing dressings and administering medication
· Preparing instruments and supplies
· Providing basic patient care as ordered
· Assisting health care professionals during exams, diagnostic procedures and treatments
As far as administrative duties are concerned, I am adept at filling admission forms and managing insurance information as well. With great work ethics and a demeanor, I ab able to communicate effectively with patients and their families. Moreover, my organizational skills dictate that I manage schedules in a well-organized manner.
I am excited at the prospect of putting my skills to achieve the mission of Allied Health and would welcome an opportunity to speak with you about this possibility in detail. I can be contacted at (000) 333-3333 if further information is needed. To follow-up, I will call you after 7 working days.
Thank you very much for considering my application.
Sincerely yours,
(Signature)
Marline Cooper
Enc. Resume
Sample Source: http://coverlettersandresume.com/medical-assistant/cover-letter-for-entry-level-medical-assistant-no-experience/
Cover letter Sample #2 | Junior Phlebotomist 

Andrea Santiago
2101 N. Waldron, Hutchinson, KS 67502
Cellular: (210) 000-6541, Email: Andrea.Santiago@gmail.com 

June 2, 2015
Mr. Matthew Carey
Hiring Specialist
Kansas Hospital
3901 Rainbow Boulevard
Kansas City, KS 66160-7220

Dear Mr. Carey:
I am writing to apply for the position of a Junior Phlebotomist currently available at Clinical Laboratory of Kansas Hospital. My training and certification in Phlebotomy coupled with my ability to perform complex laboratory procedures make me a perfect candidate for this position. The quality services you provide to your patients and students alike, has always kept my perception of Kansas Hospital higher than any other medical center in town.
As indicated in the enclosed resume, I possess strong skills to perform necessary tasks as a Phlebotomist:
• Demonstrated ability to carry out arterial, capillary and venipunctures for medical purposes on patients including pediatrics
• Professionally trained in appropriately and accurately identifying, labeling blood specimen
• Hands-on experience in setting up and operating automated plasma-apheresis machines
• Familiar with blood collector equipment and infection control methods
• Thorough understanding of medical terminology
• Outstanding patient servicing ability pedestal on empathetic and compassionate conduct
Offering you a combination of the essential skills, complying with your requirements by having an ASCP registration and Phlebotomy Certification, I look forward to meeting with you to discuss this in detail. I will call your office after few days to follow up and set up a date of interview. Meanwhile, you can contact me on the contact numbers provided above.
Thank you for your time and consideration.
 
Sincerely,
(Signature)
Andrea Santiago
Enclosed: Resume 
Sample Source: http://coverlettersandresume.com/laboratory/phlebotomist-cover-letter-with-no-experience/
Cover letter Sample #3 | Certified Nursing Assistant 

65 Example Road
Atlantic City, NJ 65999

January 29, 2016

Mr. George Smith
Personnel Manager
St Andrews Community Clinic
43 Example Avenue
Jersey City, NJ 65999
 
Re: CNA Position (Job ID 25411)
Dear Mr. Smith:
I am writing to express a strong interest in the position of Certified Nursing Assistant at St Andrews Community Clinic. My current CNA Certification, effective patient care skills and a natural compassion makes me just right contender for this position.
I am a strong candidate for this job because I am highly skilled in assisting residents to perform activities of daily living such as bathing, grooming and feeding. Besides, I have a demonstrated ability to take vitals and help senior nurses to perform their day-to-day tasks effectively. A very hard-working individual with a patient driven approach, I am eager to leverage my expertise to contribute to your bottom line. My enclosed resume will provide you with more details about my qualifications and skills.
As a fresh and dependable Certified Nursing Assistant, I would like to meet with you in order to discuss my qualifications and skills in detail. I will call your office in the week of 5th February to follow-up on my job application. In the interim, I can be reached at (000) 999-5216 or via email at maria@email.com.
Thank you for your time and consideration.
 
Truly yours,
(Signature)

Maria Charlie, CNA
Enc. Resume

Sample Source: http://coverlettersandresume.com/cna/entry-level-cna-cover-letter-no-experience/
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Don’t repeat your resume

Alot of people wiite coverletters as if they
‘were paragraph-form resumes. Fact i, your
letterwill be stapled [or attached fo the same
‘emalil as your actual resume, 50 you can
assume that they'llat least glance at If (and
probably with a keener eye fhan your cover
letfer]. Instead, use your coverleffer fo show
personality, curiosity, and an interest in the field
You are applying fo wark In.
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Send as a PDF

Not every office computercan read .docx or .pages files, but virtually everybody can
‘open a PDF fllewithout any conversion. File conversionsare bad for wo huge reasons.
Fist, they are just as ikely 1o nof bother and moveonto the next applicant. And, second,
conversions can infroduce formatting errors.
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Make sure the lefter is PERFECT!
Speling, punctuation, and
grammar count. Have someone
proofread the letter before
mailing it
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Your Cover letter is your first impression

A poorly constructed coverletter may
doom yourresume fo the “No Need fo
Read” ple.
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Keep it short

Less. ls. More. Three paragraphs,
fops. Half a page, tops. Skip
lengthy exposition and jump right
into somethingjuicy.

SHORT:
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Never ever, ever use the following phrase

"My names__, and | am applying for the positionas __"They aiready know this, and
you'llsound inexperienced.
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Create a lefter...

on your computer and
use good quality
paper. Cheap, flimsy
paper makes your
resume seem very
ordinary. Do not use
flashy colors!
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Focus on the specific skils and
interest you possess that you can
offer the employer. Concentrate on

skills which match the advertised
employment qualifications. Sound
upbeat and confident. Sel yourself!
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Close strong

Finish off by Quickly (and | mean quickly)
explaining how your experlence or
worldview willhelp you ot he job. That's
key. That's the closer. And it can be done
in one o two seconds. ft goes any.

longer, you're Justrambling.





image12.png
Salary

Don't mention salary
expectations unless
the advertisement
specifically requesfs it
Inthat case, the best
strategy is fo give a
range.
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Before mailing your cover letter...

Can you answer Yes fo the
following questions?

Isif clear? Doeslf state exactly what Iwant i
tostate?

concise? Doesifstate what | wantitto
stateinfhe fewes! possible words?

well orgarized?

Am| profecting 1o the employer the
confiibufion | can make?

Havel stressed areas inmy experience
and/or educafion that are relevant fo fhe

personreadingitz
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