
HOW TO WRITE A COVER LETTER NOT TO A SPECIFIC PERSON

When you're not sure to whom to address your cover letters, you have a few options. The first is to find out the name of
the person you are contacting. If the name.

Many times, this alone will net you the hiring manager's name and email address. At the end of the day, a
great application and cover letter will trump any address gaffs; just make sure you triple check for typos,
grammar and personalization. These pages are frequently linked at the very bottom of the website. Gather a
list of executives. Make it easy for them to scan your email and follow up by including a clear subject line and
a signature with your contact information. Doing some research before addressing a cover letter contributes to
a positive first impression. If the listing includes an email without a name, search Google for the email
address. Put some serious effort into looking for a name. On LinkedIn, you can filter your search for anyone
currently working at a particular company. The application offers a generic email address, such as hiring
companyname. Subject Line of Email Message Never leave the subject line blank. See if you can find a name
for hiring manager , human resource head, talent acquisition specialist or recruiting position. Jobs posted on
LinkedIn often show the name of the individual creating the ad. Start off by searching for the company page
on LinkedIn. Basically, anything your department needs to run smoothly, I can do â€” and most likely, I
already have experience doing it. List the job you are applying for in the subject line of your email message ,
so the employer knows what job you are interested in as well. The first place to start is the company's website
check out the "About" page found on most websites. But in an absolute pinch, certain ways of addressing your
cover letter are more off-putting than others. Consider LiveCareer's library of templates and examples to help
create a letter that stands out. Thank you for your consideration. Look for an about page, company directory,
or contact page. A personalized letter leaves a professional impression on the reader. Go to the company
website and do a quick human resources search.


