
ADDRESSING COVER LETTER TO HR DEPARTMENT

Use our tips on how to start your cover letter with a proper greeting and sign off with a Use a generic salutation, such as
Dear Hiring Manager, Dear Recruiting .

For example, if you're checking in with a close friend to find out if they've heard of a job opening at their
company. Use your word processor's spell check to catch common errors, and then consider reading your letter
aloudâ€”or having a friend review itâ€”to catch additional errors. To date I feel my strongest abilities are:
Increasing employee retention by rigorously maintaining a positive work environment Developing targeted
outreach recruitment programs to recruit the best talent and meet all departmental hiring requirements
Creating user-friendly application forms and questionnaires to be used by the organization during staff
recruitment and interviewing. The content of the letter should provide two or three examples of your
professional accomplishments that pertain to the position, listing your most notable achievements first. You
should always make every effort to find a contact name to use in your letter. Firstname Lastname. Signature
Your email signature should include your name, full address, phone number, email address, and LinkedIn
Profile URL if you have one so it is easy for hiring managers to get in touch. Then finish your cover letter by
thanking the employer for considering you for the position. For best results, research the company so that you
have a basic familiarity with what the organization does and the customers it serves before you write your
cover letter. Yes, it may not seem fair, but withholding this information can make your application invalid.
Include the name and title of the person to whom you are addressing the letter. Concluding Your Letter Your
letter greeting has the potential to improve your chances of getting an interview. Otherwise, limit the body of
the letter to three or four paragraphs. Here's how to close your letter with class. Here's what to include in each
section or your letter. Review the job posting and include examples of your attributes that closely match the
ones they are looking for. Download the salutation cover letter template compatible with Google Docs and
Word Online or see below for more examples. It leaves a good impression on the hiring manager if you have
taken the time to use their name, especially if you needed to work a little to find it. Chances are their profile
picture will clarify their gender. Could you use some help? Thank you for your consideration. When you're
sending an email cover letter , it's important to follow the employer's instructions on how to submit your cover
letter and resume. So how else can you distinguish your communications? Addressing the Contact Person
There are a variety of cover letter salutations you can use to address your email message. Although this
contact information is on your resume and your email address is on your email , including it with your cover
message makes life easier for the recipient. Make sure to avoid errors by carefully proofreading your letter.
That is one typo no recipient will miss. Related Articles. Leave one blank line after the salutation. Your full
name goes on the next line. With an email cover letter, your contact information should be below your
signature. 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. Heathfield Updated July 26, An effective cover letter allows
applicants to spell out their special qualifications for a position. Download the HR manager cover letter
template compatible with Google Docs and Word Online or see below for more examples. Also, many
recruiters don't have time to read cover letters. It should be used primarily for people you know well but can
be used in very casual circumstances. A cover letter is a form of business letter; therefore, use a colon after the
salutation. Another option is to write Greetings, which is somewhat informal but polite. This is where you'll
sell yourself as a candidate. Cover letter closings End your message with a formal closing, such as Sincerely,
Regards or Best regards. No need for the extra space that used to go on letters for the signature. In closing, I
would like to thank you for your time and attention, and I hope to have the chance to discuss the opening with
you in person. Basically, anything your department needs to run smoothly, I can do â€” and most likely, I
already have experience doing it. Following the Salutation Once you get past the salutation to writing the
cover letter, briefly summarize your work experience and career accomplishments.


