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Careers 101:  Cover Letters 101 Itinerary
Ahead of workshop
Send registrants a pdf of the workbook and suggest that they can bring it with them to the workshop. Remind attendees to bring pens and potentially a copy of their CV (if you are doing activity 2).  Print off extra copies of activity worksheets (pages 6-22 of the workbook) to hand out to participants. Print course evaluations.  Recruit experts to attend workshop (one expert per 8 attendees is recommended); experts will lead discussion groups for Activities 1 and 2.
Part 1: Introduction
Some divisions set aside 30 min for this and include lunch.
15 min –Introductions and intro lecture:  PowerPoint or informal discussion (instructor preference).  Refer participants to workbook for more details on any of the topics.
Part 2: Group Activities
Instructor can decide if participants will do Activities 1 and 2 during the workshop, or only Activity 1 and refer participants to Activity 2 to do on their own after the workshop (experts may offer to meet with participants after division meeting/email with participants to answer questions on Activity 2).  
-If doing both Activities 1 and 2, allow 30 min for each activity
-If only doing Activity 1, use about 25 min for the set 1 and 25 min for set 2 with time for participants to change groups between activities.
Activity 1: Evaluate Cover Letters
If doing Activity 1 and 2, assign participants to groups based on Set 1 (academic) or Set 2 (industry) and assign an expert to each group.  If only doing Activity 1, have participants all do the academic Set 1 for the first 25 min and then switch to the industry Set 2.
Refer participants to the workbook or hand out copies of activity sheets with discussion questions, job advertisements, cover letters, and the CV.  Give participants 10 min to review the materials and make notes on what they think are positive/negative from each cover letter and which they think is the most effective cover letter.  Use the remaining time for a group discussion.  The instructor sheet (attached below) provides suggested discussion points for each question.
Activity 2: Address Gaps in your CV (optional)-30 minutes
Refer participants to the workbook or hand out copies of Activity 2 (refer attendees to the CV for the academic position used in Activity 1).  Give participants 10 minutes to read over the job advertisement and reflect on their own CV and how they would address each reflection question based on their own experiences if they were writing a cover letter to apply for the position.  Spend the remaining 20 minutes having participants share their responses, ask questions, and discuss ways to address any of their gaps. 
 Part 3: Have participants complete evaluations.
Supplies
Handouts, worksheets (pages 6-22 of the workbook)
Evaluations 
*Recruit volunteer “experts” (one expert per 8 attendees is recommended)
Reminders to attendees:  bring pens, and a copy of their own CV for Activity 2

Activity 1 Instructor Sheet
Academic Cover Letters
· Which cover letter has an appropriate header?
· Both have appropriate headers.
· Contact information is clear and concise.
· Full date written out.
· University Contact information is present and accurate.
· Is the greeting/salutation appropriate in the cover letters?
· Cover Letter 1
· Greeting is appropriate for a professional in the field.
· Cover Letter 2
· “Dear Sirs” not appropriate and can be insulting.
· Which cover letter has a strong opening paragraph? Why?
· Both have good opening paragraphs.  State the positions they are applying for.
· Which cover letter body stands out? Why? 
· Cover Letter 1
· Provides good details about their scientific experience and skill set (assay development, technology skills, IPM)
· List concrete examples of what they plan to achieve.  Shows they have researched the industry and have thought about how they will tackle problems in the industry and obtain funding for their work (new core rot disease) 
· Addressed that while they did not directly obtain grant funding due to university policies, they were actively involved in the process.  Conveyed confidence that they will be able to do this on their own (addressed a gap). 
· Applicant also mentions handling a budget and other project management skills
· Lists their successes- patent for LAMP technology
· Highlights their other skills- using Canvas and a guest lecturer
· Discusses all aspects of the position- research, teaching, and extension
· Does a nice job of highlighting their communication skills and delivering practical outcomes to growers.
· The linking to their personal life via growing on a farm shows passion and interest in this position.  It adds personality to the letter.
· Writer uses diverse action words and strong language. 
· Overall, seems like a well-rounded individual who checks a lot of boxes.
· NOTE: Cover Letter 1 is not too long.  The writer used 2 pages very effectively and did not ramble.
· Cover Letter 2
· Provides limited details about their skill set and experience.  A lot of “I have vast experience…”, but no examples to convey.
· Some discussion of teaching/mentoring skills and do mention interest in developing a new course.
· Does not provide examples of their communication with growers.
· Does not come across as passionate or interested in the position as candidate 1.
· No discussion of how they would shape their research/extension program (what would they work on, how would they fund it, etc.)
· Candidate did not take the time to review the issues specific to pineapples or the industry
· Reads as a ‘generic’ letter.  Little personality.
· The writer would benefit to expand this letter to include what they have researched, the outcomes, and how they would apply this to the pineapple industry.
· Spelling and grammar issues makes It seem as though the applicant rushed and is less interested.
· What stands out about the closing?
· Both have good closings
· Restates interest in position
· Thank them for their time
· Appropriate sign-off
· Formatting?
· Legible, standard fonts for both
· Grammar in cover letter 2 (i.e. will devote time the allotted time)
· Who gets the interview?
· Cover Letter 1- definitely.  Candidate highlighted their skills and achievements while appearing passionate and motivated.  Provided an outline of what they hope to achieve if offered the position.
· Cover Letter 2- No. Candidate did sell themselves as effectively. Did not provide concrete examples of experience and skills they possess.  Seems to trivialize the teaching component of this position.
Industry Cover Letters
· Which cover letter has an appropriate header?
· Cover Letter 1 & 2
· Contact information is clear and concise.
· Email is permanent and appropriate.
· Full date written out
· Company Contact information is present and accurate. Applicant took the time to find who they should address the letter too.
· Cover Letter 2 & 3
· Email address not formal.  Use an email that is straightforward and does not reflect your personal interests.
· Is the greeting/salutation appropriate in the cover letters?
· Cover Letter 1
· Appropriate greeting, names specific person.
· Cover Letter 2
· Greeting is okay, but would be more personal/professional to include “Dear Hiring Manager” or “Dear Hiring Professionals”
· Cover Letter 3
· Avoid terms like Sir/Mr./Mrs./Ms./Miss.  Use Dr if appropriate.  
· Which cover letter has a strong opening paragraph? Why?
· Cover Letter 1
· States title of position applicant is applying for. 
· Opens with interest and connection (i.e. passion for disease management solutions)
· Includes a few of the best qualifications (i.e. Seven years of veggie pathology experience)
· Cover Letter 2
·  Slightly less formal than Cover Letter 1 (no reference to the company name)
· Shows interest in the position, but not a concrete example
· No highlight of qualifications- just states they have “vegetable pathology experience”
· Cover Letter 3
· No reference to the position or company
· Comes across as informal and applicant did not take adequate time writing letter
· Very “generic”
· Which cover letter body stands out? Why?
· Cover Letter 1
· Aligns skills and how you demonstrated qualifications for the position (i.e. Work with local growers to shows applicant knows the industry, addresses systems they worked in with both basic and applied research, highlighted experience working with fungicide-resistant strains, inoculum sources and developing solutions in those systems).
· Includes specific outcomes or results (i.e. Identified novel strain, IPM program, assay development)
· Lists successes (new tools, patent filing).  Awards and promotions could also fit here.
· Addresses a gap in a positive way (Taking learnings from cucumber system to learn about pineapples)
· It’s about what individual can bring to the position (Applicant sells themself as a strong research scientist who is adaptable at working in different cropping systems, as well as an individual who is capable of leading a team of diverse individuals).
· Uses diverse, strong action words 
· Cover Letter 2
· Applicant discusses their skills more broadly and more matter-of fact.  Still has vegetable pathology experience and assay development skills, but writer uses less strong action words.
· Includes outcomes, but in reference to publications and presentations.  This is okay and includes number of publications, but there is less focus on this aspect in industry.  Could have considered including more direct impact their research had on industry and end users.
· Lists successes about LAMP-assay and patent, but the wording does not sell the applicant as the project leader.  Use stronger language.
· Does not address a gap about how they could work in the pineapple system
· Good draft letter, but better wording and phrasing needed.
· Cover Letter 3
· Body is too informal- it reads very rushed, like quick notes jotted down. 
· Does not give concrete examples of their skillset and outcomes of their research.  
· Contains spelling mistakes (Ara vs area)
· There are better ways to word much of this letter (i.e. “people like me”)
· No action words
· Seems as if the writer does not truly care
· What stands out about the closing?
· Cover Letter 1 & 2
· Both have good closings
· Restates interest in position/company
· Thank them for their time
· Appropriate sign off
· Cover Letter 3
· Wrong company listed (always proofread- this is a common mistake!)
· Addresses salary and time off.  Not appropriate for a cover letter
· Formatting?
· Legible, standard fonts for all
· Spelling/Grammar in cover letter 3
· Cover letter 3 is too short- lots of white space.
· Who gets the interview?
· Cover Letter 1- definitely
· Cover Letter 2- maybe.  If few candidates apply or other applicants are not as strong, the writer of cover letter 2 may get an interview.  However, if there are several applicants who all fall into the same ranking as the writer of cover letter 1, they do not appear as competitive and will not get an interview.
· Cover Letter 3- definitely not! The reader may not have even gotten past their greeting or introduction paragraph before moving on to the next applicant.

Activity 2 Instructor Sheet
Imagine that you are applying for the position “Assistant Professor of Plant Pathology” at 
OMG University to focus on pineapple diseases in Narnia.  The position is 50% research, 40% extension, and 10% teaching.  Refer to the CV for the academic position used in Activity 1.
Despite your current expertise (or lack thereof), consider your skillset and experiences for this position. What might you write in your cover letter?  Some key words and phrases are highlighted to help guide your thought processes, but feel free to identify others.
How might you address “gaps” in the following areas:
· Experience working with pineapples and/or other tropical crops
(years of plant pathology experience, diversity of experiences, adaptability, general pathology training)
· Familiarity with applied/field research
(diverse methods, troubleshooting, project purpose, basic research informs applied)
· Collaborations and team-based programs
(volunteerism, shared lab experiences, assisting other programs)
· Extension and outreach
(public speaking, volunteerism, social projects/programs, student activities, other jobs)
· Leadership and project management
(mentoring, social organizations, events/workshops, volunteerism, time management)
· Mentoring and student advising
(lab mentoring, undergraduates, social projects/programs, student activities)
· Teaching
(innovative/novel ideas, guest lecturing, online platform development)
· Grants and budgeting
(ordering, tracking expenses, student grants, organizations/student funding)

*Cover letter is not entirely about addressing gaps, and not every gap should be addressed in the cover letter.
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