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A cover letter is a tools that helps in selling the personal brand. 
What we know under the title of cover letter or Letter of Intent, appears for the first time in the 1930’s when the United States of America went from the industry to services and the employees of this segment needed a written presentation of their employability skills. 
The history of the Cover Letter is related to this segmentation of the economy and implicitly of the labor market when the service sector developed.
As a professional material, the cover letter, having a well-defined structure is an interaction between the candidate and the hiring staff, fitting the candidate skills and motivation to the requirements of a particularity of a job. It is a transmittal letter that usually convey an attached material or other documents not related to the employment.
A cover letter has its own “anatomy”. The head will contain the contact details of the candidate, name, address, e-mail address, telephone contact number, date, the name of the hiring manager if it is known, the name of the company, an addressing formula.










Candidate name

e-mail address
address
telephone contact number



Date


Hiring Manager name
Company name
Company address
Hiring manager e-mail


Dear (Hiring Manager Name)




The body of a cover letter includes the paragraphs. Before writing the cover letter, research about the company and the job is needed. The company website, or recruitment agency or LinkedIn, or other sources are very useful to collect information. When possible it is very good to know the name of the hiring manager and address the letter directly to an existent person, avoiding this way the very unpleasant formula: “To whom it may concern” or “Dear Sir/Madam”. 
The first paragraph has to catch the reader’s attention with an introduction and a statement about why the candidate is the best fit for the job and for the company.
The second paragraph is the “hard sell” section which prove the qualification and achievements.
The research paragraph exposes the research about the targeted company and how the candidate paint himself into the future of the company.
The action paragraph let the hiring manager know what time the candidate is available for the interview and call for action (follow up with the company, phone call if it is allowed).
The sign-off paragraph contains a regard formula. “Regards” is a safe to use formula, polite, not too close, followed by the signature (electronic if exist or simply typed).
Useful tips:
Add the correct information
Pair the cover letter with the resume or CV
Focus on positive
No longer than one page
Professional Font and size (eventually those used by the company website)
Various opening sentences
Correct grammar and spelling
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