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APA: Welcome to today's how did you get that job workshop? These workshops are geared toward providing you with the knowledge and skills needed to find secure and keep a job. Today's workshop will last 60 minutes and include a presentation on cover letters. After the presentation, we'll spend the remaining time answering some of your questions. You can submit a question by using the questions box located in the webinar control panel. Our presenter today is Anne Hull. Anne is a career counselor and president of Hull Strategies, LLC, which helps advise organizations on developing and retaining talent.
Anne was affiliated with a national outplacement firm for 12 years, working with over 25 companies and hundreds of clients to secure new jobs. She is the co-developer of CareerScope, a program designed to help the American Association for the Advancement of Science Fellows find new careers. Anne has served as president of the Washington DC area, American Career Professionals International, and is a member of the National Career Development Association, Career Directors International, Career Thought Leaders, and Maryland Career Development Association. Welcome Anne.
Anne Hull: Thank you, Peggy. I'm going to share my screen and let's get rocking and rolling here. I am so happy to be with you this afternoon and to talk about cover letters with you. I was absolutely delighted to see 95 questions come in before the workshop that sent me scurrying to do a little bit more research, to see what I could do to answer some of those questions. Our presentation this afternoon is an update from one of the other presentations that's on the APA website called no naked resumes. I've added some resources to this and just want to let you know that I don't endorse any of these organizations, but I have borrowed from some of their research and then familiar with what they do.
To get started, one of the first questions I got, our most frequently asked question was, how long should a cover letter be? Well, quick answer with a little caveat generally, no more than one page, often a lot less than that. To tell you what we're going to talk about today with our webinar objectives, one of the first questions is should you even write a cover letter. I'm going to think that maybe that's why you signed up for this webinar today, because that's one of your first questions too. I want to spend the time of how can you make a cover letter work for you? You do that by analyzing your job description so that you can address what the employer is looking for.
Then we're going to talk about how to write for the right audience, whether that's a recruiter, HR manager, or the direct hiring, those are different audiences. Then I'll give you some options on how to format an enticing letter. I hope that works for you. Let's dive right in. I'm going to have a couple of polls to get your ideas on things. Then where there is one activity we're going to have during the workshop before I go to your questions and my answers. The first poll, if we can launch that, please, Peggy, does anyone even read a cover letter anymore? What do you think? Yes, no or sometimes. Go ahead and mark the poll and I'll wait for some of the answers to come in.
All righty. I think we can take about five more seconds for some answers. We have an overwhelming response of, "Yes, people do read cover letters," in your opinion. Well, a little bit of research on that and I'm going to back right up while we're talking about that. I hope. Here we go. I did some research on that and it depends on who you talk to. There are some people in the recruiting areas that say, "Nah, don't waste your time on a cover letter. Nobody reads those anymore. A hiring managers got hundreds of resumes or CVs to work through, and they're not going to waste time on a cover letter. They want to glance through the resume, which may get maybe six seconds of their time before they put it in the action/no action pile."
However, there are ways that you can use a cover letter to get a little bit of more attention from that hiring manager. According to the stats, if you're sending your resume/CV to a recruiter, 74% of them do prefer a cover letter that is separate from your resume or CV. Now, then 72% still expect cover letters even if the job ad states that they're optional. Is it worth your time? Couldn't hurt. 53% of employers feel like a resume is not enough to get the hiring managers attention. You can use your cover letter to, first of all, entice the reader to spend more time on your resume or CV and your cover letter can certainly pique their interest to help you get that interview.
When do you need a cover letter? Here's the next poll. Tell me what you think you got four different options plus an all of the above. I love it. It's a runaway race here. Yes, you are right on target. We can close the poll now. That was just too easy. Wasn't it? Absolutely. First of all, if the instructions say to send a cover letter, send. It's always about follow the instructions. If a specific someone, a faculty member or someone in the organization referred to you the job, yes name dropping is a good thing. When you know the hiring manager and or you have some sort of existing relationship with them, yes, you use their name.
Other times a cover letter can help if you have any type of gap in your experience, if you're making a career change, or if you feel like you don't have the exact experience they're looking for, but you know that you have other qualities that would be advantageous for them hiring you. Let's look at a few of some times when you might want to use a cover letter. You might think of some other times as well. First of all, cover letters be very useful in helping you let the employer know why you want to work for that organization or that institution.
That helps in determining if you're going to be a good fit with the organization. Do your career objectives match with what that institution or organization can offer? You may be changing careers for any number of reasons. If there's one, in particular, that would be an asset to that employer, you definitely want to be able to talk about that and it won't come through in your resume/CV, but you can use that in a cover letter. You can certainly explain any employment gaps, which it's very commonplace for so many of us to have employment gaps now. It's just part of life. It really doesn't hold as much stigma as some people may think it does.
Most importantly, even though it's at the bottom of this list, highlighting a professional achievement that you have that is relevant to that job you're applying for can really pique the interest of the hiring manager. I hope that gives you an idea of why you might want to spend the time writing your cover letter. When you're sending the cover letter, what do they want to know? Basically your staffing firms, these are firms that hire people and place them in different organizations, they generally need to know the logistics of what you're looking for and where you're willing to work and that sort of thing.
49% of recruiters prefer that the cover letter is in the email and the other one is attached as separate. That's almost a toss up. It really just becomes your personal preference or if they specifically state, they want it separate or in the email. All right. Hiring managers, what do they want to know? This is where you need to do your homework on the organization or institution so that you can address these statements right here.
What does the organization do? Why are you an asset to them and what unique elements do you bring to that team or that organization? Let's talk about some do's and don'ts writing your cover letter. Send your cover letter to the real person, whether it's the recruiting or the hiring manager. Try not to just send it blindly to a job board, because there are hundreds of other people applying for that job and having that individual's name can make just that modicum of difference that helps get your application, your resume, your CV, to the top of the pile there.
Do what you can to get the name of the person, even if that's calling the organization and asking for the name of the person who is the director of name the division, wherever the job is located. Try to do your legwork on that rather than-- Never send it to whom it may concern. That's much too formal, much too rigid. It can actually be a turnoff to some people. Keep it focused, short and personalized.
I'm going to show you some examples on how to do that in just a few minutes, but mostly it's focused short and you do want to personalize it for each individual job or opportunity that you're applying for. I mentioned a moment ago, research, the company's recent projects and their achievements, and then briefly talk about what intrigued you about that and why you want to work there. A lot of people assume that if I throw a resume/CV at a job, then of course I'm interested in the job.
No, that's not good enough. That's not good enough in this highly competitive arena. You need to not assume that people know that you want this job and why you're a good fit for it. I'm going to show you how you can match your skills and expertise with the keywords and phrases in the job description and doing that without copying and pasting the job description itself that can get your application thrown out immediately.
You also want to focus on what's one or two of your key accomplishments that's relevant to that job. Then most importantly, the results of that accomplishment. A lot of organization want to see the numbers along with what you've done and that'll make sense in just a minute when I show you a formula for writing out your accomplishment. Then most importantly, ask for what you want, an interview. Sure you want the job, but you know, good and well that both of you need to have a conversation to see if you're really a good fit for that opportunity.
Let's talk about a couple of don'ts. Don't rehash your resume/CV in your cover letter. It's a waste of time, effort, just don't of there. Please don't exaggerate, tell the truth. There's another side to this too. Sometimes we are too humble for our own good. The rule of thumb is if you did it, if it's factual, talk about it. It's not bragging. It's a fact. You can't always expect that other people are going to share your good works with the people who can provide you with opportunities. Oftentimes, we have to share those good works ourselves. Don't exaggerate, but don't be too humble, either.
Don't list your personal qualities. Nobody wants to see a word dump of overeager and self-starter and [unintelligible 00:13:56]. No. What they want to know is how some of your personal qualities are going to be an asset to their team. You need to help them connect the dots between those personal qualities that you have. If you're a multi-tasker, what does that mean? What that means is you can juggle a caseload of X number in addition to the administrative and the crisis-oriented. You need to spell that out of what that means for that employer and the type of role that you're looking for.
That was an example if you're looking into a clinical-type role. Take out the superfluous phrases. Remove the eye-glazing words. I left in the word eye-glazing because it's different. It gets us attention. Don't tell them about themselves. You don't need to, again, copy and paste the job description. Don't tell them that their organization is world-renowned world-class. They know that. Use that valuable space on how you can make a contribution and what you want to learn by being a part of that organization.
Make sure you use that balanced approach, what you can do for them as well as what you want to learn. True or false. What I want you to do is read these statements and mark the ones that you think are true. I'll give you just a moment to do that. We're collecting the responses. Oh, we're going to have a good conversation about this. Let's give it a few more seconds. About half the people voted. Things are slowing down. In about 3 seconds, we'll close the poll. All righty. Thank you very much.
It looks like about 20% of you feel like you can send the same cover letter to many employers. Yes and no. Once you have developed your own structure, your own template, if you will, a lot of your information will stay the same and you can cut and paste that but your cover letter should be unique to that employer for that unique position, based on what you've read in the position statement or the job description so that they know that it's not just a shotgun approach to any job anywhere because they've got hundreds of applicants and they want to know why they should select you.
Talk a little bit more about that, but generally you should always personalize and customize your cover letters, especially with the names of the people that you're sending it to. Some of the other data that you're going to put in there about getting in touch with you and the unique accomplishment or thing that you want to highlight for that particular job. A cover letter is the same as a letter of intent. Well, yes, but no. There's a lot of similarities, but your letter of intent can be a little bit longer than just a cover letter because oftentimes in the instructions, they may tell you what they want you to include in your letter of intent.
For example, if you're applying for a postdoc, your letter of intent generally includes a brief paragraph about your background, again, without just rehashing everything, but just a line or two about your background. Any of your lab experience or your research experience and then what you want to accomplish or contribute to their research or their organization, and then any of your other skills, your transferable skills, not only your technical skills, but your transferable skills that would be required to be able to apply and work successfully in this job.
There's a little bit of difference. Sometimes the letter of intent wants more detail than you'll want to put in just a cover letter. 18% say don't send a cover letter unless it's requested. Then they have a choice of whether they want to read it or not. If you put it in your email, they choose whether they want to read it or not, or just click immediately to your application, your resume or your CV.
That's been shown that sometimes having a good cover letter can get them to spend more time looking at your CV or your resume. It can also help make just that little bit of difference between you and another candidate if you took the time to show that you know, the organization and that you have thought about why you think you'd be a good fit there. Then the last question include my photo in my cover letter. That's very common in the European union. It's generally not what is expected in the USA and this goes to some of the EEO ramifications.
At this point in time, I would say, do not include, unless it is asked for in the application. Do not include your photo at this point in time. Now, if you have a LinkedIn profile, your photo is going to be out there and you can definitely give them your LinkedIn URL so that they can go look at your profile out there. I would say don't include the photo. The answers to these questions are for the most part are false. Let's talk about how you can look at the job description and personalize and customize your cover letter for that job. You're looking for what we call in the trade, the keywords or the key phrases. What are keywords and key phrases?
First of all, they may be a noun or a noun phrase. Generally, it's the duty, the responsibility, any of the technical or things that are specific to the job. It may be some verbs that describe specific actions, and it may be some people's skills. This is the definition of what a keyword or key phrase may be in the job description. Get ready for a screen full of a lot of dense text here, because I actually have a couple of job descriptions for us to work with here today. This is an employer job description. I tried to redact any identifying information, but this was out on the APA career site a couple of months ago.
What I've done here is using the blue highlighter. These are things that are required for this particular job for a clinical psychologist, and specifically in forensic psychology. They're looking for a licensed in that state of psychiatric forensic interest or experience must have the certification or notice they say the word may. People say, well, then it's not criteria, but if you keep reading, they may hold a certification, but if it's not currently certified, willing to obtain it. Then they talk about how they're going to help you get that certification. If you're going to have that job, you will need that certification because then here's some of the things that you will actually be doing in that job.
You'll be completing forensic assessments, which goes into detail here, competency examinations, the sexual violent predator evaluations, pretrial mental evaluations, risk assessments, conditional release assessments. A candidate may also be expected to provide therapy as well as participate in the interdisciplinary treatment team and provide supervision to interns as well as training for hospital employees. Can you tell that probably what you need in this role is going to have some good presentation skills to be able to deliver good training to other people, as well as interns and employees?
The rest of this paragraph is about them recruiting you. It's not about what you need to provide them. As you keep looking the description of the organization can also give you some insights that are important that you're going to be working primarily with adults and it is an inpatient rather than patient outpatient facility? Then most importantly is here are your instructions. We do want a letter of intent, a CV, three professional references, some IT psychological evaluations, redacted, of course, and hopefully forensic related.
Let's have you take a shot at another job description and see if you can pick out what are the keywords and phrases in this job description. I'm going to give you about a minute to read through this, become quite in tune with some of the terminologies. Again, I tried to redact the identifying information. [pause 00:24:42] Oops. Sorry. Here we go. [pause 00:25:10] I'll give you just a few more seconds and then we'll go to the big reveal. [silence] Are you ready? What would be the keywords and phrases for this psychologist for that job description is being offered by a staffing firm. Clearly, you need to be fully licensed in whatever state the organization resides, and they do want the doctoral level. You need to be experienced with both adult and or children and adolescent. In other words, everybody. You'll need some testing. You'll need to have experience with some assessments, report writing.
All right. Then, as you go through this particular organization is looking for evidence-based medically driven treatment and services, so that tells you that it may or may not be a faith-based organization. It may or may not be looking at certain types of treatments. It helps you narrow your focus as to what this is an organization that's right for you. It is an outpatient care setting. Both in-person and telemedicine, so you need to have familiarity with that.
Can I talk a little bit about the organization, and this is important for you because then you get an idea of what kind of people are going to be a good fit in their organization. This seems to be efficient care is paramount, is a tagline for this organization. They are looking for people who can partner and collaborate with other healthcare providers. They're looking for people who use data to develop individually tailored services and help the patients make the informed choices.
They're looking for people who have experience in integrative care teams. Again, I tell you more about the organization, and every provider team member is dedicated to providing the utmost and compassionate care and treatment. Again, you're getting a sense of their values of what they're looking for in their team members. You can use this information then to create your cover letters.
Another one-- Before I show you an example of that, I'll just show you another way you can see which words may be keywords and phrases, and that's by using a word cloud. I took that same job description and ran it through TagCrowd and came up with these keywords that you want to make sure you include in your cover letter. There are several word clouds out there. Many of them are free, but here just a couple of them if you want to use them to run some job descriptions through those word clouds. That's just a cool tool that I sometimes find is handy.
Now I'm going to show you about four different ways that you can format your cover letter, whether it's an email or a separately attached document. I'm starting with the email format, include the job and the source so that you're applying for the clinical psychologist role, and you were actually referred by a person, whether it's somebody who works there or someone who has a connection with that organization so that that name would be familiar to anyone who is reading your cover letter.
Always [inaudible 00:29:40] your name and your phone number. You may want to put that at the top of your email, even though the date and your email address is already in the header, it doesn't necessarily have your phone number. You want that at the top of the email so it's easy for them to find when they pop up on your email again. Again, the name of the person you're sending your resume to, if you can find it, and do try hard to find it. Next, you want to talk just a bit about why they should interview you? Here's an example, my solid experience in forensic assessments and working with interdisciplinary treatment teams- You can read - add a knowledgeable professional to your team who can begin being productive at once.
Connect the dots. Why is that important to them? Because you can hit the ground running. No more than about two or three reasons of why they should hire you then ask for the interview. Let them know when the best time to reach you is because we're all very busy and you don't want to be playing telephone tag with people. Thank them for their consideration and then sign off with sincerely. That is your basic cover letter email. Follow up with that email shortly after the closing date of the job opportunity. Just a little hint there.
This goes back to the staffing example that we worked with just a moment ago. Here is an opening statement about why am I interested? Where did I find out about this organization? Why am I interested in applying for this job. Then briefly, what do I bring to the table? Notice that we're beginning to use some of the words that were in that job description.
Give an example of something you did that is relevant to what is going to be needed in that job. Here's a brief description telling the story of an accomplishment this individual had. We made the data-driven solutions. Using their terminology again. Why do you want to work there? That's the next part of this letter. What is it that you would like to get from the organization? What do you think you could bring? Thank you for your consideration, how to reach me and bada bing, bada boom there is a cover letter.
Yes, you will get copies of all these slides and the handout as well. Another way that you can format your cover letter is by making the matches between what their job requirements are and what your qualifications are, your experience. In thinking about the forensic psychologist job description, you have a PhD licensed in specific state that they need. That's what their requirement is and here is your license and when you were licensed.
Don't worry about putting your license number in there at this point. That'll be on your CV. All right. What your [unintelligible 00:33:27] you're looking for? It's forensic experience as well. I've got some with county detention. They're looking for testing and assessments. Yes, got that too. Battery and assessments I'm familiar with. Risk assessment. What's your experience there? They have a requirement that you do risk assessments. Got a pretty good track record in that. If you don't tell them they won't know.
Yes, they need experience with individual and group therapy. You have four years of both supervised and independent therapy, both individual and groups. They're looking for someone who's an interdisciplinary team member, that you're able to collaborate with people of other disciplines. Been doing that for a while. The key here is that you select the requirements from their job description that you know that you can meet and or exceed. You want to knock their socks off here. If they're looking for a requirement you do not have, do not list that in your cover letter.
I know some people are going to be saying, "Here's all the requirements they need. I don't have the kind of experience that they're looking for." You might not want to then use this format. You might want to use the previous format or a different format because if you don't have the experience what is it that you need to tell them so that they do bring you onboard other than being a quick learner?
When you are talking about your accomplishments, you want to pick the accomplishments that are relevant to what is asked for in that job description as well as what you have learned about that organization and the division that you hope to be joining. You can do this by writing what we call an accomplishment statement. These go by a couple of different acronyms. One is called CCAR that I'm about to show you. Sometimes they're also called problem action result or challenge action impact. It's all the same thing.
What is the challenge? Give me a context, what was going on? What was the problem that you needed to solve? Then what was the action? What were the specific actions you took to address that challenge? What skills, knowledge, and expertise or abilities did you use? People will often wonder, "Well, what do I include there?" Here's some quick hints.
Did you develop something? Did you mitigate or solve a problem? Did you make recommendations? What were the actions that you took? Then most importantly what was the outcome?
Give some specific examples of the results of your actions. You may have noticed in the previous slide that every one of those experiences had numbers attached to them. You want to quantify whenever possible. Let's take a look at some quick examples of an accomplishment statement. Notice here that we initiated a $75,000 proposal. We'll want to know what was the scope of that proposal. Then what happened that you managed the ongoing and that the research study is ongoing research study and that it was published in the journal.
There is an outcome right there. There's the recognition and that is a type of outcome.
This next example is that you diffused a tense situation as the on-call manager. You would find this as part of the description of where you worked. One of the outcomes, not only did you diffuse a tense situation but you were recognized for that by a leadership award. Another area might be that you need to supervise interns. You are currently doing that by assigning work, managing productivity. Here's what you're doing. Do you notice that none of these use the words responsible for? Do not use the words responsible for. Start your accomplishments with an action verb.
Yes, you may be responsible for directing 10 interns but what you're really doing is you're directing you could also use the word managed or supervised but direct has a slightly different tone to it. Use the one that's most applicable for your situation. How do I know how to quantify the results? Here's a couple of tips. You want to know why what you did was important or they want to know. You know why it was important but they want to-- You need to spell it out for them of why your accomplishment was significant.
Did you help save time? Did you create some efficiencies in the work or the process or the procedure? Did you save money or did you create a new service that generated some revenue? Did you improve the quality of something and was that proven by feedback that you got from clients or from management or from others in authority? How often did you do something? What type of caseload did you carry? What was the volume? What's your quantity?
What people did you interact with? How many of them, what level of the organizations, or how many different agencies might've been involved, and how were they affected? If you're talking about a population base. Then, who did you collaborate? Different divisions, front levels, different agencies, different states all different ways you can find some metrics, ways to measure your accomplishment that then speak to the business nature of the type of organization you're trying to find a job with. So far we've had a couple of different ways to format your cover letter. Here's another one sometimes called a disruptive cover letter. That's just a new buzzword that's being used for something that's been around for a little while, but a couple of different ways you can start your cover letter with what your passion is such as.
This is one that you may see on my LinkedIn profile. I've always been curious as to why and how people choose their professions, tells you a little bit about me. Just a little bit, or you can start your cover letter with your love of the company. I use this when I was interviewing for my job at NASA Goddard. I grew up hearing and feeling because quite literally, you could feel the static testing, the vibrations of the Apollo rocket engines, and my father and my uncle and aunt all worked for NASA. I feel like I'm already a part of the NASA family.
You know what? I found out a couple of weeks after I got the job, this statement was a big reason that they selected me because I already understood the culture of the organization and what they did, and what was important to their various missions. You can start with an attribute or an accomplishment again you know is relevant. In addition to setting up a college career center from scratch, I'm most proud of the program I co-developed for 200 AAAS science and engineering PhDs. That was a big deal when we created that. I'm pretty proud of that. Again, this is something that was relevant for the job I was applying for to run a career center at NASA Goddard.
You can also start with humor or some creativity, but be careful. I just didn't even want to try to put an example here because humor is a very subjective thing. Unless the person you're writing to and who else is going to be looking at your information, I'd be very careful with that. Some examples, some ideas, some dos, and don'ts. A cover letter helps you get hired because it shows that you're serious about the job. It can help you connect, form a relationship with the individual that's reading your information and hopefully the hiring manager. It shows a little bit of your personality. Most often it makes a good impression and it can be a tie-breaker. Sometimes it's just enough to sway that job, offer to someone that with a less than perfect resume. I hope you've gotten some ideas about how you can make your cover letter work for you. Let's take a few minutes for some Q and A. Peggy.
Peggy: Yes. Thank you Anne. That was great. A lot of good tips for writing cover letters. We've gotten a lot of questions. Some of the questions I'm going to send your way were pre-submitted, and then some of them are live, we just got. The first one is, how do you summarize a long career in the same company and a cover letter?
Anne: Why are you wanting to do that? What's the benefit to the employer of knowing that you've had a long career in one organization.
Peggy: Perhaps maybe spin that more positively.
Anne: Yes. It's what are you trying to accomplish by doing that? I'm not saying it's a bad thing at all. If anything, it's stamina to be able to work within a single organization for a long career. Sorry, I got that one from my husband who's a federal employee and that's what he says he's developed in his career. His stamina.
Peggy: That's a good one. That's a good keyword people.
Anne: Well, as I said, use that humor carefully. Again, you don't know what the frame of reference of your reader is and how they might view the organization that you've had that long career in. What are the benefits? It shows that you've been able to learn about the organization. You have a deep understanding of maybe that industry, as well as that organization. Pull out what the positive elements are of having that 20, 30-year career with the police force or whomever it might be, in education. Connect the dots for the employer and do so in just two or three bullets.
Peggy: Here's another one, for the younger people just starting out in their career, I think a lot of times they don't have a lot of experience to talk about in a cover letter, but sometimes they have non-paid volunteer experience. Could that be used in a cover letter?
Anne: Absolutely. Experience is experience it doesn't matter whether you got paid for it or not, wherever you got that experience it's experience because it's yours, you earned it. That's the short answer. You do not need to necessarily disclose that it was volunteer, but that could actually be an asset that you did that voluntarily. Again, what's the purpose of sharing that information? What do you want them to take away from it?
Peggy: What if I'm applying for a job that's, in another city, should I express my interest in relocating to where that job is in the cover letter?
Anne: Here is my hesitancy is would that rule you out because they think you need role relocation across. They're going to see the address on your CV and resume and see that you don't live there. The general advice is to try to get a local address to put on your resume CV, but give them a temporary address of where they can actually reach you.
Peggy: It's interesting that now with so many jobs, with the pandemic, so many jobs are becoming remote, having to relocate isn't as much of a hurdle as it was in the past. That's interesting that in some more opportunities are opening up to people. They don't necessarily have to be in the location of where the job is.
Anne: Great point, Peggy. Maybe you want to point out that you are eager, you are willing, able to work both remotely as well as move to be local.
Peggy: Yes, absolutely. Here's another one. Do you have any suggestions for writing a cover letter that could be adopted for multiple jobs coming up with somewhat of a little bit of a template to work from?
Anne: Sure. you can use any of the, well, the long example I showed, let me see if I can get back to that. What was that big one cover letter? Let's see if it'll pop back for me. No. Well, okay. If you have your basic four paragraphs, then you can just change whatever you need to in those paragraphs to meet the specific job description.
Peggy: Just keep your cover letters on hand and then modify them.
Anne: For each job.
Peggy: For each job. Okay. Here's another question. Do you know how often real people versus bots read cover letters?
Anne: Oh, I'm so glad you asked that question. Frequently, that's the short answer. Yes. The AI, the bots are prolific and it has to be because there are so many applicants for so many, frequently, too few jobs that hiring managers and human resources people have to have a way to be able to sort through very qualified candidates. Always write as if a human being is reading your resume, your CV, your cover letter, because I know some people say, "Well, let me just put a word dump in there," or they may put a box that's just got a box of keywords and phrases in it that, yes, the bot will pick that up, but most bots are programmed to find the context for how you've used those keywords and phrases. Your writing skills do become important here.
Peggy: We have a lot of people who are interested in academic cover letters, and I know that's not really your area of expertise and just to let the audience know. We'd like to have another workshop that we'll just look just at the academic cover letter, but can you answer generally, the length of an academic cover letter versus more the industry, private sector type of job cover letter? Can it be a little longer? Does the academic cover letter--
Anne: Yes, sure. That falls into the letter of intent category. If your job description gives you some clues as to what they want in that letter, be sure that include that information. Otherwise, I would look at some of the things that I've covered in this webinar today, in terms of the why you want to work with that university or continue working with that interview. What's your field of study is what you think you can contribute to that field of study? I think it also is going to include your teaching, your research, again show the connect. That's my favorite phrase, as you probably heard by now, connect the dots for them.
Don't assume that they're going to read your resume or CV and connect to how you can fit in that job. You need to do that for them. That's why you need to, as much as possible talk with people who already work there. Find out more about what's important to that division of the university. What's important to the current faculty that's there. The writing and the publications are always going to be important areas too. You want to address all those areas. If it's two pages, that's not a problem for academic.
Peggy: Which correlates to a CV being much longer than the resume.
Anne: Yes. Resumes are rarely longer than two pages. Very rarely and CVs can be lots of pages. Oftentimes when I've worked with individuals on their CVs, I use their publications as an addendum to the CV. It's not 60-- Oh gosh. I had one that was 40 pages long. No. No. [laughs]
Peggy: Here's another good question. How much overlap should there be between a cover letter and resume?
Anne: Not much. That was back to one of my top don'ts on that slide is don't rehash your resume in your cover letter. Your cover letter is to pick out something that they might not automatically see in your resume that's important to that job. It's also an opportunity, if you got your PhD from Indiana and you know that the person reading this also went to Indiana, that's where you want to put got my PhD from Indiana and blah, blah, blah. It's your cover letter is how can you connect with that individual that they might not see just by looking at your resume/CV?
Peggy: Okay, understood. Here's a question. A lot of times, job reqs will have requirements and qualifications listed. How do you weigh those? Which ones to include in a cover letter? Sometimes they can be a list of requirements and a list of qualifications and trying to get that all into a cover letter. Should I weigh requirements more than qualifications or?
Anne: In your cover letter, I would not try to include all of either of those categories. Again, if they have a list of like 10 qualifications and eight requirements, that would be way too much for that matching table that I shared with you. Your cover letter's got to be a quick read. You probably want to say something along the lines of, I meet your requirements, I have your qualifications, one of the things that, and then talk about you and what you bring to the table by having those.
Peggy: This is a good follow-up question. A lot of people talked about qualifications and having some of the qualifications, maybe not all the last time you read this job recs and you feel like, wow, these people are looking for like a unicorn. They want the world. You may have like 60% and this a job that you think, oh, I could do this. I don't have all of these things, but I had like 60% of them. I think I could come in and really do a good job here. What I don't know, I feel like I could learn on the job fairly quickly. What do you think? When do you stretch? I guess.
Anne: If you've got 60% go for it. The job descriptions are mostly written for the ideal candidate. Now, is that unicorn out there? Maybe, but it might not be. The unicorn they're looking for may go somewhere else. Then they have to find, well, who's our next best fit. If you've got 60%, still it's worth your time and effort to make the application. Do your homework and write that cover letter. Again, if you do a good cover letter, you don't want to say, well, I don't meet all your qualifications. You want to focus on what you do have, and give them an example of when you didn't have a qualification or didn't know something. How did you find it out? How did you close that gap?
Peggy: Okay. All right. Well, this has been great. Unfortunately, though we are out of time. Thank you so much for your presentation, Anne. All the tips and dos and don'ts and examples were great. Fantastic. Thank you.
Anne: Well, my pleasure. Thank you very much for having me on this webinar.
Peggy: Thank you to all our listeners for your participation during the polls and of course our Q and A. I'm sorry, we couldn't get to all your questions. They were really great. Today's workshop is a complementary offering to our long-running. How did you get that job webinars series, where we interview individuals, the psychology degrees and learn what skills they use on a daily basis and their job and how they got to their current position.
If you're new to how did you get that job or would like to review some of our previous talks or workshops, you can find them all on the membership section of apa.org. We're going to send you the links to all of our promotions right now. APA is working with the center for creative leadership to bring numbers, training courses, whether you are a senior-level leader, or just starting out these research-based programs will move you forward in your leadership journey. This is a new program that we're offering. We're really excited about it. Please look into it. Now, Anne Hull will be one of 10 career coaches participating in the upcoming APA 2021 virtual job fair on August 9th.
The coaches will be available for one-on-one career coaching, as well as resume reviews. All registrants will also be able to view timely career management sessions and engage in text and video chats with employers looking to hire psychologists. Just head to www.sitecareers.com to learn more and register. A recording of this presentation along with the slides that we provided will be emailed to everyone watching today in about a week.
Finally, as soon as this workshop has ended, a short survey will appear on your screen. We hope you'll take just a few minutes to take the survey, give us feedback on how we did, and how we can continue to improve these presentations. We thank you for your time, and we hope you have a great day.
[00:59:10] [END OF AUDIO]
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