Always include a cover letter with your vita. Your cover letter should bring your
vita alive and highlight experience in more detail that is relevant to the institution
or the position. Never send form letters for this reason.

Be sure to address your letter to a specn‘nc person. For US Schools, Heiberger
and Vick (1992) suggest referring to the Yearbook of Higher Education or other
higher education directories to locate names of department chairpersons.
Research both the institution and department so that you can show some
knowledge about their needs within your letter.

Ensure that your letter is well written as it will be scrutinized for both content and
style. Use simple, direct language. If English is not your first language, have a
native speaker read and edit your drafts. Proofread both your CV and letter
several times and watch for typographical and grammatical errors. When you're
ready, print your document on high-quality paper with a laser printer or letter-
quality printer.

As a general guideline, letters in the sciences and social sciences tend to be 1
page in length whereas letters for positions in the humanities can be up to 2
pages.

Cover Letter Format

There are 3 key sections in the cover letter:

First paragraph: Explain why you are writing and lndlcate how you heard about
the position.

Middle paragraphs(s): Highlight your education, experience and skills as they
relate to the position. Describe what you have to offer without repeating your vita
word for word. Explain your research interests and why you would like to work
for this particular department and institution. If the position involves teaching, do
express enthusiasm and past experience.

Final paragraph: Addresses how you can be reached as well as an offer to
provide addmonal materials or mformatlon

Heiberger, Mary (1992). The Academic Job Search Handbook. PhiliUniversity of Pennsylvama '
Press.
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or after lunch or late i in the afternoOn

(%) B 'the shorter the call the better. People are busy If no interview is possible as a'result of your'c call ;
suggest droppmg off your resume and mtroducmg yourself in person at the same tim

2y

if you reach the voice mail, call three trmes before leavmg a message If someone referred you t
this person, use thls mformatlon as part of your message -

M . usethe secretary as a valu; 'ble. ally in helpmg you reach your contact If you are unable to reach the
" person initially, ask when would be a good time to call again. If the secretary asks what company :
you are from, suggest your call is a business matter that you prefer to drscuss d1rectly wrth Mr ’
X. Learn and use the secretary s name. Be pohte at all times. T .

M have the name and tltle of the person you are calling avallable in front of you. -

b pmpar,ed for some rejection and don'ttake it personally. 1¢'s all part of the process

vConduct'ingj ‘the Information Interview......

Remember that you are not askmg for a job! Your purpose is to get lnformatlon from someone wh '
has real-world experience in the field. In this situation you ask the questions, and in an employm
interview it would bc the other way around - : : :

During the mtervrew practlce good hstemng skrlls and don't do all of the talkmg Before the

interview make sure that you research the organization! Learn about the company and be prepared t
ask intelligent questions. Prepare a list of questions and bring them wrth you. It will. help you keep
the conversatlon on track and ensure that you leave w1th the mformatron you nee

During this interview you will have tWo ‘main‘goals:*% R

Goal 2: Deterrmne the needs and problems you rmght face if you were t . _
This will help you “decide how well you can meet those needs, ‘and it can‘al.
an active job seeker because you wrll be able to tell a prospectrve employer\how,.you can meet those -




Worked \mth a team of students fo’ desxgn a dataBase for UBC’s
Intemaﬁonal Student,Exchangg.ofﬁce. ; ; :

creating a series of mstructmnal pamphlets
. V.Enabled hbra.ry to respond proactlvely to chent s needs by developmg
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 VERSION A

123 . UNIVERSITY AVENUE'
".VANCOUVER ‘BiC. V7Y~ 1T
. ' 604 555 1111'

- OBJECTIVE

To obtaina posmon where excellent database destgn and knowledge
management skills are needed. My long-terrn goalis to obtam a position as-
Iabranan/ Database Manager.‘ st

i
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HIGHLIGHT OF. QUALIFICATIONS

e Sixmonths expenence classifying and catalogumg mformanon for a non—
profit center’s web-site (www.bealthnow.org) Lo

e  Masters of Ltbrary and Information Studies, UBC: expected c‘omp/etzoﬂ,
December 2003 : _

* Akeen understandmg of user’s expectattons from knowledg - focused
websites '

A natural leader Who readlly takes 1mt1at1ve

EDUCATION

" School of L1brary, Archival and Informatton Studies ‘ UBC s
Courses mclude. Knowledge Management yleranes and the
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“For advertlsed posxtlons , make reference to the:‘ﬁle numberxand posmo  title, how

you heard of the opening or what type of work you are applymg fo
has been advertised, indicate that yo

Bnef statements about your skﬂls expenence:and accomphshments that wﬂl arouse
'the employer’s cui




Your Address
Date

Professor Senior
Department of English
Faculty of Arts
University

Address

Dear Professor Senior:

lam wntlng to apply for the position of Assistant Professor in Hebrew Literature
beginning in fall 2003. | am a doctoral candidate in modern Hebrew and Arabic literature
at the University of British Columbia and expect to graduate in May 2003. Two chapters
of my dissertation have been completed to date and presented to my department.

My dissertation examines the i issues of biculturalism, identity and the mediation of past
and present, particularly as they are expressed through language choice. Analysing the
writings of Iragi-born Israelis within the context of exile literature, 1 will explore the factors
involved in the choice of language and its effects on thematic and form aspects of the
literature. Through textual analysis and the interviews | conducted with the authors
themselves, | demonstrate that this choice is more a product of sociopolitical orientation
than of linguistic competency. The project not only contributes to the study of Israeli
literature but also adds a nonwestern perspective to the study of exile literature and
multiculturalism in general.

- | have considerable teaching experience. As a graduate student, | was chosen to teach
in the “modern Middle Eastern Literature in Translation” course. This course included
works translated from Turkish, Persian, Arabic and Hebrew. | lectured on the genre of .
poetry and the history of Hebrew Literature in addition to leading discussions on Israeli
works. | am looking for a position that will allow me to teach Modern Hebrew language
while | continue my interests in Hebrew literature.

In addition to my teaching experience, | have also organized a new weekly lecture series
inviting speakers who presented a wide range of perspectives and topics on the Middle
East such as the political shifts in Israel and popular Egyptian music.

| will be presenting a paper at the Assocnatlon of Jewish Studies conference in April. |
would be pleased to meet you then or at any other time that is convenient for you.

Please find my curriculum vitae enclosed and letters of recommendation will follow under
separate cover. Please do not hesitate to call me if you have any questions.

Sincerely,

Mary Candidate

Enclosure
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