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Nowadays, your cover letter is kind of like a spare tire. You want to have it with you
just in case you need some backup.

We live in a world where 90% of hiring managers don’t read cover letters, yet 53% of
employers admit that they prefer candidates who send a cover letter. Meaning, your
cover letter is positively acknowledged, but it probably won’t get read.

...So0 if nobody’s reading it, why bother?

Because anything that sets you apart from the candidates you’re up against is an
absolute must.

For example, if a company is wavering on your application, they may read your cover
letter as an effort to get more background on you. This could mean they’re passing
your resume up the chain and want to learn more about you before they decide to
give you the green light... Or it could mean they have a small stack of resumes on
hand and are looking for a way to weed someone out, in which case they'd read a
select few cover letters to see if there’s any stark errors that permit them to throw a
candidate out of the running. 48% of hiring managers will throw out a cover letter
that’s not customized, and 49% will toss out a cover letter with spelling errors. You've
got to weed people out somehow.

That being said, it's important to know which cover letter errors could cost you the
interview. Here are a few common cover letter mistakes to avoid.

1. Focusing too much on yourself

The company you’re applying to is hiring because they need someone to do
something for them. Meaning that above all else, they want to know what it is that
you can do for the company. While it's key to share your accomplishments, get in
touch with why you’re able to fill the void that they have in place. Then make your
achievements known in a way that lends well to the duties of the position.

2. Sharing all the details of every single job you’ve ever had


https://courses.prometheus.org.ua/courses/course-v1:AH+Eng_CD101+2020_T1/courseware/682d351296e04a4f997dc52a9e6a40aa/9ea82e4fb01340e0a9225c925111949a/
https://courses.prometheus.org.ua/courses/course-v1:AH+Eng_CD101+2020_T1/courseware/682d351296e04a4f997dc52a9e6a40aa/9ea82e4fb01340e0a9225c925111949a/
https://courses.prometheus.org.ua/courses/course-v1:AH+Eng_CD101+2020_T1/courseware/682d351296e04a4f997dc52a9e6a40aa/9ea82e4fb01340e0a9225c925111949a/

Depending on your job history, this could translate into a very crowded and confusing
cover letter. Instead of focusing in on each position you’ve ever held, ask yourself:
What experience do | have that’s relevant to the job I’'m seeking? Tailor your cover
letter to speak to those skills instead of giving a full synopsis of your time at each
position.

3. Writing about something uncomfortable

Your cover letter is not the place to tell your potential new boss about the recent
struggles you’ve faced. Don’t go into why you were laid off or fired from a job, or why
you recently relocated to a new city. Candidates need to focus on the now.
Employers want current information. Why you were laid off or quit is not important,
and will be seen as a red flag. Your intention to address an issue can and will come
across more as shining a spotlight on your insecurities. Focus on achievement and
the job at hand.

4. Writing a novel

Nothing is worse than a long, novel-like cover letter that makes the hiring manager
tired just looking at it. Almost 70% of employers prefer a cover letter that’s half a

page or less. Keep your cover letter concise and to the point.

5. Rehashing your resume

The hiring manager has already read your resume in order to pre-qualify you as
someone whose cover letter should be read. Do not just vomit your resume out
entirely. They’ll know, and they’ll hold it against you.

6. Being too trite

Phrases like, “I'd like to apply for a job at...” or “I believe | am the perfect candidate
for this position,” will make people cringe. Avoid trite comments like calling yourself a
“team player.” Instead, be more specific and provide examples of how you work well
as part of a team.

7. Being a superfan of the company
Don’t waste your cover letter talking about how much you love the company in an

over the top way. Use your cover letter to tell the company how you’ll serve them. It's
great to flatter them, but don’t go overboard and get all Swimfan on them.
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8. Typos

This one sounds simple enough, but when you're applying to many jobs or are just
exhausted, mistakes can happen that end up costing you the interview. In fact, 70%
of hiring managers say they’d automatically dismiss a cover letter with a typo. Triple
check that you've addressed your cover letter to the right person, and that everything
is spell checked and grammar correct.

Not sending a cover letter is as irresponsible to your career as driving without a
spare tire is to your well-being.

You wouldn’t take a road trip without having a spare tire. Don’t set out on your job
search without having all the back up you need to get you to where you want to be.

8 TMNOBMX NOMMIIOK, AKX BapTO YHUKATU, NULLUYYH MOTUBALiNHUWA NUCT

B Haw 4ac moTMBaUiNHUIM NUCT - Le 5K 3anacHe koneco. Kpalue maTtu noro 3 cobotro
B pasi, AKLLIO BUHMKHE NoTpeda.

Mw xunBemo y cBiTi, ae 90% MeHexkepiB 3 4060OPY KaapiB HE YMTAKOTb MOTMBALiMHI
nnctu, npote 53% poboTonasLiB BU3HAKOTb, L0 BOHW HagakTb nepesary
KaHanaaTtam, fKi IX HagcunatoTb. To6TO Ball MOTMBALIMHUIA NCT - Le JoOaTKOBUM
0an y Bally KOpPUCTb, X04a, HarneBHO, NOro HIXTO HE YnTaTume.

... OTxe, SKWO HIXTO He YnTaTume, HaBilLO NepPenMTICA?

Tomy WO Bce, WO BUAINAE Bac cepep iHWUX KaHAWOaTIB, BalMX CyNepHUKIB, €
abcontoTHO HeObXigHNM.

Hanpuknag, sKWwo y KoMnaHii MaroTb CYMHIBM LLIOAO BaLIOl KaHANOATYpPU, BOHU
MOXYTb NEPErnsaHyTM Bawl MOTMBALUINHUIA NUCT, Wwob 3po3ymity Ginblie npo Bac. Lle
MOXe O3Ha4yaTW, WO BOHW NPOCYBalOTh Balle pe3toMe Ha OHY CXOOMHKY BULLE i
XOM4YTb Ai3HaTncsa Npo Bac Binblue, nepLl Hik 4aTn Bam 3eneHe cBitno... A6o ue
MOX€e 03HayaTw, LWo B poboTi y HUX BaraTo pestome, i BOHM LIyKaTb NpUBIA
BUKITIOYMUTN KOrOCb. Y LbOMY BMMNAOKY, YATAKOUYN MOTUBALLINHI SIUCTU, BOHW BULLYKYIOTb
rpy6i noMunKku, sKi 4O3BOMATL IM MPOCTO BUKUHYTU LIbOrO KaHAWOATW i3 MEPErOHIB.
48% meHemkepiB 3 [OOOPY KaapiB BiAKMAAOTb MOTUBALINHI NNCTK, SKi HE HanucaHxi
cneuianbHO AN Uiei BakaHcii, a 49% - BigMOBNAOTb KaHaMagaTam, B INCTaxX AKUX



HasBHiI MOBMNEHHEBI Nnomunku. [losoantecs gobupartm cnocobu BigcitoBaTn noaen
XO4 SIKOCb.

Taknm YMHOM, BaXXNMBO 3HATU, KIi NOMUITKMY MOTUBALIMHOMY NUCTI MOXYTb
KowwTyBaT Bam cnisbecign. [ani Mn no3HanoMmmocs 3 Kifibkoma noLmpeHnmMm
NoMUIKamu, SSIKUX BapTo YHUKaTW.

1. AKUeHTyBaTun yBary Ha cobi

KomnaHis, 0o sKoi BM 3BepTaeTecs, WyKae cniBpobiTHMKIB, TOMY LLO i NOTPIiGHI
nogu, ski OyayTb BUKOHyBaT poboTy. NepL 3a Bce, Lie 03Ha4yaEe, WO BOHM LLUYKAKTb
KOrocb, XTO MOXe AaTu LWOCh Ui KoMnaHil. inMTncsa cBoiMnm YecHoTamu - Lie 4yaoBo,
ane OoBediTb, HOMY came BU 3a[0BOSIbHSAETE BUMOTU. Jlwe Toai po3kaxiTe Npo CBOI
OOCSATHEHHS, SIKi MaloTb BiHOLLEHHS [0 NOCaan, Ha SKy BU NpeTeHayeTe.

2. 3aHaaTo geTanbHO ONUCYBaTU KOXHY CBOKO po6oTy

Matoun 3Ha4YHUI TPYOOBUIN CTax, BU PUBNKYETE 3pOOUTU CBill MOTUBALIMHUIA NUCT
3aHaATO CKNagHUM i HacnYyeHUM. 3amicTb Toro, abm pokycyBaTUCA Ha KOXHil
po6oTi, Ky BM Byab-kOnuM BUKOHYBanu, 3anutanTte cebe: Aknin Mmin goceig mae
CTOCYHOK 10 poboTH, Ky s Wwykato 3apasd? CKopOoTiTb CBi1 NIUCT, ONMCaBLUN NnLe Ui
HaBW4YKM 3aMiCTb TOro, Wo6 AaBaT NOBHUI NepeniK YCboro, Lo BM pobunu Ha
KOXHi 3aMaHin nocagi.

3. NMucaTtm npo HeNnpMEMHUN OOCBIA

Baw moTuBauinHuMm nUCT - Le He Te Micue, e BapTo po3nosigaTtn CBOEMY
NOTEHLIMHOMY KEepPiBHWUKY NPO TPYAHOLLI, 3 SKUMW BN CTUKaNuUcsa HewonasHo. He
BapTO BOaBaTUcs B nogpobuui Toro, YoMy Bac 3BiNIbHUIM YM CKOPOTUNKN abo YoMy
BaM J0BeSIoChb nepeixaTu Ao iHworo micta. KaHguaaTtn Ha nocagy marTb
aKkueHTyBaTu yBary Ha TOMy, WO € 3apas, a poboTogasui NoTpebytoTb akTyarbHOI
iHdopmaLii. IHdbopmaLis Npo Te, YoMy Bac CKOPOTUM YK 3BiNTbHUNKN, MOXE ByTn
TPMBOXHMM 3HaKoM. Baw Hamip npuBepHyTM A0 LUbOro yBary Moxe i byge
PO3LiHIOBATMCA AK Balla HEBMNEBHEHICTb y cobi. [iakpecniTb CBOI AOCATHEHHS - i
poboTa Balua.

4. NMucaTtn pomaH

LLlo moxe ByTu riplumm 3a AOBIMiA, CXOXUIN HA PpOMaH MOTMBALINHUI NINCT, KNI
BTOMJIIOE MeHeakepa 3 Aobopy kagpis nuwe ogHum ceoim surnsgom! Maimke 70%



poboToaaBLiB HagaTb NepeBary MOTUBaUiIMHOMY NUCTY 06CcArom nis CTOpiHkK abo 1
MeHLwe. 3pobiTb NOro NAKOHIYHUM i JOPEYHUM.

5. lNepekasyBaTu pestome

MeHemxep 3 HarMy BXe NnepernsiHyB Balle pestome, Wwob 3po3ymiTu, Yn Bawl
MOTMBALNHUIA NUCT BapTO YMTaTu. He nepenucymnte cBoe pestome. Lle byae
O4YeBUAHO i 3irpae He Ha Bally KOPUCTb.

6. ByTtu 3aHaaTo 6aHanbHUM

®pasun Ha kwTanT “A 6 XoTiB 3anponoHyBaTN CBOKO kaHauaatypy...” abo “A
BMEBHEHWN, LLO 4 - igeanbHW KAaHOWAAT Ha Lo nocagy” NPoCTO ApaTyoTb JNIOAEN.
YHUKanTe Taknx NoBepXoBUX KOMEHTapIB sk, Hanpuknag, “koMmaHaHWn rpaseupb”.
KpaLye poskaxiTb KOHKPETHO Npo CUTyaLii, Konv BK BOAno npaurosany y KoMaHg,.

7. BucnoBnioBaTtn Hag3BUYaNHY NPUXUIbHICTb A0 KOMNaHii

He ncynte moTuBauiiH1n NUCT po3noBIgaMN NPO Te, AK CUIbHO BU fobuTe Lo
KoMnaHito. Bukopuctante ioro ang toro, abu ckasatu, gk Bu Byaerte il KOPUCHI.
JlecTouui - Le 4yyaoBo, ane He NepecTapanTecCs.

8. [lpyKapcCbKi MOMUIKHK

3By4nTb HaHanbHO, OQHAK KONMW BU HaacunaeTe 3asBu Ha H6arato nocag abo npocTo
CTOMIIEHI, NOMUIKN MOXYTb TPaNMATUCS, | BOHU MOXYTb KOLUTyBaTh Bam cnisbecign.
Hacnpasgi, 70% meHexepiB 3 HaMy CTBEPAXYIOTb, LLO BOHN aBTOMaTUYHO
BiAKMAAOTb MOTUBALIMHUIA NUCT 3 ogpykamu. NepeBipTe Tpudi, Y BU HagcunaeTe
CBIil1 NTUCT 3a NPaBUITbHOK aapeCcoto i NOTPIOHIN BaM 0cobi, a TakoX nepesipTe
npaBonNnC Ta rpaMaTuky.

He HagcunaTtn MOTMBaLIMHUIA NNCT - LUe Tak caMo NoraHo Ans BaLlol Kap'epu, sK
13anTn 6e3 3anacHOro koneca B aBTO ANA Baworo Ao6pobyTty. Bu 6 He Bupywmnn y
MaHapiBky 6e3 3anacHoro koneca. OToX, He BMpYLLUANTE Ha MNOLLYKN poboTun 6e3
Takol HeobXigHOI BaM NiATPUMKM SIK MOTUBALUINHWIA JIUCT.



