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Cover letter for company profile
There are various ways to search for companies online and offline, depending on the size nature of the organization. It is easier to find information about bigger companies because they are often the ones publicized and written about. Check out these ways on how to find company profiles. Use Vault and Hoovers online. These websites have a
database of companies, and there are different options to locate a particular company. You can search for them through an alphabetical listing, geography, industry and classification. These websites may also have forums, advice and experiences from employees which allows you to learn more about the company culture through a person working
there. For in-depth information, these websites may require you to sign up for a monthly fee. Buy or subscribe to a magazine. Business magazines often feature companies both established and upcoming. There are several options to choose from, and if you are unsure which one to get, go to a newsstand where you can compare magazines first hand.
These articles are usually longer compared to a quick overview, and this allows you to know the company and its team more in depth. These magazines also have great website where you can quickly search for an article or company that they have published a couple of issues back. For local businesses, check your local employment or tourism office.
Cities may have a list of companies operating within its areas. Also, you may want to look online also. You may find local and smaller companies on websites like Business, which is a search engine for businesses and Merchant Circle, which is geared to local merchants. Merchant Circle is used by companies to promote their own businesses, and they
feature profile, websites, maps, favorites and other features. Talk to employees of the company whose information you are looking for. If you want a company overview, employees may have access to materials and brochures, and if you want to know a company more fully, they may be able to tell you about their own experiences and provide you with
more information regarding what you are looking for. Often in business, we are required to include a cover letter that will accompany a larger report that might be sent by mail, special delivery or even email. A formal cover letter has a very specific purpose and should be written in such a way that it introduces and describes the contents, reiterate the
salient theme of the report, as well as indicate next steps or actions to be taken. Use company letterhead stationary to compose a report’s cover letter in deference to the importance of the document it accompanies. Even if using email stationary, treat it as a paper cover letter by including an image of the company logo on the email page. Include the
day’s date as well as the address information including first and last name, title, business name, street and city address, zip code. Use the salutation “Dear” followed by a formal greeting such as the abbreviations Mr., Mrs., or Ms., if the individual is a stranger or “Dear” with the first and/or last name of the addressee if the individual is known. State
the purpose of the letter in the letter body using the words such as “This letter provides the (name of report) for your review or comment (or whatever the desired action). Use this opportunity to briefly summarize what the report is about. Try to sum up the purpose of the report as succinctly as possible – in one or two sentences maximum. Note the
conclusion of the report here while not giving away the essence of the report findings. You want the reader to read the actual report and not just the cover letter. The cover letter should whet the reader’s appetite for what will be found in the final report. Have a formal conclusion or next steps section where you state what the desired actions are from
the addressee. Do you want them to pass the document on or, sign off on the document or coordinate a larger meeting to present the findings? Be very specific about next steps as well as the day and date if time sensitive action is required. End the cover letter with a formal sign off such as Cordially, Very truly, or Best regards. Include the name and
title of the letter’s author. List the names of other individuals who will receive the report and cover letter in a cc list. By Ruth Mayhew Updated June 29, 2018 There are subtle differences between application letters and cover letters. However, the terms cover and application are sometimes used interchangeably. An application letter is often intended
to stand on its own, whereas a cover letter generally can't be the applicant's only document submitted to express interest in a job opening. Cover letters typically contain a brief introduction. The introduction in a cover letter consists of three to four sentences about the job seeker's work experiences, education, accomplishments and the type of
organizations he feels are best suited for his qualifications. On the other hand, an application letter might contain a more extensive introduction simply because this letter serves a purpose that's similar to the resume. Please accept my enclosed application for the position of executive assistant to your Vice President of Operations. I'm pleased to say
that my qualifications match your job requirements perfectly. In my current role with Genex Engineering, I handle all of the same duties and much more as executive assistant to the president and CEO for the past four years. My experience, education (bachelor's degree), strong communication skills and ability to manage complex tasks and solve
problems makes me an ideal candidate for your position. An application letter generally contains a brief description of the job seeker's work history or professional experience. An application letter often can substitute for a resume and, therefore, requires that the job seeker include specific information about her work history and professional
competencies. A cover letter shouldn't contain too much information about the job seeker's work history because it's merely an introduction to the resume. It's acceptable for a cover letter to reference the job seeker's work history in a sentence or two about her current or previous employer; however, it shouldn't contain details about any professional
experience. Example of Cover Letter Work History: Prior to working at Genex Engineering, I was executive secretary to the COO at Boomer Industrial Hose Inc. and started my career as a receptionist/ secretary for the Sales Manager at Geny Oil Corp. 10 years ago in Texas. No need to add more to your work history in a cover letter as it is thoroughly
covered in the accompanying resume. Example of Application Letter Work History: At Genex Engineering, I handle all of the duties required of your position and much more as executive assistant to the president and CEO for the past four years. In addition to providing secretarial and administrative support to the president, I train other secretaries to
support other high-level executives and regularly speak at conventions and manage trade shows. My responsibilities also include creating presentations and proposals, arranging travel for all the executives, generating reports and taking responsibility for confidential company documents. I spearheaded modifications in IT that generated increased
profitability for Genex and implemented a variety of upgrades in our accounting procedures dramatically cutting costs in that department. After describing your duties in your present position, you would then briefly describe your duties in your two previous junior-intermediate level jobs at Boomer and Geny Oil. A cover letter is a teaser. Its intent is to
capture the reader's attention enough to make the recruiter or hiring manager want to review the resume. The cover letter should contain just enough information that it doesn't give away everything about the applicant. An application letter, on the other hand, is a more comprehensive document. It describes the applicant's educational background,
certifications and licenses, and in some cases, salary history for job postings that require it. When an employer specifically requires a cover letter and resume, that's what the job seeker should submit. It's relatively rare that an employer will accept an application letter in lieu of a cover letter and resume. The two approaches are different and
employers use application letters infrequently when compared to how they use cover letters and resumes. An application letter is more appropriate for unsolicited interest, or when there isn't a job posting. For example, an application letter could be mailed to several employers that aren't advertising specific jobs vacancies as a way to provide a more
extensive introduction to prospective employers. A cover letter is almost always used to express interest in employment. An application letter can be used for employment purposes; however, it can also be used for applying for a place in an academic program or an internship program. Employers don't always require a cover letter, but it's always a
good idea to use a cover letter. On the other hand, an application letter might be the only requirement sought by schools or employers – with an application letter, it may not always be necessary to include a resume. A cover letter serves as a formal introduction to your resume, and allows you to expand on various aspects of your work history. A cover
letter can also help you make a generic resume appear more tailored for the specific job for which you are applying. Think of your cover letter as a tool for grabbing the potential employer’s attention in such a way that he’s enticed to continue reading your credentials. Most resumes follow a standard format of work history, education and professional
awards. You can draw attention to certain aspects of your resume through the cover letter text. Example: “I understand you are looking for someone with significant public relations experience. As you will see on my resume, I have conducted a number of effective PR campaigns for a variety of high-profile clients in your industry.” A cover letter allows
you to address what a potential employer is requesting in a job description, even if your resume doesn’t directly speak to the specifics. For example, if you’re applying for a sales position that has high earning quotas, you can detail your ability in this area by referencing your past employment. Example: “As you will note on my resume, I have worked
in high-capacity sales positions for the past 10 years. I was responsible for increasing sales quotas by 45 percent while with my last employer.” A resume contains facts. Your cover letter lets you demonstrate your personality. Use descriptive words, express your enthusiasm for the industry and make note of anything you know about the company that
can give you an edge. For example: “Yours is one of the most highly respected companies in this industry, and I am very excited about the prospect of joining your marketing team. I am especially enthusiastic about the potential of helping you build on your recent rebranding campaign, which I find to be highly innovative.” A cover letter is the perfect
place to make note of now how you came to learn about the job opening, especially if you were referred by a colleague, a former employer or someone who is already employed with the company. It provides a heads-up to the reader that you are someone to seriously consider even before they get to your resume. Example: “Mark Smith, your marketing
manager, referred me to this position. Mark and I worked together several years ago and I believe you will find we share a similar professional philosophy and work ethic.” By Lisa McQuerrey Updated July 01, 2018 Whether you're an independent contractor providing a report as part of an assigned project or a company employee drafting an internal
report for staff review, an attached cover letter will serve as a brief overview of the report's contents, and can help provide clarity about the report. Report cover letters summarize the details in the report, and provide an overview of why the report was requested, and what its contents are intended to do. Much like a cover letter you would draft to
accompany a resume when applying for a job, a report cover letter in business serves a similar purpose: It provides a snapshot and states that details will follow. It should not be confused with an executive summary, which is the narrative usually found at the beginning of a report, which indicates key findings and recommendations. In other words,
the cover letter tells you what's in the report, and the executive summary at the beginning of the report tells you why the information is important. Introduction -- who the report is aimed toward, and the purpose it serves. Example: To the Board of Directors: Attached please find the 2018 Annual Report that the board requested at the start of the new
fiscal year. Brief summary of rationale -- why the report was requested. Example: As requested, the report provides an in-depth overview of corporate profits broken down into six-month increments. It also provides a market summary which details cost projections and anticipated revenues moving forward, in 12-month increments. Bullet-point
overview -- a detailed list of other elements included: Example: Additional report contents include the following: Breakdown of costs, revenue and earning projections per department Market share analysis New product performance metrics When drafting something such as performance reports that will be delivered to human resources or to a
department director, the cover letter can be brief and to-the-point. Example: Attached please find six performance evaluations of marketing department staff members. The evaluations were conduced the week of January 5, 2018. Each has been reviewed and signed by the individual employee and also by that employee's immediate supervisor. As you
will read, the majority of the reports are quite positive, and several exceed expectations. Please let me know if you require additional information or documentation. Well-written project reports are usually all-inclusive, but a cover letter to accompany the report can be helpful, when it includes details, such as a summary of purpose and next steps.
Example: Attached please find an update on the re-branding campaign project the graphic arts department is conducting. Once approved by the marketing committee, the project can move into phase two, in which we will have a focus group that will help assess overall perception and name recognition. Take care to proof read your report cover letter
carefully before attaching. The letter serves as a first impression for the report's contents, and as such, should be professional and free of errors.
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