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Lesson 1: Creating a Cover Letter
Created: 05/2018 by the National FFA Organization

Student Learning Objectives
After completing these activities, students will …
1. Identify the components and format of cover letters.
2. Discover favorable and less favorable examples of cover letters. 
3. Compose an individualized cover letter.

Time Required:  50 minutes
Resources:  
1. FFA.org 
2. Website: The Writer’s Handbook: Writing Cover Letters, https://writing.wisc.edu/Handbook/CoverLetters.html 
3. Website: Cover letters — The good and the bad, https://www.seek.com.au/career-advice/article/cover-letters-the-good-and-the-bad 

Equipment and Supplies Needed:
1. A copy of the “The Good and the Bad” worksheet for each student
2. A copy of the “Cover Letter Activity” worksheet for each student
3. Internet access to play the video in real time or embed it in a PowerPoint ahead of time
4. Internet access to open the “Princess Card Trick,” https://www.magicmgmt.com/gary/welcome2/index.html 

These activities are aligned to the following standards: 
AFNR Performance Element
· CS.05 Describe career opportunities and means to achieve those opportunities in each of the Agriculture, Food & Natural Resources career pathways.
FFA Precept
· FFA.PL-A.Action: Assume responsibility and take the necessary steps to achieve the desired results, no matter what the goal or task at hand.
· FFA.PL-C.Vision: Visualize the future and how to get there.
· FFA.PL-E.Awareness: Understand personal vision, mission and goals.
· FFA.PL-F.Continuous Improvement: Accept responsibility for learning and personal growth.
· FFA.PG-I.Professional Growth: Assume responsibility for attaining and improving upon the skills needed for career success.       
· FFA.CS-M.Communication: Effectively interact with others in personal and professional settings.
Common Career Technical Core
· AG5 Describe career opportunities and means to achieve those opportunities in each of the Agriculture, Food & Natural Resources career pathways.
Common Core- Writing
· CCSS.ELA-Literacy.W.9-10.2 Write informative/explanatory texts to examine and convey complex ideas, concepts, and information clearly and accurately through the effective selection, organization, and analysis of content.
Common Core- Speaking and Listening
· CCSS.ELA-Literacy.SL.9-10.1 Initiate and participate effectively in a range of collaborative discussions (one-on-one, in groups, and teacher-led) with diverse partners on grades 9-10 topics, texts, and issues, building on others' ideas and expressing their own clearly and persuasively.
· CCSS.ELA-Literacy.SL.9-10.2 Integrate multiple sources of information presented in diverse media or formats (e.g. visually, quantitatively, orally) evaluating the credibility and accuracy of each source.
Common Core-Literacy in Science & Technical Subjects: Writing
· CCSS.ELA-Literacy.WHST.9-10.4 Produce clear and coherent writing in which the development, organization, and style are appropriate to task, purpose, and audience.
· CCSS.ELA-Literacy.WHST.9.10.6 Use technology, including the internet, to produce, publish, and update individual or shared writing products, taking advantage of technology’s capacity to link to other information and to display information flexibly and dynamically.
AFNR Career Ready Practices
· CRP.04 Communicate clearly, effectively, and with reason. Career-ready individuals communicate thoughts, ideas and action plans with clarity, whether using written, verbal and/or visual methods. 
· CRP.10 Plan education and career path aligned to personal goals. Career-ready individuals take personal ownership of their own educational and career goals, and they regularly act on a plan to attain these goals.
Partnership for 21st Century Skills 
· Communication
· Initiative and Self-direction
· Leadership and Responsibility

Lesson Plan:
1. Bell Ringer: Go to https://www.magicmgmt.com/gary/welcome2/index.html. Choose the “Princess Card Trick.”
a. Show students the cards and have them pick a card that is shown.
b. Students should write down the card they picked.
c. Drag the cards around on the screen to mix them up.
d. Click next.
e. Have students confirm if their card is gone or not. Everyone’s card should be missing.
f. See if students notice why their card is gone. (Hint: all the cards changed.)
g. Students will eventually figure out why (through discussion, sharing of what card each picked, etc.)
h. Determine how quickly students figure out how the “trick” worked.

2. Introduction: It usually takes a while for people to notice that all the cards changed, because they focus so much on “their” card. This is called “change blindness,” and most people suffer from this. We become so focused on a task at hand that other things get overlooked.
a. Why would knowing that “change blindness” exists be important when sending letters to potential employers?
b. How can you be sure that your letter will be noticed by a potential employer?
c. Wrap up discussion around this point: An employer can become blind to everything except that on which they are focused. If an employer is looking through a thousand resumes and cover letters, the only ones they will pay attention to are those that use the words they are expecting to see — what they put in the job description and the skills they need the employee to have. You might have an excellent resume and cover letter, but if the words do not match up with what the employer is expecting to see, your letter gets bypassed. You have to tailor your resume and cover letter to match what the employer is expecting. 


Today, we’re going to discuss how to create an effective cover letter to help you get a job interview.

3. Activity: 
a. Direct students to the online resource “The Writer’s Handbook: Writing Cover Letters.” The direct URL is  https://writing.wisc.edu/Handbook/CoverLetters.html.
i. Each student will need a copy of the handout “The Good, the Bad and the Ugly.” They will record their answers while using the resource.
b. After completing the activity, direct students to the cover letter example resource “Cover letters — The good and the bad.” The direct URL is https://www.seek.com.au/career-advice/article/cover-letters-the-good-and-the-bad.
c. Hand out the “Cover Letter Activity” worksheet and have students walk through the template to create their own cover letter. 

4. Follow-up: Identify five requirements needed when writing a cover letter. Explain why each is important. 

5. Leveling up: Have students work with younger FFA members to give advice and critique cover letters.

6. Exit Ticket: What is the purpose of a cover letter? Why are cover letters important?
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The Good and the BadAligned to the following standards:
CS.05; FFA.PL-A; FFA-PL.C; FFA.PL-E; FFA-PL.F; FFA.PG-I; FFA.CS-M; AG5; CCSS.W.9-10.2; CCSS.SL.9-10.1; CCSS.SL.9-10.2; CCSS.WHST.9.10.6; CCSS.WHST.9-10.4; CRP.04; CRP.10


Directions:
Part 1: Visit the online resource “The Writer’s Handbook: Writing Cover Letters,” available at https://writing.wisc.edu/Handbook/CoverLetters.html.   

1. Why are cover letters important?






2. What should you include in your cover letter?






3. How should a cover letter be organized?






Part 2: Now that you know the components and organization of a cover letter, visit the online resource “Cover letters — The good and the bad,” available at https://www.seek.com.au/career-advice/article/cover-letters-the-good-and-the-bad. Look at the examples of the good, the bad and the ugly and identify the pros and cons for each cover letter.


The Good:





From what you learned through this activity, write down 5 facts that can help you when you write a cover letter:





The Bad:
















Cover Letter Activity Aligned to the following standards:
CS.05; FFA.PL-A; FFA-PL.C; FFA.PL-E; FFA-PL.F; FFA.PG-I; FFA.CS-M; AG5; CCSS.W.9-10.2; CCSS.SL.9-10.1; CCSS.SL.9-10.2; CCSS.WHST.9.10.6; CCSS.WHST.9-10.4; CRP.04; CRP.10


directions:
Using the information from the previous activities, fill in the blanks with the correct information to create your own cover letter. 

_______________
Today’s Date

_____________________Recipient First and Last Name
Company Name
Street Address
City, State Zip

_____________________
_____________________
_____________________

Re: __________________
	Insert Job Title

Dear ___________________________________: 
		Mr./Ms. Recipient’s Last Name 


I am writing to express my interest in working as a(n) ________________________ for your Insert Job Title 

company after viewing your posting on _______________________. I possess the necessary skills you are seeking and would be a valuable addition to __________________________.Name of Website
Insert Company Name 


My experience at/with _____________________________ has provided me the opportunity to develop the qualifications you are seeking. My responsibilities included ______________________________________________________________________ ____________________________________________________________________________________________________________________________________________Briefly explain your role (make sure it is relevant!) 
Company or Organization 

I have attached my resume for your review, and I look forward to speaking with you further regarding the position of _____________________________. I can be contacted via phone Insert Job Title 

___________________ or email _________________________. Thank you for your time and consideration.Insert your phone number
Insert your email


Sincerely, 

_______________
Sign your first and last name

_______________ Print your first and last name

KEY: The Good and the BadAligned to the following standards:
CS.05; FFA.PL-A; FFA-PL.C; FFA.PL-E; FFA-PL.F; FFA.PG-I; FFA.CS-M; AG5; CCSS.W.9-10.2; CCSS.SL.9-10.1; CCSS.SL.9-10.2; CCSS.WHST.9.10.6; CCSS.WHST.9-10.4; CRP.04; CRP.10


Directions:
Part 1: Visit the online resource “The Writer’s Handbook: Writing Cover Letters,” available at https://writing.wisc.edu/Handbook/CoverLetters.html.   

1. What should you include in your cover letter?

Match the employer’s needs to your skills
Tailor to each job opportunity
	Write clearly, use action verbs
	Show some personality

2. How should a cover letter be organized?

Opening Paragraph — why you are writing, point of contact (how you found out about the job), brief detail about yourself
	
Body Paragraphs (2 to 3) — highlight biggest point on enclosed resume, highlight points that directly link to position, show how your education and experience link to position

Closing Paragraph — stress action, indicate if other materials are included or being sent, thank reader for consideration

3. Why are cover letters important?

It is the first impression employers have of you. It gives them a little insight into who you are.




Part 2: Now that you know the components and organization of a cover letter, visit the online resource “Cover letters — The good and the bad,” available at https://www.seek.com.au/career-advice/article/cover-letters-the-good-and-the-bad. Use the examples of the good and the bad to identify the pros and cons (if any) for each cover letter.

The Good:


Pro — Very well spoken, highlights strengths, call to action

Con — Everything looks good on this cover letter


The Bad:

Pro — Connects what they have learned at their previous job

Con — misspellings, don’t know anything about the company
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FFA makes a positive difference in the lives of students by developing their potential for premier leadership, personal growth and career success through agricultural education.











