Corporate Service Corps:

Cover Letter Guide
This cover letter guide should provide proper guidance to all CSC participants as they prepare their cover letter for their CSC assignment.  It is worth mentioning the purpose of this letter is to assist our NGO implementation partners with the client matching process, as well as provide a professional and personal introduction of you to the local client.  This is why the content of the cover letter includes professional skills and experience, in addition to personal hobbies and interests.  The end goal should be a one-page document which provides a personalized introduction, while highlighting your professional experience, skills, and other interests outside of work.  The below sample format provides a paragraph-by-paragraph guide to assist each of you prepare your cover letter.  Furthermore, the brief examples (in italics) were taken from previous CSC participant cover letters and should provide additional guidance.
A sample format is as follows:
Date

CSC Participant Name

Address

Email

Phone

To Whom It May Concern:

Paragraph 1:  Personal introduction and brief professional history.  Explain your current role, as simply as possible, and detail your professional career.
I am an application developer with 5 years of experience in Java web application and J2EE application development. In addition, the scope of my experience extends to application maintenance and troubleshooting, deployment, and working collaboratively with multiple entities on issue resolutions.

My job also involves leading small teams to accomplish specific project goals and ensuring key project deliverables are met.  I frequently mentor early tenure employees to help them define their career goals and learn new technical skills.
I am a Management Consultant with IBM Global Business Services (GBS) and specialized in Telecommunication Industry, involving in systems integration, revenue assurance, business process re-design, business requirement analysis, billing system operations, pre-sales, account management and project management. 

Paragraph 2:  Highlight specific skill sets.  Remember to keep the language non-technical / non-IBM jargon.  
On the technical side, I have built upon my engineering degree growing in-depth information technology (IT) skills both on the latest enterprise technologies and management of IT services for complex client environments. On the management side, I have developed significant business administration and people management competencies.

The unique combination of my knowledge in software application development and my insight to the infrastructure pieces gives me an edge in executing my job – that is, I can develop more efficient software application code and be more competent in finding and resolving issues.

My current profile is thus characterized by the following core competencies:

• Effective project management skills coupled with strong technical insight;

• Extensive business administration expertise covering most aspects of the management of a

company (strategy, operations, finance, human resources, marketing & communication);

• Significant people management and talent development skills

I have developed significant marketing competencies in different areas including but not limited to advertising, PR and internal communications, event management, channel marketing, brand management, and marketing management.
Paragraph 3: Personal interests, hobbies, motivations, etc.  This is where you can humanize your experiences and interests to relate to the local clients.
Outside of work, I enjoy seeing live music, playing music and drums, outdoor activities, and travelling.  I enjoy camping, backpacking, and especially bicycling.  

Finally, a wide range of personal interests (such as adventure travel, photography, web

publishing) allowed me to develop a variety of complementary skills ranging from orienteering, to

photo retouching and web design.

On a personal level, my motivation for joining the Corporate Service Corps is my desire to use my talents and skills to make a positive difference in our world, whether it affects a small group of people or the entire planet.
Paragraph 4:  Simple concluding paragraph summarizing your goals of CSC assignment and personal interests.
I am interested in a project where I can apply my analytical problem solving skills, organizational skills, and leadership to improve an operation.  I am especially interested in a project involving education, small business development or IT training.

Through Corporate Service Corps, I look forward to not only present my own skills to help solve problems, but also to learn and expand my horizon in seeing things from a different perspective.
Sincerely,

Your Name
IBM Corp.
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