Guide for Writing Cover Letters
Letters must be addressed to a specific person.  They must be brief and to the point.

If you have not met this person, and they are or might know of someone in a hiring position, then keep the letter brief: 3 – 4 paragraphs.  Treat the letter as you would a network contact, namely, indicate you believe they may know of someone who might need your skills and experience; summarize in no more than 2-3 sentences (as the first paragraph.) Then give the most likely examples of your accomplishments that you think meets the requirements of either the company / organization or for the industry you are targeting.  3 – 4 examples should be enough (as the second paragraph.)  Lastly, (in the third paragraph) suggest a meeting, and indicate that you will call next (for example) Tuesday to determine a mutually agreeable meeting date.  Conclude with “Is the morning the best time for me to call?”

Attachment of a resume (CV) is optional.

This type of letter puts the onus on you to initiate the call.  Never leave it up to the person you are trying to contact; rarely will they call you.  However, you asked a question about what time of day.  If they respond, they have “taken the bait.”  Regardless, they now know when and why you will call to arrange a meeting.  Be sure to call as you / they specified.

------------------------

If, as in the above comments, someone has referred you to the addressee, mention their name in the beginning of the first paragraph.  All else remains the same.

------------------------

If you are responding to an ad mention the position in the first paragraph.  In an ad, you must read into or comprehend the ‘real’ needs of the position.  Then in the second paragraph, briefly state each need from the ad and indicate briefly your corresponding experience or accomplishment. Your last paragraph either indicates you will call, if a name and number / email address is given, and / or you are simply eager to discuss your capabilities and accomplishments and look forward to their reply.

If this is to a known position in a company, determine the department head or hiring manager (not HR), indicate you have learned of a position opening (name the position) and believe your background fits.  Then your second paragraph is like that of an ad or is like that to a network person.  Lastly, (in the third paragraph) suggest a meeting, and indicate that you will call next (for example) Tuesday to determine a mutually agreeable meeting date.  Conclude with “Is the morning the best time for me to call?”

Attach a resume (CV).

This type of letter puts the onus on you to initiate the call.

--------------------------

If this is to a recruiter, specify, in the first paragraph, the industries and positions you are targeting.  Summarize in the second paragraph (with a lead-in sentence) a list of your skills and / or key words to describe your experience.  Conclude in you last paragraph with the indication that you will call (for example, early next week) to follow-up and ensure your resume and objectives meet the recruiters needs.

If someone has referred you to the recruiter, mention their name in the beginning of the first paragraph.

Always attach your resume.
