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!
How to Use the S.I.S. !

Note: Each organization has it’s own unique culture. Using this guide, you should understand more about the 
organization you’re targeting. These cultural characteristics should generally guide the way you develop your cover 
letter and approach to their people. Compliment this information with targeted research about the organization. !
Step 1: What Size is this Organization? 
Small Organizations 
These organizations have less than 15 employees, and there are literally millions of these business in the 
world. At these organizations, you’ll need to be responsive to a variety of needs by the organization because 
there aren’t many employees and these firms are often working with fewer resources than larger 
organizations. So, you’ll want to communicate that you’re a team player and that if a situation arises where 
you need to support an area of the business that’s not in your job description, you’ll do what it takes to keep 
the organization running. Your audience will likely be an assistant responsible for screening resumes and 
cover letters or it might be the founder of the organization themselves, so personal appeals and mission-
oriented language will be especially effective. [Click Here for Further Reading] !
Medium-Sized Organizations 
These organizations have between 15 and 250 employees. In these organizations, you’ll likely have a job 
that’s fairly well defined and will tend to work within a specific department or team. These organizations 
tend to have fairly strong organizational cultures. You’ll likely meet and work with the founder, CEO, or 
director of the organization regularly. So, highlight your commitment to the organization’s mission and your 
interest in being part of the team. Your audience is likely to be an HR representative who does more than 
recruit, so personal appeals might resonate with them.  [Click Here for Further Reading] !
Large Organizations 
These organizations have 250+ employees and can be very large. Generally, they have extensive resources: 
people, money, and partnerships. In these organizations, your role will be well-defined and very often, you’ll 
be working with more people than you’re capable of personally knowing. These organizations need people 
who are capable of working within a structured system and who are comfortable being managed by 
metrics. So if you’re approaching a large organization, you’ll want to highlight your ability to work well on 
teams and to respond to the organization’s strategic initiatives. Your audience is likely to be a dedicated 
recruiter who works exclusively on hiring people, so use professional, formal language rather than personal 
appeals and mission-oriented language. [Click Here for Further Reading] !
Step 2: What are the Cultural Tendencies of this Industry? 
Professional Services (e.g. Law, Accounting, Recruiting, Outsourcing, Public Relations) 
These organizations rely heavily on recruiting talented, ambitious people, providing excellent customer 
service, so focus on interpersonal skills and a client-centered attitude. [Click Here for Further Reading] !
Travel, Leisure, and Tourism 

http://www.forbes.com/sites/jasonnazar/2013/09/09/16-surprising-statistics-about-small-businesses
http://www.economist.com/news/business/21564893-medium-sized-firms-are-unsung-heroes-america%E2%80%99s-economy
http://smallbusiness.chron.com/organizational-structural-differences-between-small-large-businesses-10678.html
http://executiveeducation.wharton.upenn.edu/for-organizations/industry-capabilities/professional-services
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These firms are in the experience business and their job is to make their customers have an amazing time. 
They rely on recruiting people who are extremely service-oriented and who can do that in a structured 
setting (e.g. a very large hotel or resort). So, focus your approach on doing everything it takes to create 
amazing experiences for clients. [Click Here for Further Reading] !
Entertainment and Media 
In today’s interconnected world, entertainment and media organizations are increasingly going global. So 
focus your approach to these organizations on your awareness of the global nature of the industry and 
interconnectedness between consumers and content producers. [Click Here for Further Reading] !
Consumer Retail (Not Luxury Goods) 
Key issues in retail are: managing large groups of floor employees and mid-level staff and monitoring 
inventory and sales trends. So, focus on your ability to work with a diverse group of people and also your 
ability to understand metrics like inventory levels and sales trends to help the company optimize 
productivity. [Click Here for Further Reading] !
Aviation and Aerospace 
In this industry, mistakes can cost peoples’ lives. So a culture of safety, research, regulation, and monitoring 
has evolved over the years. Focus on your ability to be detail-oriented, to make decisions based on data, and 
to work within a structured but innovative environment. [Click Here for Further Reading] !
Banking, Investing, and Financial Services 
Financial service organizations are in the business of managing risks, making profits, and dealing with 
government regulation. For employees, balancing these motivators can be extremely stressful, and hiring 
managers know that. The industry is constantly trying to support risk-taking while maintaining centralized 
control of the organization. Focus on your ability to handle stress, to make calculated risks (you might 
highlight your mathematical aptitude), and work in a structured environment. [Click Here for Further Reading] !
Pharmaceuticals, Hospitals, Medical Devices, and Biotechnology 
Companies in the health business constantly dealing with high research costs, government regulation, and 
the need to creatively market their products and services. To join these firms, the candidate will generally 
need to have specific knowledge related to medicine, health economics, and/or regulatory processes. So 
highlight your specific experiences in the industry, your interest in research and health, and your ability to 
work efficiently inside a highly regulated organization. [Click Here for Further Reading] !
Manufacturing, Wholesale, and Trade 
This industry is about supply chain management, vendor management, and client communications. So, 
highlight your interest in system efficiencies (e.g. IT for supply chain & manufacturing) and your ability to 
work with people who might be located in other countries. You might also indicate that you like to travel, 
because visits to trade fairs, production sites, and shipping sites is common. [Click Here for Further Reading] !
Government and Non-Profits 
There are many different kinds of government agencies, but you can be sure that almost any government 
agency will value candidates who strive to fulfill their mission and serve the public interest and who can 

http://scholarworks.umass.edu/cgi/viewcontent.cgi?article=1092&context=refereed
http://globaledge.msu.edu/blog/post/1476/the-entertainment-industry's-contribution-to-globalization
https://site.warrington.ufl.edu/iret/modules-on-retailing-in-china/module-8-retail-human-resource-management/
http://www.aviation.illinois.edu/avimain/papers/research/pub_pdfs/isap/vonwiemitshazha.pdf
http://www.bc.edu/clubs/bcfa/docs/vault/The%20Financial%20Services%20Industry.pdf
http://www.yale.edu/ybps/YERC/wp_RegentAtlantic_Pharma.pdf
http://business.illinois.edu/working_papers/papers/05-0118.pdf
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work well with people from many different ethnic and social backgrounds. So, focus on your commitment 
to their mission, to the public interest, and your ability to work within the existing system to make a positive 
impact for society. [Click Here for Further Reading] !
Computer Gaming 
Gaming companies develop a serious culture around the games they produce. These companies tend to hire 
people who love gaming, love the community, and are interested in developing great gaming experiences 
with the world. Focus on showing the firm that you’re aware of their line of games, the communities around 
those games, and your interest in joining the community. [Click Here for Further Reading] !
Software 
In order to create great software, you need great developers. Also, the industry tends to be very competitive, 
so these firms often require employees to go through cycles of devoting very long hours while rolling out a 
new product very quickly. Highlight your interest in software technology (e.g. coding, hacker culture, and 
user experience), your interest in being part of a tight-knit team, and your ultimate commitment to the 
organization when you need to work long hours. [Click Here for Further Reading]  !
Defense 
Two themes in the defense industry are intellectual property (IP) and government partnerships. In an IP 
business, research and security concerns are important. Also, when working with militaries and 
governments, high levels of regulation often mean strict processes. These industries often feature ex-
service people, so they tend to be fairly regimented. Focus on your qualifications, your commitment to 
excellence, and your ability to work in a structured environment. [Click Here for Further Reading] !
Food and Beverage (Sales and Distribution, not Restaurants) 
These organizations tend to be about branding, marketing, and sales (food processing is more like 
manufacturing). Typically, product knowledge, the ability to develop relationships, and the ability to work on 
teams determine success in these organizations. Also, note that ethics is becoming increasingly important 
in food and beverage organizations (health, fair trade, and global ethics). In your approach, let them know 
that you’re passionate about the organization’s products, that you’re a team player, and that you want to 
advance the organization’s ethical missions whenever possible. [Click Here for Further Reading] !
Universities and Education 
Academic organizations value people who want to serve their mission of enlightening students. These 
organizations also tend to value ethnic and social equality. So, highlight your commitment to education, 
research, and student service. [Click Here for Further Reading] !
Luxury Goods 
The luxury market is extremely competitive and responsive to consumer trends. Also, these brands aim to 
be something that people around the world aspire to own. Highlight your interest in cultural trends (e.g. art, 
fashion, and music), your ability to understand the world of wealthy individuals, and your interest in 
excellence. [Click Here for Further Reading] !
Management Consulting 

http://www.lawschool.cornell.edu/publicservice/public-sector-cover-letters.cfm
http://books.google.com/books?id=DeY_F3wP56oC&pg=PA140&lpg=PA140&dq=culture+of+the+computer+gaming+industry&source=bl&ots=BTvAlLThlH&sig=-EOHf-0UkFPanFqJMzFF9eG6vKA&hl=en&sa=X&ei=Ey3hU6edBoSBogTW3IKgCw&ved=0CG4Q6AEwCTgK#v=onepage&q=culture%20of%20the%20computer%20gaming%20industry&f=false
http://csc-studentweb.lr.edu/swp/berg/PhD%20Backgound%20material%20-%20dissortation/Literature_articles/A%20set%20of%20Human%20factors/Culture-%20%20Software%20stories-%20%20three%20cultural%20perspectives%20on%20the%20organi.pdf
https://www.princeton.edu/~ota/disk1/1992/9202/920209.PDF
http://www.iese.edu/en/about-iese/news-media/news/2014/june/the-four-driving-forces-of-the-food-industry/
http://hr.gwu.edu/university-culture
http://knowledge.wharton.upenn.edu/article/the-luxury-market-trying-to-hit-a-moving-target/
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These organizations are in the business of selling advice and rely on their ability to leverage intellectual. 
They tend to value high academic achievers and people who present themselves well in a professional 
context. Highlight your ability to solve complex problems, to perform cutting-edge research, to work under 
pressure, and to work with very demanding clients. [Click Here for Further Reading] !
Marketing and Advertising 
These organizations are in the business of responding to the marketplace. To do this, they’re constantly 
interviewing customers, identifying trends, and creatively packaging products and ideas. Highlight your 
interest in social media, cultural trends, innovative technologies, your ability to think creatively, and your 
interest in creating communities around products and services. [Click Here for Further Reading] !
Oil, Energy, and Utilities 
Safety, engineering excellence, and government regulation are all major themes with these organizations. 
Also, people in these sectors realize how important their work is to society. Highlight your interest in 
industrial innovation, your commitment to workplace safety and environmental stewardship, and your 
ability to work within a structured environment. [Click Here for Further Reading] !
Real Estate Development and Sales 
These organizations are generally started by a single entrepreneur and centered around finding, planning, 
and executing deals that will genuinely benefit the community around it. Many of these deals involve 
multiple partners and need people who can plan excellently, perform due diligence on deals, and make sales 
presentations. Highlight your ability to form relationships with partners, to make sales or deal pitches, and 
your interest in developing the communities of the future. [Click Here for Further Reading] !
Telecommunications and Large-scale IT Solutions 
These organizations are in the infrastructure business. They are often dealing with large-scale projects that 
involve many suppliers, government oversight, and many people. Highlight your ability to manage the moving 
parts of long-term projects, your interest in technological innovation, and your interest in the 
communication infrastructures of the future. [Click Here for Further Reading] !
Step 3: Who Owns the Organization? 
Family, Founder, Co-op, or Partnership 
When an organization is privately owned, the managers of the organization can choose to run it in whatever 
style they choose. They tend to be receptive to mission-oriented candidates who understand the history of 
the organization. !
The General Public or Donors 
The managers of organizations that are funded with public money (e.g. tax dollars or grants) or charitable 
donations tend to be responsive to candidates who are in it for the public good.  !
Publicly Traded Organizations 
Publicly traded organizations (e.g. organizations on NASDAQ or the London Stock Exchange) try to grow 
consistently, so they tend to be responsive to candidates who are ambitious, who present themselves 
formally and with professionalism, and who understand the organization’s strategic challenges.

http://www.economist.com/node/1010858
http://www.bsu.edu/mcobwin/ajb/?p=69
http://mitei.mit.edu/news/risk-management-oil-and-gas-industry
http://www.gsd.harvard.edu/#/academics/courses/ses-05276-spring-2014.html
http://scholar.harvard.edu/files/tnkomo/files/vodacom_gsn_digital_0.pdf

