Cover Letter Guide

What is a Cover Letter?
A well-written cover letter should always accompany your resumé.
The cover letter gives you the opportunity to draw an employer’s
attention to specific skills and experience outlined in your resumé,
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convey your research and knowledge of the organization, and
expand upon information which particularly matches you to the
position for which you wish to be considered. If you are emailing
your resumé to a potential employer, your email message can serve
as your cover letter. Remember that the cover letter is a reflection of your writing skills, so take time and care to proofread your
document.

General Guidelines
The structure of the cover letter typically consists of an introductory paragraph, a middle paragraph identifying
your specific strengths matched to the employer’s needs, and a concluding paragraph restating your interest in the
position and requesting an interview.
Your Street Address
Your City, State, and ZIP Code
April 9, 201X (Today’s Date)

If you would like to have your cover letter
reviewed, contact the Office of Career Services

Contact’s Name
Contact’s Job Title
Contact’s Employer
Street Address
City, State and ZIP Code

to schedule an appointment. Please plan to drop
off or email your documents at least 24 hours in
advance of your appointment time.

Dear Mr./Ms. Employer:
(Address the letter to a specific individual. Do the research necessary to find the name of the individual hiring for the position.)
First paragraph: Why are you writing
Indicate the reason for writing, the specific position or type of work for which you are applying, and how you
learned of the opening. Express your knowledge about and enthusiasm for this particular organization, its products, or its services.
Second paragraph: What you have to offer
Indicate what you can do for the employer. This is your opportunity to convince the employer that you can make a
unique contribution to their organization. Do your research! Highlight your skills, experience, knowledge, personal
qualities, academic background, and accomplishments most relevant to the job description. Link these positive
features to ways you can benefit the employer. Use specific examples to support claims you make about yourself.
Link your strengths and examples to the employer’s needs and to the stated job requirements. You may refer to the
enclosed resumé, but try not to repeat the exact information that the reader will find there. If necessary, this can be
two paragraphs.
Third paragraph: What happens next
Conclude by restating your interest in the position and the organization. Refer the reader to the enclosed resumé
or application form that summarizes your qualifications, training, and experience. Indicate your desire for a personal interview and repeat your contact information (i.e. phone number and email address). Close with a statement
that will encourage a response. For example, state that you will be in the city where the organization is located on
a certain date and would like to set up an interview. Or, simply state that you will call on a certain date and time to
inquire about an interview. Thank the individual for their time and consideration.
Sincerely,
Your handwritten signature (in blue or black ink)
Your Typed Name

