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Cover Letters

Use a formal business letterformat, which includes theaddress block of the person towhom you are sending theletter.
Address Block: Researchthe organization andidentify the hiringmanager wheneverpossible.

FIRST PARAGRAPH:

-Include the position to which you are

applying.
-Provide a brief overview of your

qualifications for the role. -Indicate why

you are interested in that specific

organization and role,  emphasizing that

you have to offer them, instead of what

you want from them

-If someone referred you to the position,

mention it here.

Use formal titles and the

individual's last name. 

 
TIP: "Mrs." should not be

used unless you have

been instructed to do so.

"Ms." is the proper title

for women you do not

know.

FINAL PARAGRAPH: 

-Summarize your qualifications. 

-Request an interview. 

-Mention the best way to contact

you. 
-Thank the employer for their

time. 
-Including a signature is optional

if the letter is sent electronically.

MIDDLE PARAGRAPHS: -Use 1-3paragraphs to describe thespecific skills and experiencesyou have relevant to the role. -Use SPECIFIC examples. Don'tjust say you have leadershipexperience. Tell the employerwhat you accomplished andwhat you learned, referencing aprevious position orexperience.  
 

TIP: 
Customize EVERY cover letter to the specific

position to which you are applying. 
 

Employers will often discard candidates who
use generic cover letters. 

 
Use the language and requirements of the job
description to guide your word choices and to

select specific relevant experiences to
highlight.

Your resume, cover letter, and references

page should all use the same headings,

fonts, and formatting.


