Cover Letters

A cover letter is used to introduce your resume. It will give you an opportunity to describe your qualifications as it relates to the position you are applying to. It is essential to customize or tailor your cover letter to the specific job posting and/or organization to which you are sending your cover letter and resume. 

What to include:

· Paragraph one: Introduction
A brief introduction on why you are writing this cover letter
· Reference the specific position you are interested in. Mention how you found it, or reference the contact that referred you
· Explain why you are interested in the role/organization
· Include a closing sentence that ties in why you feel you are qualified for this position

· Paragraph Two: Highlight your qualifications-“Prove” your skills
Highlight three to four of your relevant experiences that directly relate them to the job description and/or company
· Feel free to pull experiences from your education, work experience, volunteer work, team projects, etc
· For example- if the employer is seeking someone who has experience with Microsoft Excel, explain or “prove” when, how and/or where you used this skill.

· Paragraph Three: Closing Statement 
Thank the person for their time and consideration and include your contact information, both email and phone number

Key Tips:

· Take the time to review the company literature, website, job posting, etc. to determine the company’s values and identity, and include your accomplishments and skills that align with the company

· Describe 3-5 relevant examples/accomplishments that would highlight your skills and abilities that would make you the best fit for the position

· Use the job description as your “cheat sheet”- The examples used throughout your cover letter should be relevant to what is stated in the job description

· Do not repeat word-for-word what is on your resume

· Keep it brief (one page) and in a professional format. The longer the letter, the less likely it will be read

· Type the cover letter; sign it if you are sending a hard copy

· Proofread, proofread, and proofread! Have someone else proofread it, and then proofread it again

· Ensure your email address and voicemail greeting are accurate, professional, and appropriate


Did You Know…??

Employers spend less than 30 seconds looking over your cover letter


 

Cover Letter Template


Your Name 
Your AddressIf sending your cover letter as the body of an email (with résumé attached), you do not need to include the date or full company address information. However, you should still include your contact information at the bottom of the email below your name.

Your City, State, Zip Code

Date 

Contact Person’s Name 
Contact Person’s Title 
Company Name
Company Address 
Company City, State, Zip Code 



Dear Mr. / Ms. __________:   (Or you may use Sir or Madam or To Whom It May Concern)

Introduction: The first paragraph explains the reason you are writing the letter.  State your intention clearly.  Include the reason you are contacting the person, or include the title of the position to which you are applying and how you learned about the opening (include the name of the source where you saw the posting).  If a networking contact referred you to the organization, mention the person’s name and explain your connection.  Include a sentence that highlights your skills that meet the position qualifications. This sentence will help transition into the next paragraph. 
NOTE: Do not start with, “My name is…” as your name is included at the bottom of the letter.

Body:  The body of the letter is where you describe your experiences and qualifications, and/or where you adapt your cover letter to the specific job and company/organization.  Emphasize relevant achievements, skills, and / or experiences.  Convey to the prospective employer: why you are a solid candidate for the position; demonstrate your understanding of the business; and explain why you will be an asset. 
 
Closing: The final paragraph should thank the contact for considering you for the position.  Be sure to include how you may be contacted.  Always include your email and telephone number.  

Sincerely,

SIGNATURE (if sending online, your signature is not required)

Your Name Typed








