
Proofread your document for spelling and grammar errors.
Using spellcheck is not always reliable!

Address an individual. If you are not able to address a
specific person, address the hiring manager. 

Express your appreciation for the consideration of your
application. Kindness will make an impression!

If you were referred to this job by a current or past
employee mention that within the first paragraph.

Adapt a cover letter for each position. Like a resume, this
document should be tailored. 

Keep your cover letter to one page and be concise. 

Match your typeface to your resume. The consistency of
documents is professional and leaves an impression.

Cover Letter Tips

Anatomy of a
Cover Letter
Purpose of a Cover Letter
Cover letters are an opportunity to introduce yourself, express interest in an available position,
and expand on your skills, experience, and qualifications that make you an eligible interview
candidate. Information in your cover letter should be expanded information from your resume.

When writing your letter...



Cover Letter Layout
Insert Resume Header

Date

Employer Name
Title
Company
Street Address
City, State, Zip Code

Dear (address specific person, or the hiring committee),

Opening 
Paragraph

State your purpose and identify your interest in the available position. Include the
title of the position, how you heard about the position, and if you were
recommended for the position. This paragraph is an opportunity to captivate the
employer and demonstrate knowledge about the position and the organization. This
paragraph should be no more than 4 sentences - keep it brief!  

Middle 
Paragraph

Express your interest in the job and company while highlighting your experience,
skills, and experience that make you a viable candidate. Target 1-3 skills from your
resume and match them to requirements from employer for the available position.
Demonstrate in this section why you are a good match for this position. This is the
largest section of your cover letter and can vary from 1-2 paragraphs. 

Closing 
Paragraph

Reiterate your excitement and interest for the position. Thank the reader for
consideration of your document and express your enthusiasm for further discussions
regarding your qualifications. You may include next steps for contacting you and
contact information. 

Sincerely,

{Your Signature - scanned signature},

{Your Signature - typed signature},



Cover Letter Example


