
HOW TO WRI TE A COVER LETTER 

A good cover  let t er  should always accompany your  r esume and may be t he essent ial key t o you 

get t ing a j ob. I t  should be br ief , wor d pr ocessed, neat  and f r ee of  er r or s. The cover  let t er  should: 

• Be addr essed t o a specif ic per son. I f  t he name of  t he per son is unknown, t hen use t he 

f unct ional t it le: “Dear  Manager ”. Do not  use “To Whom I t  May Concer n” 

• I dent if y t he specif ic posit ion you ar e applying f or  and how you discover ed t hat  posit ion. 

• Summar ize your  skills. And set  your self  apar t  f r om t he applicant s by ident if ying one 

unique t hing about  you. 

• Shar e wit h t he employer  your  availabilit y f or  an int er view and employment , and pr ovide 

inf or mat ion on how t hey may cont act  you. 

• The f ollowing is an example of  a cover  let t er : 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Dat e: 

Your  St r eet  Addr ess 

Cit y, St at e Zip Code 

Mr . (Ms./ Mr s.) Bob J ones, J ob Tit le (if  known) 

ABC Company 

Company Addr ess 

Cit y, St at e, Zip Code 

Dear  Mr . (Ms./ Mr s.) J ones: 

(Tell how you heard about  t he job opening).  I n t he Sept ember  10t h issue of  t he Sant a Cr uz 

Sent inel you adver t ised f or  a sales t r ainee. Please consider  me as an applicant  f or  t hat  posit ion. 

(Show ent husiasm and int erest  in t he company,  t heir  product  and or services of f ered.  Give 

examples of  how you t hink you’ll f it  in) I  will be gr aduat ing f r om XYZ High School in J une. My 

high school pr ogr am has included t wo year s as a mar ket ing and r et ail management  st udent . These 

cour ses helped me develop skills in sales, invent or y, cust omer  ser vice and t he use of  comput er s f or  

pur chase t r ansact i ons. 

(Describe your plan of  f ollow- up) My r esume is enclosed, which r ef lect s my skills and 

qualif icat ions. I  am available immediat ely f or  employment , and can int er view any day af t er  3:00p.m.  

I  appr eciat e your  consider at ion. You may r each me at  456 -1234. 

Sincer ely, 

 

(Your  Signat ur e) 

Your  Name (Typed or  pr int ed) 

 

Enclosur e 


