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 The Coǀeƌ Leteƌ  
The puƌpose of a Đoǀeƌ leteƌ is to peƌsuade the eŵploǇeƌ to ƌead Ǉouƌ ƌésuŵé aŶd gƌaŶt Ǉou aŶ iŶteƌǀieǁ. The 
leteƌ should haǀe thƌee ƌeĐogŶizaďle paƌts: the opeŶiŶg, ǁhiĐh eǆplaiŶs ǁhǇ Ǉou aƌe ǁƌiiŶg; the ŵaiŶ ďodǇ, 
ǁhiĐh lists tǁo oƌ thƌee of Ǉouƌ ŵajoƌ aĐĐoŵplishŵeŶts aŶd giǀes the ƌeadeƌ a good ƌeasoŶ to ǁaŶt to iŶteƌ-
ǀieǁ Ǉou; aŶd the ĐlosiŶg, ǁhiĐh eǆpƌesses a desiƌe foƌ futuƌe ĐoŵŵuŶiĐaioŶ.  
 

SuggesioŶs for aŶ efeĐive Đover leter:  
ϭ. Alǁays diƌeĐt youƌ leteƌ to a speĐiiĐ peƌsoŶ, pƌefeƌaďlǇ aŶ iŶdiǀidual ǁith hiƌiŶg authoƌitǇ. If Ǉou do 

Ŷot kŶoǁ to ǁhoŵ Ǉou should ǁƌite, Đall the ĐoŵpaŶǇ/sĐhool/ageŶĐǇ opeƌatoƌ foƌ the Ŷaŵe of the                
appƌopƌiate peƌsoŶ to ĐoŶtaĐt. Be suƌe to spell his/heƌ Ŷaŵe ĐoƌƌeĐtlǇ aŶd use the pƌopeƌ itle.  

Ϯ. Tailoƌ youƌ leteƌ foƌ the speĐiiĐ joď aŶd oƌgaŶizaioŶ. DO NOT use a ŶoŶ-peƌsoŶalized foƌŵ leteƌ. AŶ-
sǁeƌ the ƋuesioŶ, ͞WhǇ should I hiƌe Ǉou?͟ 

ϯ. Keep youƌ Đoǀeƌ leteƌ to oŶe page of thƌee shoƌt paƌagƌaphs.  
ϰ. WheŶ aŶsǁeƌiŶg aŶ adǀeƌiseŵeŶt, Đoǀeƌ all of the poiŶts ƌeƋuested iŶ the eǆaĐt oƌdeƌ outliŶed, siŶĐe 

soŵe pƌospeĐiǀe eŵploǇeƌs use those diƌeĐioŶs to test the appliĐaŶt's aďilitǇ to folloǁ iŶstƌuĐioŶs       
pƌeĐiselǇ.  

ϱ. Haǀe seǀeƌal people pƌoofƌead Ǉouƌ leteƌ foƌ gƌaŵŵaƌ, puŶĐtuaioŶ, spelliŶg, aŶd tǇpogƌaphiĐal eƌ-
ƌoƌs. Youƌ leteƌ ŵust ďe Ŷeat aŶd aďsolutelǇ eƌƌoƌ-fƌee. Realize the ƌeadeƌ ǁill ǀieǁ the Đoǀeƌ leteƌ as 
aŶ eǆaŵple of Ǉouƌ ǁƌiteŶ ĐoŵŵuŶiĐaioŶ skills.  

6. Use ĐoŶǀeŶioŶal ďusiŶess leteƌfoƌŵ oŶ staŶdaƌd size ;ϴ ϭ/Ϯ" ǆ ϭϭ"Ϳ ďoŶd papeƌ that ŵatĐhes Ǉouƌ        
ƌésuŵé. Oďseƌǀe ŵaƌgiŶs aŶd spaĐiŶg aŶd reŵeŵďer to sigŶ your leter.  

ϳ. MatĐh the foŶt used iŶ Ǉouƌ Đoǀeƌ leteƌ ǁith the oŶe used iŶ Ǉouƌ ƌésuŵé. This should ďe Tiŵes Neǁ 
RoŵaŶ oƌ Aƌial.  

ϴ. Edit youƌ Đoǀeƌ leteƌ Đaƌefully. Is it iŶteƌesiŶg aŶd peƌsuasiǀe? Does it iŶĐlude iŵpoƌtaŶt aspeĐts of 
Ǉouƌ Đollege eǆpeƌieŶĐe, Ǉouƌ peƌiŶeŶt ƋualiiĐaioŶs aŶd skills, aŶd a ďit of Ǉouƌ peƌsoŶalitǇ? Re-ƌead it 
fƌoŵ the eŵploǇeƌ's peƌspeĐiǀe - does it aŶsǁeƌ the ƋuesioŶ, "WhǇ should I hiƌe Ǉou?͟  
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 GeŶeƌiĐ Coǀeƌ Leteƌ Teŵplate  
 

Youƌ “tƌeet Addƌess  
CitǇ, “tate, )ip Code  
 

Date of WƌiiŶg  
 

Mƌ. oƌ Ms. EŵploǇeƌ  
Title of EŵploǇeƌ  
OƌgaŶizaioŶ  
“tƌeet Addƌess  
CitǇ, “tate, )ip Code  
 

Deaƌ Mƌ. oƌ Ms. EŵploǇeƌ:  
 

ϭst Paƌagƌaph: WHY. Youƌ opeŶiŶg should iŶǀite aŶd eŶiĐe the eŵploǇeƌ. State ǁhy you aƌe ǁƌiiŶg, usuallǇ 
to applǇ foƌ a posiioŶ. If Ǉou heaƌd aďout aŶ opeŶiŶg thƌough a peƌsoŶal ƌefeƌeŶĐe, tell the eŵploǇeƌ aďout it  
iŵŵediatelǇ; Ǉouƌ ƌefeƌeŶĐe’s Ŷaŵe should ďe the iƌst ǁoƌd of Ǉouƌ iƌst paƌagƌaph. If Ǉou aƌe ǁƌiiŶg aŶ  
uŶsoliĐited leteƌ to aŶ oƌgaŶizaioŶ ǁith Ŷo aŶŶouŶĐed opeŶiŶgs, ďe as speĐiiĐ as possiďle aďout the tǇpe of 
joď Ǉou aƌe seekiŶg. Tell ǁhy you aƌe paƌiĐulaƌly iŶteƌested iŶ ǁoƌkiŶg foƌ the oƌgaŶizaioŶ. Do soŵe  
ƌeseaƌĐh to iŶd out the oƌgaŶizaioŶ’s ŵissioŶ, ƌeĐeŶt histoƌǇ, seƌǀiĐes, aŶd Ŷeǁs aŶd ǁhǇ Ǉou ďelieǀe Ǉou it 
ǁith theiƌ philosophǇ oƌ Đultuƌe. Do Ŷot ƌestate the ĐoŵpaŶy ŵissioŶ, ǁeďsite oƌ pƌospeĐtus – they alƌeady 
kŶoǁ it!  
 

ϮŶd Paƌagƌaph: YOU. PƌeseŶt youƌ stƌoŶgest aŶd ŵost ƌeleǀaŶt ƋualiiĐaioŶs foƌ the joď, iŶ deĐƌeasiŶg oƌdeƌ 
of iŵpoƌtaŶĐe. Keep the eŵploǇeƌ's peƌspeĐiǀe iŶ ŵiŶd! “uĐĐiŶĐtlǇ eǆpaŶd oŶ iŶfoƌŵaioŶ pƌeseŶted iŶ Ǉouƌ 
ƌésuŵé; do Ŷot ŵeƌelǇ ƌepeat it. Use aŶ eǆaŵple of hoǁ Ǉouƌ listed skills/Ƌualiies ie iŶto the ĐoŵpaŶǇ’s  
Đultuƌe oƌ ŵeet the joď desĐƌipioŶ.  
 

ϯƌd Paƌagƌaph: CONTACT. Close ďǇ ŵakiŶg a speĐiiĐ ƌeƋuest foƌ fuƌtheƌ ĐoŶtaĐt. Make suƌe Ǉouƌ ĐoŶtaĐt  
iŶfoƌŵaioŶ ;eŵail, ŵoďile ŶuŵďeƌͿ is aĐĐuƌate. Keep Ǉouƌ toŶe ĐoŶideŶt! ReŵiŶd the ƌeadeƌ that Ǉou aƌe  
ǁilliŶg aŶd aďle to ďe of seƌǀiĐe to the oƌgaŶizaioŶ. ThaŶk the eŵploǇeƌ foƌ aŶǇ ĐoŶsideƌaioŶ he/she ŵaǇ 
giǀe to Ǉouƌ appliĐaioŶ. It is appƌopƌiate to state that Ǉou ǁill ďe ĐalliŶg ǁithiŶ a shoƌt peƌiod of iŵe to 
͞aŶsǁeƌ aŶǇ ƋuesioŶs͟ theǇ ŵaǇ haǀe.  
 

“iŶĐeƌelǇ,  
 

;Youƌ HaŶdǁƌiteŶ “igŶatuƌeͿ  
 

Youƌ TǇpeǁƌiteŶ Naŵe  
EŶĐlosuƌe: Résuŵé  
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 Saŵple ϭ - 
Coǀeƌ Leteƌ 

 

Jonah Wales 

1234 Brown Lane 

Wheaton, IL 60187 

 

March 8, 2012 

 

Ms. Elizabeth Simons 

Director of Human Resources 

Patmos Travel Services 

999 Island Way 

Brownsville, IL 76543 

 

Dear Ms. Simons: 
 

I would like to be considered for the Marketing Intern position posted on your website. Patmos 
has an excellent reputation for customer service, and I am eager to be part of a team that seeks to 
provide a product to a customer that surpasses the customer’s expectations. 
 

I am currently a junior at Forrest University and have created all of the marketing materials for 
Forrest’s Environmental Club for the past two years. I recently finished the marketing campaign 
for our year-end banquet. The event drew 200 students and community members, a 50%  
increase from the previous year. I have also taken Graphic Design I & II and am experienced 
with Microsoft Photo Editor and Publisher.  
 

Thank you for your consideration of my qualifications. I am available to interview at your  
convenience and may be reached at 630-752-5047 or by email at jonah.wales@gmail.com. 
 

Sincerely, 
 

 

Jonah Wales 

Enclosure: Résumé 
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 Saŵple Ϯ -  
PeƌsoŶal Lead Coǀeƌ Leteƌ  

 

Daniel Lyons  
4321 Main St. Apt 12  
Wichita, KS 12345  
Daniel.Lyons@den.com  
 

March 8, 2012  
 

Ms. Deborah Judge  
Director of Human Resources  
Sailboats, Inc.  
123 Water Ave.  
Oceans, KS 45678  
 

Dear Ms. Judge,  
 

Professor Peter Rock at Gibraltar University recently informed me of your opening for the  
position of Sales Associate. As a Communication major who is graduating in May, I am  
especially interested in the presentation skills this position requires. I have been an active  
participant on Gibraltar University’s Speech Team for two years and excel at giving  
informative and persuasive speeches to a wide range of audiences.  
 

Dr. Rock mentioned the importance of Spanish fluency at Sailboats, Inc. I have studied  
Spanish for six years and was chosen among several of my peers to lead an after school  
program that teaches children Spanish. I am eager to apply my language abilities to a new  
position and welcome the opportunity to provide you with a written sample of my work.  
 

I have enclosed my résumé for you to review. I am available for an interview at your  
convenience and may be contacted at 123-456-7890 or by e-mail at dan.lyons@den.edu. Thank 
you for your time and consideration of my qualifications.  
 

Sincerely,  
 

 

Daniel Lyons  
Enclosure: Résumé  
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 Saŵple ϯ -  
Eŵail Coǀeƌ Leteƌ  

 

Dear Mr. Paul Thorne,  
 

Please consider me for the Marketing Associate position as posted on your website. I am  
interested in the Damascus Company’s groundbreaking work in light bulb technology and  
appreciate your consideration of my attached résumé.  
 

I look forward to discussing my qualifications with you at your convenience. I may be reached 
at 123-456-7890.  
 

Priscilla Aquilla  
p_aquilla@yahoo.net  


