Cherrate Cover Letter Format

Community College

Your Contact Information

Name

Address

City, State, Zip Code
Phone Number

Email Address

Header should be same format as your resume

Date
Employer Contact Information

Name

Title

Company

Address

City, State, Zip Code

Salutation

Dear Mr./Ms. Last Name, or Dear Hiring Manager,

Body of Cover Letter - Basic

The body of your cover letter lets the employer know what position you are applying for,
why the employer should select you for an interview, and how you will follow-up.

First Paragraph

The first paragraph of your letter should include a hook that draws the reader in/ It should
also include information on why you are writing. Mention the position you are applying for
and where you found the job listing. Include the name of a mutual contact, if you have one.

Middle Paragraph(s)

The next section(s) of your cover letter should describe what you have to offer the
employer. Mention specifically how your qualifications match the job you are applying for.
Remember, you are interpreting your resume, not repeating it.

Final Paragraph
Conclude your cover letter by thanking the employer for considering you for the position.
Include information on how you will follow-up.

Complimentary Close

Sincerely,

Handwritten Signature (for a mailed letter)
Career Center

Career Services | CWE | OST
Bldg. 2, Rm. 115, Salem
Source: Alison Doyle, About.com Guide 503.399.5026

Chemeketa Community College is an equal opportunity/ affirmative action employer and educational careercenter@chemeketa.edu
institution. To request this publication in an alternative format, please call 503.399.5192
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Typed Signature
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