
General Content  for  a  Cover Let ter 

 Provided by UK’s Nursing Career Resource Center 

UK Chandler Hospital – H -172 

859.323.3169 

sue.st rup@uky.edu  

Your Present  Address (or you m ay use the sam e heading you’ve used on your Resum e)  

City, State, Zip Code 

Date 

Mr./ Ms. Nam e of I ndividual 

Job Tit le of I ndividual 

Hospital or Organizat ion Nam e 

St reet  Address or P.O. Box Num ber 

City, State, Zip Code 

Dear Mr./ Ms./ Dr.________________:  

The first  paragraph indicates w hy  you are writ ing. State the posit ion you are applying for and how you learned of it . 

Em phasize what  you offer to the em ployer related to the posit ion you are seeking (not  what  they can do for you) . 

Cover let ters are usually three to four paragraphs long, centered on one page, and writ ten in a conversat ional style 

with short  sentences.  A cover let ter should not  be m ore than one page.  

The m iddle paragraphs highlight  the m ost  significant  inform at ion the em ployer will find when they read your resum e. 

Describe your educat ion, highlight ing your specialized t raining, related courses, cert ificat ions, and class projects 

related to the job you are applying.  

I t  is im portant  to read the ent ire Job Post ing carefully….if they state they want  som eone qualified with 

I nt raort ic Balloon Pum ps, or Swan Ganz m onitor ing, or pat ient  educat ion, or clinical research m ent ion that  you have 

XX am ount  of years of experience in this paragraph.  Briefly state your qualificat ions. Describe your work experience, 

act ivit ies, and skills which are related to the job you are applying.  Provide specific exam ples of accomplishm ents 

and situat ions where you dem onst rated these job related skills. You m ay also add inform at ion about  your experiences 

or personal work character ist ics not  listed on your resum e such as financing 100%  of college educat ion, scholarship 

recipient , etc.  Other exam ples of this m ay be that  you studied abroad, you were involved in m edical m ission work, or 

that  you are fluent  in a language.  This could even be Am erican Sign Language (ASL) .  

Sum m arize your  qualificat ions and interest  in the em ployer and the posit ion that  you have applied. Close the let ter 

with an appropriate request  for act ion. (Ask the em ployer to contact  you and provide your phone num ber, OR indicate 

when you will contact  them  to arrange a m utually convenient  t im e to m eet .)  Thank the em ployer for their  

considerat ion.  

Sincerely,  

(your signature in black ink)  

 

Full t yped nam e, credent ials (RN, BSN, MSN)  

Encl ( this abbreviat ion m eans you are enclosing or at taching som ething which is your resum e or references) . 

Rem inders:  

1)  Always run a spell check after creat ing, edit ing or updat ing your cover let ter and/ or resum e. 

2)  Be consistent  with fonts…if you used Tim es Rom an font  throughout  your resum e, use the sam e font  for your 

cover let ter  

3)  Do not  staple your cover let ter to a resume.  Print  out  both on nice, bonded resum e paper placing cover let ter 

on top of resum e if you are m ailing it  in the m ail.   


