
The Purpose of the Cover Letter
• Identiiesthejobforwhichyouareapplying
• Introducesyoutotheemployerandcreatesanimportantirstimpression
• Givesapersonaloverviewofyourskillsandexperience
• Indicatesyourinterestinobtaininganinterview

The Structure of the Cover Letter
Usingabusinessletterformat,yourcoverletterwillinclude:
1.Youraddress,includingcity,stateandzipcode
2.Thedate
3.Thecompany’saddressandpersontowhomyouarewriting
4.Agreetingtothatperson
5.Theinformationyouwanttoconveyaboutyourselfandyourabilities
6.Aclosingstatementorsalutation
7.Yourname,phonenumberandemailaddress

The Body of the Cover Letter
1. Introduction (first paragraph) 

Explainwhyyouarewriting,thepositionforwhichyouareapplying,howyou
heardaboutthejob,andwhyyouareinterestedinthatparticularposition.

2. Specifics (second paragraph) 

Explainwhyyouarequaliiedforthepositionbybrielydescribingyour
education,personalworkqualitiesandexperiences.Next,describehowthese
qualiicationsmeettheminimumqualiicationsandhowyouremploymentwill
beneitthecompany.Explainanygapsinyourworkhistory,ifnecessary.

3. Closing (third paragraph) 

Thankthereviewerforhisorhertimeandconsiderationofyourapplication.
Lethimorherknowthatyouwillbecontactinghimorherinthenextweekto
scheduleameetingwhereyoucanfurtherdiscussyourqualiicationsandhow
youwillbeneittheircompany.Makesuretoincludecontactinformationsuch
astelephonenumberandemailaddress.

Salary History and/or Requirements 
Somejobadsmayaskyoutoshareyoursalaryhistory,anditisacceptableto
sharetheinformationinyourcoverletter.Itisimportanttobetruthfulbecause
recruitersusethisasatooltonarrowthelistofapplicants.Ratherthanlist
allsalaries,youcansimplygiveanaveragesalaryfromyourmostrecentjobs.
AnotherwaytocomplywiththesalaryrequestistousetheDiscoverprogram
availableattheCareerDevelopmentCenterorwww.salary.comandresearch
averagesalariesforthepositionadvertised,andsharethisinformationinthe
coverletter.

Cover Letter Writing Essentials

Cover Letter Do’s

•Dokeepthelettertoonepage.
•Doindthenameortitleofa
persontowhomtoaddressthe
letter.
•Dostartwith“Dear”andendwith
“Sincerely”or“Respectfully.”
•Doshareinformationina
creative,truthful,professional
manner.
•Dokeepyourparagraphsshort.
•Docheckspellingandgrammar.
Havesomeoneelsecheckitalso.
•Doprintonqualitypaper.
•Doemphasizeexperience.
•Listtransferableskillsifyouhave
notworkedintheield.
•Doconveyconidenceinyour
skillsandabilities.
•Doaskforaninterviewor
meeting.
•Doremembertosigntheletterin
pen.
•Dofollowupwiththeemployer.
•Dokeepacopyoftheletter.



Cover Letter Don’t’s

•Don’tlie.Bigorsmall.Ever.
•Don’twrite“ToWhomItMay
Concern.”
•Don’tduplicateinformationon
theresume.
•Don’tuseabbreviationsorjargon.
•Don’tuseitalics,astheyscan
poorly.
•Don’tstarteverysentencewith“I”
or“My.”
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Sample Cover Letter 1

9999AbbeyLane.,Apt135
Carrollton,KS77802


February10,2011


Mr.BobJones
JonesMedicalSupplyCenter
1000DivisionStreet
KansasCity,KS66103

DearMr.Jones:

IaminterestedinapplyingforthepositionofAccountRepresentative,aspostedonwww.careerbuilder.com.My
careergoalistogainadditionalknowledgeintheieldofsalesandmarketingandIamconidentthisposition
willofferthatopportunity.

Ascanbeseenfromtheenclosedresume,mywork-studyexperienceatAdamsCollegehasbeenintheareas
ofdirectsalesandnewproductmarketing.Thisbackground,coupledwithmyformaleducationinmarketing,
providesthequaliicationsandexperienceappropriatefortheentry-levelpositionavailableinyourdepartment.

JonesMedicalSupplyhasareputationforqualityproducts,andIwouldenjoysellingyourlineofmedical
supplies.IameagertoputintopracticesomeofthemarketingstrategiesIhavespentthelasttwoyearslearning,
especiallywithacompanyrecognizedasanindustryleader.

Ihaveenclosedacopyofmyresumeandwouldwelcometheopportunitytospeakwithyouinmoredetailabout
myqualiications.Icanbereachedattheaboveaddress,byphoneat(812)268-1666,orviaemailathopsons@
hotmail.com.ThankyouforyourtimeandIlookforwardtospeakingwithyou.

Sincerely,

(Signyourfullnamehereinpen)

SarahHopson




Sample Cover Letter 2

206LancartStreet
FarmersBranch,TX75244


October25,2010


Ms.CarolynA.Beatty
PresidentofCorporateAccounting
CentralCompany
555CorporateWay
Dallas,TX75255

DearMs.Beatty:

Reviewofyourcompany’scollegerecruitingliteraturehaspiquedmyinterestsinyourAccountingTrainee
Program.Theideaofhavingrotationalassignmentsinaccountsreceivableandaccountspayablesoundslikea
perfectitformyexperienceandcareergoals.Subsequently,Iaminterestedinschedulinganinterviewwithyour
irm.

IwillobtainanAssociateinAppliedSciencesdegreeinaccountinginDecemberofthisyear.Asanoutstanding
student,Ihavebeenrecognizedformyacademicachievementthroughthereceiptofvariousawardsand
scholarships,whicharedetailedonmyenclosedresume.Inaddition,Ihavealwaysbeenindustriousand
hardworking.ThisisevidencedbythefactthatIhavebeencontinuouslyemployed,eitherfulltimeorpart
time,sincetheageofsixteen.Inaddition,Ihavemanagedtoparticipateinseveralextracurricularactivities
thatdemonstratemyabilitytoeffectivelyorganizeandplanmytimetomaximumadvantage.Withmysolid
academicperformance,workethic,drive,organizationskillsandstronginterestintheaccountingield,Iam
conidentIhavethenecessaryelementstobeavaluablecontributiontoCentral’saccountingprogram.

Iwouldbepleasedtohavetheopportunitytointerviewwithyouandhopeyouwillgivetheenclosedresume
favorableconsideration.IwillcontactyoutheirstweekinNovembertodiscusssettingupaninterviewtime.
ThankyouandIlookforwardtospeakingwithyousoon.

Sincerely,

(Signyourfullnamehereinpen)

MargaretTemple







Sample Cover Letter 3



111WashingtonStreet
Hunter,IL60660

March1,2011


HumanResourceManager
LucasCountyHealthDepartment
HumanResourcesOfice
300GreenvilleRd
Lucas,IL00000

DearManagerofHumanResources:

WhenIreadyouradvertisementforaPatientCareRepresentativeonLucasCounty’swebsite,itseemedthatthe
jobdescriptionhadbeenwrittenwithmeinmind.Asyourequire,IamluentinbothEnglishandSpanishand
haveexcellentinterpersonalskills.Additionally,Ihaveexperienceinhandlingcashandperforminginventory.

Forthepastthreeyears,Ihavebeencaringforanelderlyrelativewhoisnowdeceased.Duringthattime,I
gainedaconsiderableamountofexperienceschedulingappointmentsandcommunicatingwithmedicalstaff
andpatients.Severaldoctorscommentedonmyempathyandpatienceindealingwiththeconfusionandfear
experiencedbymyrelative.

AssoonasIcompletemyAssociateinArtnextmonth,Iamavailabletostartwork.Asyouwillnoticeonmy
attachedresume,IhavesetasidetenhoursweeklytoactivelypracticemytypingskillsandIamconidentthatI
canmeetyourexpectationsinthisarea.

IameagertomakeadifferenceattheLucasCountyHealthDepartment.Iwillcontactyouroficeattheend
oftheweektoverifythatyouhavereceivedmyletterandresume,andtodiscusswithyoufurtherthejob
requirementsandmyqualiications.Untilthen,feelfreetocontactmeat(555)567-0000orjadams@jmail.com.

Thankyouforyourtimeandconsideration.

Respectfully,

(Signyourfullnamehereinpen)

JohnAdams





