Cover Letter Example

Your Name (alternatively, you may use your resume header for this section)

Address

E-mail (optional)

Date

Recruiter’s Name and Correct Title

Full Address

City, State, Zip

Salutation (Mr./Ms./Dr. Last Name):

Say exactly what you are applying for and how you learned of the opening.  Grab attention by detailing specifically why you would be a great candidate for the position and why you are specifically interested in this particular job and organization.  A creative opening can work as well, but first consider your audience and industry.  (Do this in 2-3 sentences, using this as an opening for the next paragraph.)

This is your MARKETING PARAGRAPH (and can be separated into two paragraphs if you have a lot to sell). Using your research into the organization and the job description/ad (or others that are similar), detail specific examples of your skills and experiences that are relevant to the opening and organization.  Do not rely on generalities.  Discuss your education, academic projects, specific work experiences, and personal qualities that will make the reader sit up and take notice.  Your job is to convince the reader that you are the most qualified candidate and that you would be immediately successful in the position.  

Divide long paragraphs.  Write from a “what’s in it for them” point of view and don’t use “stilted” language–write how you speak.  The reader is concerned with how you can make a contribution to the organization.  Stay away from “me-focused” statements.  Do not bring up negative information or apologize for a lack of experience, etc.  Make the reader believe that you believe in yourself.  Be very positive–do not “think”, “hope” or “feel” anything.  Display your writing ability.  Your grammar must be absolutely perfect.  Once you have completed the letter, read it out loud–a great way to catch mistakes.  Never go over one page. 

Your final paragraph is the ACTION PARAGRAPH.  You are either telling the reader the action you will take or trying to convince the reader to take action.  It’s important that you ASK for an interview.  Do not tell the reader you will call to set up your interview.  The subtleties of that type of phrasing can easily offend.  If appropriate, refer to your resume for your contact info.  If you are detailing how you will follow up, be realistic in your timing and method.  If this is a “hidden” opening (not advertised), it’s your job to follow up.

Closing,

Your Name (if you e-mail, there’s no need to sign.  Be aware of spacing differences for e-mail/non-e-mail for signing purposes)

