Helpful Hints

for 

Writing Cover Letters

   1. Each letter should be an original: no photocopies.

   2. Address the employer by name and title. Research names on organizations' web sites or in the library. You can also call the company.

   3. The goal of your opening is to capture the employer's attention. You may want to refer to a mutual contact who referred you for the position or present a reason (e.g., qualities and skills) that the employer should consider you the "right fit" for the organization. Remember that an employer may receive hundreds of cover letters. You need to create enough interest in your opening that the employer feels compelled to continue reading.

   4. Make your cover letters concise. A cover letter should be one page with three to six paragraphs. 

   5. The body of your cover letter should highlight your experiences and accomplishments. Focus on the needs of the employer to whom you are writing. You want the reader to believe that hiring you will mean improved services, innovative ideas, greater efficiency, or increased productivity. 

   6. Your cover letter should ask for something--most often an interview. State how you plan to follow up with the employer.

   7. Your closing should briefly summarize the body of the letter. Leave the reader with an important thought to remember you by. 

   8. Check and recheck your cover letter for errors. Look closely for mistakes in grammar, punctuation, and spelling.

   9. Have someone else proofread and critique your cover letter.

  10. Select quality bond paper for your final copy. The paper you select should coordinate with the paper you use for your résumé.

  11. Use a letter-quality or laser printer and black type.

  12 Fold and mail your cover letter and your résumé in a matching envelope or mail them flat in a 9" x 12" white or manila envelope.

Cover Letter Guide

Include an introductory cover letter with each résumé you send to employers. Each letter must be originally typed and signed.

Your Present Address

City, State, ZIP Code

Date

Person's Name*

Title

Employer Name

Street Address

City, State, ZIP Code

Dear (Mr., Ms., Dr., etc.):+ 

(First Paragraph) Indicate the reason for writing, the specific position for which you are applying, and, if there is a position opening, the source from which you learned of the job and the date it was posted. If you are inquiring about jobs in general and no opening was advertised, indicate your interest in career opportunities in your field.

(Second Paragraph) Mention why you are interested in the position or organization and its products or services. Relate your academic or work background to the position for which you are applying--how are you qualified for the position? Point out your practical work experience, specific achievements, and unique qualifications. Mention information other than what is on your résumé.

(Final Paragraph) Refer the reader to your enclosed résumé, which summarizes your qualifications, training, and experience. You may also mention how an employer can obtain your references or credentials. Refer to your interest in a personal interview. You may suggest several dates or indicate your flexibility as to the time and place. Restate your interest and indicate your eagerness to meet personally to learn more about the position. Include your phone number. If the vacancy notice included the employer's phone number, indicate that you will call within seven to ten days to find out if an interview can be arranged. If you indicate you will call, follow through! Thank the employer for taking the time to read your letter and résumé.

Sincerely,

(Your written signature)

Your typed name

Enclosure(s) (refers to enclosed résumé, reference list, etc.)

* Make every effort to get a specific name. If you absolutely cannot, address your letter to the right department, making sure you know the current name of the department--for example, Human Resources vs. Personnel.

+ If you are unable to get a name or do not even have the employer name (as in a blind ad), do not use "Dear

Sir/Madam" or "To Whom It May Concern." "Dear Employer," "(Position Title) Search Committee," or

"Director of (fill in appropriate department)" are examples of appropriate salutations in these cases.

Sample Cover Letter

206 Summit Avenue

Oakdale, Indiana 46255

April 8, 1999

Ms. Kathleen Hamilton, R.N.

Nurse Recruiter

General Medical Hospital

1505 Washington Avenue

Pittsburgh, Pennsylvania 15205

Dear Ms. Hamilton:

Innovative, caring, and trustworthy. These are the qualities that characterize General Medical Hospital and its employees. As my résumé shows, these are also qualities I possess and hope to demonstrate as a Registered Nurse with General Medical.

I have completed clinical rotations in Psychiatric-Mental Health, Emergency Room and Intensive Care Units. Each rotation has enabled me to work both independently and interdependently with people and health care team members in a hospital setting. My clinical experiences have provided me with opportunities to assist RNs in administering direct patient care and helping patients perform daily living activities.

The staff development programs that I participated in while working as a Student Nurse Aide broadened my awareness of current trends and breakthroughs in the field of medicine and nursing.

In May I will graduate from Ball State University with a Bachelor of Science degree in Nursing. I am confident that my practical experience and knowledge of nursing procedures will allow me to make immediate contributions to your hospital. I look forward to meeting you soon to discuss how my skills can meet General Medical's needs. I will call you the week of April 15 to arrange an interview.

Sincerely,

Catherine E. Rothchild

Enclosures

