What is a Cover Letter? *

· A cover letter introduces you and your resume to an employer, and you should send a cover letter with every resume you submit.

· A cover letter draws your readers' attention to specific qualifications. A resume presents a lot of information about your past employment and education, while a cover letter features specific qualifications that you think will impress your readers the most.
· A cover letter provides a sample of your written communications skills. Showing you can write well will demonstrate your intelligence and help to establish your credibility.
4 Key Parts of a Cover Letter *

1. Heading: Provides your contact information (name, address, phone number, and e-mail address), the date you’re writing, and the address of the company to which you are applying. 

2. Introduction: Begins with a greeting, such as “Dear Ms. Dawson,” followed by a statement of who you are and why you’re writing. You should mention where you heard of the job opportunity. Use your recommender’s name if possible. State the position you’re seeking. 

3. Argument: In two or three paragraphs: Describe the most important qualifications that prove why you are the best person for the job. Show the reader you possess the most important skills s/he seeks. Convince the reader that their company will benefit from hiring you. Avoid explaining your resume. Highlight accomplishments. Set yourself apart from other candidates. 

4. Closing: Reveals what you plan to do after your readers have received your resume and cover letter. Initiates follow up plans. Includes a final pitch.  Your letter ends with a salutations and signature, such as “Sincerely”. 

Tips *

· Cut fat, wordy sentences
· Use active verbs (see the attached list)
· Do not use passive voice
· Don’t exaggerate
· Think of the visual appearance of your letter
· Personalize each letter to the employer you’re writing to
Frequent Cover Letter Errors *

· Using pre-printed form letter rather than individually typed letters 

· One or more spelling or grammatical errors

· Using overly formal language rather than writing as if having a conversation with the reader

· Typing on “erasable” paper or using copy paper instead of “resume” paper

· Lack of organization, failing to have: an attention getting opening, a persuasive middle section, and/or a motivating end

· Double spacing the letter so that it takes two pages to cover what could be said in one

· Lacking graphic appeal. Typed too high on the page, margins too narrow, using dot matrix printer

· Paragraphs are too long and uninviting to the reader

· Forgetting to sign letter, indicating lack of attention to detail

· Using one or more initials rather than first name, projecting coldness and leaving reader ignorant as to whether a response should go to a Mr. or a Ms. 

* Adapted from “Professional Writing,” Purdue’s Online Writing Lab and “Cover Letter Handout,” Cooperative Education and Career Center, UM-Flint. 

Sample Cover Letter Format**

1234 Any Street

Anywhere, Anystate 12345

(123) 867-5309

email@yadayada.com
October 5, XXXX

Ajax Accounting Company

5678 Any Street

Anyhwere, Anystate 12345

Dear Mrs. Johnson

First Paragraph: Houses the reason for the letter, the specifics of your application, from which source you learned of the opening. 

Second Paragraph: Why you’re interested in the position, the company, product or services. If you have some practical work experience, point out the specific achievements or unique qualifications. Give examples. Try not to repeat the same information in the resume. 

Third Paragraph: Refer the reader to the enclosed resume or application blank which summarizes your qualifications, training, experience, or whatever media you may be utilizing to present yourself. Give examples of skills that you possess that relate to position you are applying for. You may want to include educational highlights and skills developed in coursework. 

Final Paragraph: In the closing paragraph, indicate your desire for a personal interview and your flexibility as to the time and place. Repeat your phone number in the letter and offer any assistance to help in a speedy response. Finally, close your letter with a statement or question that will encourage response. 

Sincerely, 

Signature

Fran Fingers

**Adapted from “Guidelines for Cover Letter.” CDC, UM-Flint

Action Words***

	Accelerated

Accomplished

Achieved

Acquired

Activated

Adapted

Addressed

Administrated

Advised

Allocated

Analyzed

Anticipated

Applied

Appointed

Appraised

Approved

Arranged

Assessed

Assisted

Assigned

Attained

Audited

Augmented

Averted

Avoided

Broadened

Built

Calculated

Centralized

Clarified

Collaborated

Combined

Completed

Composed

Conceived

Concluded

Condensed

Conducted

Consolidated

Constructed

Contributed

Controlled

Converted

Corrected

Created

Cultivated


	Decentralized

Decreased

Defined

Delegated

Delivered

Demonstrated

Designed

Determined

Developed

Devised

Directed

Discharged

Discovered

Documented

Distributed

Doubled

Earned

Edited

Effected

Eliminated

Employed

Enforced

Engineered

Established

Estimated

Evaluated

Examined

Exceeded

Executed

Exercised

Expanded

Expedited

Extended

Extracted

Facilitated

Financed

Forecast

Formed

Formulated

Found

Founded

Framed

Fulfilled

Generated

Guided

Handled


	Headed

Helped

Hired

Identified

Implemented

Improved

Improvised

Influenced

Initiated

Inspected

Installed

Inspired

Instigated

Instituted

Integrated

Instructed

Interpreted

Interviewed

Introduced

Invented

Invested

Investigated

Launched

Lectured

Led

Lightened

Liquidated

Located

Made

Maintained

Managed

Marketed

Mediated

Minimized

Mobilized

Modernized

Modified

Monitored

Motivated

Negotiated

Obtained

Operated

Ordered

Organized

Originated

Overcame

Oversaw


	Participated

Performed

Pinpointed

Pioneered

Planned

Prepared

Presented

Processed

Procured

Produced

Projected

Programmed

Promoted

Proposed

Provided

Proved

Published

Purchased

Realized

Recommended

Reconciled

Recruited

Redesigned

Reduced

Re established

Regulated

Reinforced

Rejected

Relate

Re negotiated

Reorganized

Reported

Represented

Researched

Reshaped

Resolved

Restored

Revamped

Reviewed

Revised

Revitalized

Revived

Saved

Scheduled

Secured

Selected

Set up
	Settled

Shaped

Showed

Simplified

Sold

Solved

Sorted

Sponsored

Staffed

Standardized

Stimulated

Started

Streamlined

Strengthened

Stretched

Structured

Studied

Suggested

Summarized

Supervised

Supported

Surpassed

Surveyed

Sustained

Tailored

Taught

Terminated

Tested

Tightened

Traded

Trained

Transacted

Transferred

Transformed

Translated

Trimmed

Tripled

Uncovered

Undertook

Unified

Used

Utilized

Verified

Vitalized

Widened

Won

Wrote
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