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COVER LETTER GENERAL RULES

DO THIS

The purpose of a cover letter: Tells why you want to work for the company,
provides additional information on your skills and experience that are
RELEVANT to the position and explains why you are the best candidate
Match the paper and font style to your resume. 
Use the same header from your resume. This will make it easier to identify
you in case your documents become separated. It also provides you a chance
to give the employer your name and contact information multiple times.
Do your research. Address the letter to a specific person for a more personal
feel. In the event you cannot identify a contact, you can address the letter to a
general position. For example: “Human Resources Coordinator,” Hiring
Manager,” or “Search Chair Committee.” 
Left align the entire letter. 
Close the letter with a strong, professional statement or shared
professional value. Examples include; "Sincerely," "Best," or "Respectfully" 
It is not critical for every line to be utilized. While a half-page is too brief,
there may be some blank space at the bottom of the page. 

Create a one page unique letter for each opportunity. 
Write from the reader’s point of view. Minimize the use of starting every
sentence with “I”.
Research! Utilize the job description and named qualifications when speaking
to your abilities.
Highlight skills and experiences relevant to the position, using specific
examples.
Mention transferrable skills from unrelated experiences or academics.
Convey interest and enthusiasm for the position and the company.
Thank the reader for their time and follow up after applying with a phone call
or email.

DON'T DO THIS
Create a generic letter to apply for all opportunities.
Speak in generalities that do not show why your skills and experiences are a
great fit.
List skills without sharing where you learned them or used them.
Overlook critical information. Do not send the wrong letter!
Rush the letter and make spelling or grammatical mistakes.

GETTING STARTED



OUTLINING A GREAT COVER LETTER

SECTION 1: THE POSITION & WHY YOU WANT IT

SECTION 2: DESCRIBE YOUR VALUE

SECTION 3: CLOSE & STATE YOUR INTENTIONS

Be sure your final section thanks the reader for their time, invites the employer
to follow up, and restates your intentions (to get an interview) and excitement. 
_________________________________________________________________________________________

_________________________________________________________________________________________

_________________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

Company Name and Position ___________________________________________________________
Where you heard about it _______________________________________________________________

1-2 Factors that MOST Attracted you to the Company/Position 
1.

2.

Purpose Statement (i.e. "Because of _____ I am applying for the position of _____"

_______________________________________________________________________________________
_______________________________________________________________________________________

Value ___________________________________________________________________________________

Example ____________________________________________________________________________

Value ___________________________________________________________________________________

Example ____________________________________________________________________________

Value ___________________________________________________________________________________

Example ____________________________________________________________________________

Identify 2-3 Skills/Abilities/Experiences that will be valuable to the employer.
Be sure to list an example where you demonstrated that value. 

1.

a.

2.

a.

3.

a.



COVER LETTER FORUMLA



COVER LETTER SAMPLE



COVER LETTER SAMPLE


