COVER
LETTERS

Cover Letter
Format Tips

Address the cover letter to a
specific person. Avoid “To Whom
It May Concern.” By personalizing

the letter, it demonstrates that
you researched the organization.
If the job posting does not include
a name you can either call the
organization and ask or search the
company on LinkedIn and look
for the names of the department
directors. If you cannot find a
specific name, use the director

of the department’s name of the
organization to which you

are applying to.

Determine the needs of the
company and how your
experiences and skills compliment
and/or align with the position.

Spend a good amount of time
researching the organization and
the position for which you

are applying.
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CAREER CONNECTIONS
FIND YOUR WAY FORWARD

WHY HAVE A COVER LETTER?

When applying for a position, a cover letter is your

chance to convince the employer to read your résumé.

It gives you the opportunity to express your interest and
enthusiasm in the position and the possibility of working
for the company/organization. In addition, it allows you to
highlight the skills and experiences relevant to the position,
demonstrates your writing and communication skills, and
strengthens your chances of securing an interview.

Date

Contact’s Name, Title
Company Name
Address

City, State, ZIP code

Dear (Dr., Mr., or Ms. Last Name): (Not Dear First Name, Last Name)

Introductory Paragraph: Briefly state the specific job title that you are
applying for. If you have a personal connection to the organization,
mention that person’s name (be sure you have that person’s permission
to use his/her name).

State why you are interested in that particular job and why it is a good
fit for you. Explain why you are applying to this company specifically,
what sets them apart from similar organizations? You may include what
you know or respect about the organization (this may include a value
or a practice of the company that you share).

Body Paragraph(s): State how your skills, education, or experience
match a required skill set of the position. Use specific examples and
short stories to provide additional detail about one or two experiences
that provide evidence of the relevant skill set without repeating your
résumé. Reinforce how the experiences you include will prove to be
beneficial for the employer.

Closing Paragraph: Include what actions you would like to take next.
State your desire to arrange an interview. Refer to enclosed résumé,
remember to include your phone number and email to make it easy
for the employer to contact you. Express your appreciation for the
employer’s time and consideration.

Sincerely,

Signature,
Print Your Name

Enclosure:
(Include what else will be sent with cover letter. (Résumé, Transcript, etc.)

TIP: Remember that consistency is important. Your cover letter should include
the exact same header as your résumé.

@ PRINTED ON RECYCLED PAPER
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