
COVER
LETTERS

Alumni & Student Connections 
SAY HELLO TO YOUR FUTURE

Cover Letter 
Tips

Address the cover letter to a 
specific person. Avoid “To Whom It 

May Concern,” but if you cannot 
find the contact's name, using 

"Dear Hiring Manager" is 
acceptable. 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.

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

1

2

3

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.

Your Personal Header

Date
Contact’s Name, Title 
Company Name 
Address
City, State, ZIP code

Dear First Name & Last Name, or Dear Dr. 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 their 
name). Include why you are interested in the company/position and 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. Overall, this portion is about two paragraphs of content 
highlighting your qualifications for the position.

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



Fi
rs

tn
am

e 
La

st
na

m
e

Ci
ty

, S
ta

te
 

 e
m

ai
l@

pl
u.

ed
u 

 
 2

53
-5

55
-1

21
2

I h
av

e 

w
or

k.
 I 

ha
ve

 

sh
ou

ld
 y

ou
 

Ap
ril

 4
, 2

0x
x

Co
nt

ac
t's

 F
irs

tn
am

e 
La

st
na

m
e

D
ire

ct
or

, A
lu

m
ni

 &
 S

tu
de

nt
 C

on
ne

ct
io

ns
 

Pa
ci

fic
 L

ut
he

ra
n 

Un
iv

er
si

ty
12

18
0 

Pa
rk

 A
ve

nu
e 

So
ut

h
Ta

co
m

a,
 W

A 
98

44
7

De
ar

 F
irs

tn
am

e 
La

st
na

m
e 
,

I w
ou

ld
 li

ke
 to

 e
xp

re
ss

 m
y 

in
te

re
st

 in
 th

e 
po

si
tio

n 
of

 C
ar

ee
r C

ou
ns

el
or

 th
at

 y
ou

 h
av

e 
po

st
ed

 in
 th

e 
Al

um
ni

 &
 S

tu
de

nt
 C

on
ne

ct
io

ns
 O

pp
or

tu
ni

tie
s 

Bo
ar

d.
 A

 fo
rm

er
 C

PE
, P

am
 M

oo
re

, e
nc

ou
ra

ge
d 

m
e 

to
 

su
bm

it 
an

 a
pp

lic
at

io
n 

fo
r t

hi
s 

po
si

tio
n.

 F
ol

lo
w

in
g 

up
 o

n 
m

y 
in

te
re

st
 in

 a
pp

ly
in

g,
 I 

in
tro

du
ce

d 
m

ys
el

f t
o 

M
ar

y 
Al

ex
an

de
r a

t a
n 

Al
um

ni
 &

 S
tu

de
nt

 C
on

ne
ct

io
ns

 n
et

w
or

ki
ng

 e
ve

nt
. I

 k
no

w
 th

at
 A

lu
m

ni
 &

 S
tu

de
nt

 
Co

nn
ec

tio
ns

 is
 a

 v
al

ua
bl

e 
st

ud
en

t r
es

ou
rc

e,
 

an
d 

th
e 

st
af

f t
he

re
 c

om
m

it 
th

em
se

lv
es

 to
 fo

st
er

in
g 

st
ud

en
t p

re
pa

re
dn

es
s 

fo
r l

ife
 in

 a
nd

 a
fte

r c
ol

le
ge

.

I u
nd

er
st

an
d 

th
is

 p
os

iti
on

 re
qu

ire
s 

cu
st

om
er

 s
er

vi
ce

 e
xp

er
ie

nc
e,

 fa
m

ili
ar

ity
 w

ith
 m

en
to

rs
hi

p 
an

d 
le

ad
er

sh
ip

, t
he

 a
bi

lit
y 

to
 in

te
ra

ct
 w

ith
 a

 d
yn

am
ic

 ra
ng

e 
of

 p
eo

pl
e,

 a
nd

 a
 d

es
ire

 to
 b

e 
pa

rt 
of

 a
 te

am
 in

 
a 

pr
of

es
si

on
al

 w
or

ki
ng

 e
nv

iro
nm

en
t. 

ex
te

ns
iv

e 
le

ad
er

sh
ip

 e
xp

er
ie

nc
e 

in
 c

am
pu

s 
cl

ub
s,

 w
hi

ch
 

de
m

on
st

ra
te

s 
m

y 
st

re
ng

th
s 

in
 s

el
f-m

an
ag

em
en

t, 
se

lf-
m

on
ito

rin
g,

 in
te

rp
er

so
na

l c
om

m
un

ic
at

io
n 

an
d 

pu
bl

ic
 s

pe
ak

in
g.

 W
ith

 m
y 

ex
pe

rie
nc

e 
in

 le
ad

er
sh

ip
 a

nd
 s

er
vi

ce
, I

 a
m

 c
on

fid
en

t t
ha

t m
y 

sk
ill

s 
w

ill
 

be
ne

fit
 y

ou
r d

ep
ar

tm
en

t a
s 

a 
Ca

re
er

 C
ou

ns
el

or
.

In
 a

dd
iti

on
 to

 m
y 

pr
of

es
si

on
al

 s
ki

ll 
se

t, 
I a

m
 p

as
si

on
at

e 
ab

ou
t g

iv
in

g 
ba

ck
 to

 th
e 

co
m

m
un

ity
 a

nd
 

he
lp

in
g 

ot
he

rs
 re

al
iz

e 
an

d 
re

ac
h 

th
ei

r p
ot

en
tia

l. 
W

or
ki

ng
 w

ith
 o

th
er

s 
an

d 
cu

lti
va

tin
g 

re
la

tio
ns

hi
ps

 b
ot

h 
br

in
g 

m
e 

jo
y a

nd
 e

ne
rg

iz
e 

m
e 

in
 m

y 
dy

na
m

ic
 e

xp
er

ie
nc

e 
in

te
ra

ct
in

g 
w

ith
 a

 w
id

e-
ra

ng
e 

of
 in

di
vi

du
al

s,
 in

cl
ud

in
g 

m
y 

pe
er

s,
 

in
te

rn
at

io
na

l a
nd

 h
ig

h-
sc

ho
ol

 s
tu

de
nt

s,
 a

nd
 fo

st
er

 c
hi

ld
re

n.
 M

y 
ba

ck
gr

ou
nd

 h
as

 s
ha

pe
d 

m
e 

to
 b

e 
an

 
op

en
-m

in
de

d 
pe

rs
on

 w
ho

 a
dv

oc
at

es
 fo

r s
oc

ia
l r

es
po

ns
ib

ili
ty

 a
nd

 g
lo

ba
l c

iti
ze

ns
hi

p—
at

tri
bu

te
s 

th
at

 
re

so
na

te
 w

ith
 y

ou
r d

ep
ar

tm
en

t’s
 v

al
ue

s 
of

 fo
st

er
in

g 
pr

ep
ar

ed
ne

ss
 

an
d 

gr
ow

th
. 

th
en

, 

Th
an

k 
yo

u 
fo

r y
ou

r t
im

e 
an

d 
co

ns
id

er
at

io
n.

 I 
lo

ok
 fo

rw
ar

d 
to

 d
is

cu
ss

in
g 

th
e 

po
si

tio
n 

fu
rth

er
 w

ith
 y

ou
. 

Un
til

 h
av

e 
an

y 
qu

es
tio

ns
, p

le
as

e 
fe

el
 fr

ee
 to

 c
on

ta
ct

 m
e 

at
 2

53
-5

55
-1

21
2 

or
 a

t e
m
ai
l@

 p
lu

.e
du

.

Ki
nd

 re
ga

rd
s,

Yo
ur

 N
am

e

Th
is

 is
 a

 g
re

at
 e

xa
m

pl
e 

of
 a

 co
ve

r l
et

te
r g

ea
re

d 
to

w
ar

d 
a 

fu
ll-

tim
e 

po
si

tio
n.

1.
N

ot
ic

e 
th

at
 th

is
 c

ov
er

 le
tte

r i
nc

lu
de

s 
a 

pe
rs

on
al

 c
on

ne
ct

io
n 

to
 th

e 
or

ga
ni

za
tio

n.
2.

H
ig

hl
ig

ht
s 

th
e 

ne
ed

s 
of

 th
e 

em
pl

oy
er

 a
nd

 a
dd

re
ss

es
 th

em
 in

 th
e 

bo
dy

pa
ra

gr
ap

hs
.

Fi
rs

tn
am

e 
La

st
na

m
e

Ci
ty

, S
ta
te

 
 e

m
ai

l@
pl

u.
ed

u 
 

 2
53

-5
55

-1
21

2
Au

gu
st

 2
9,

 2
0x

x

Co
nt

ac
t's

 F
irs

tn
am

e 
La

st
na

m
e

Ca
re

er
 A

dv
is

or
, A

lu
m

ni
 &

 S
tu

de
nt

 C
on

ne
ct

io
ns

 
Pa

ci
fic

 L
ut

he
ra

n 
Un

iv
er

si
ty

12
18

0 
Pa

rk
 A

ve
nu

e 
So

ut
h

Ta
co

m
a,

 W
A 

98
44

7

D
ea

r F
irs

tn
am

e 
La

st
na

m
e:

Th
ro

ug
ho

ut
 m

y 
se

ar
ch

 fo
r a

n 
on

-c
am

pu
s 

jo
b 

fo
r t

he
 u

pc
om

in
g 

fa
ll,

 I h
av

e 
be

en
 lo

ok
in

g 
fo

r a
 

ne
w

 le
ad

er
sh

ip
 e

xp
er

ie
nc

e 
th

at
 w

ill
 b

e 
va

lu
ab

le
 a

nd
 a

llo
w

 m
e 

to
 c

on
tin

ue
 to

 h
el

p 
st

ud
en

ts
 a

t 
Pa

ci
fic

 L
ut

he
ra

n 
Un

iv
er

si
ty

. I
n 

di
sc

us
si

ng
 o

n-
ca

m
pu

s 
jo

bs
 w

ith
 m

y 
cu

rr
en

t s
up

er
vi

so
r, 

Ti
ng

el
st

ad
 R

es
id

en
t D

ire
ct

or
 P

et
er

 P
ar

ke
r, 

he
 s

ug
ge

st
ed

 th
at

 th
e 

Ca
re

er
 P

ee
r E

du
ca

to
r 

po
si

tio
n 

yo
u 

po
st

ed
 o

n 
th

e 
Op

po
rtu

ni
tie

s 
Bo

ar
d 
w
ou
ld

 b
e 

an
 o

pp
or

tu
ni

ty
 fo

r m
e 

to
 fu

rth
er

 
de

ve
lo

p 
m

y 
pr

of
es

si
on

al
is

m
 a

nd
 le

ar
n 

us
ef

ul
 n

ew
 s

ki
lls

.

M
y 

w
or

k 
w

ith
 R

es
id

en
tia

l L
ife

 q
ua

lif
ie

s 
m

e 
fo

r t
hi

s 
po

si
tio

n 
fo

r a
 n

um
be

r o
f r

ea
so

ns
.  F

or
 

ex
am

pl
e,

 I 
am

 e
xp

er
ie

nc
ed

 in
 p

re
se

nt
in

g 
 a

nd
 s

pe
ak

in
g 

in
 fr

on
t o

f l
ar

ge
 g

ro
up

s,
 a

nd
 I 

al
so

 
in

te
ra

ct
 w

ith
 s

tu
de

nt
s 

in
di

vi
du

al
ly

 in
 m

y 
ro

le
 a

s 
a 

Re
si

de
nt

 A
ss

is
ta

nt
. T

hi
s 

ye
ar

 a
s 

th
e 

su
pe

rv
is

or
 o

f t
he

 T
in

ge
ls

ta
d 

fro
nt

 d
es

k,
 I 

re
vi

ew
ed

 a
pp

lic
at

io
ns

 a
nd

 re
su

m
es

, c
on

du
ct

ed
 

in
te

rv
ie

w
s,

 a
nd

 h
ire

d 
th

e 
fro

nt
 d

es
k 

st
af

f. T
hi

s 
po

si
tio

n 
ha

s 
be

en
 a

 g
re

at
 o

pp
or

tu
ni

ty
 to

 
de

ve
lo

p 
pr

of
es

si
on

al
ly

 a
nd

 h
as

 g
iv

en
 m

e 
a 

ne
w

 u
nd

er
st

an
di

ng
 o

f h
ow

 m
an

ag
er

s 
an

d 
su

pe
rv

is
or

s 
vi

ew
 a

pp
lic

an
ts

. I
 b

el
ie

ve
 th

is
 p

er
sp

ec
tiv

e 
w

ill
 a

llo
w

 m
e 

to
 h

el
p 

ot
he

rs
 im

pr
ov

e 
th

ei
r j

ob
 s

ea
rc

h 
m

at
er

ia
ls

 a
nd

 fo
st

er
 th

ei
r m

ar
ke

ta
bi

lit
y 

to
 e

m
pl

oy
er

s.

In
 m

y 
em

pl
oy

m
en

t e
xp

er
ie

nc
e 

as
 a

 s
er

ve
r a

t R
ed

 R
ob

in
 G

ou
rm

et
 B

ur
ge

rs
 I 

ac
cu

m
ul

at
ed

 tw
o 

ye
ar

s 
of

 e
xp

er
ie

nc
e 

in
te

ra
ct

in
g 

an
d 

co
m

m
un

ic
at

in
g 

w
ith

 d
iv

er
se

 g
ro

up
s 

of
 p

eo
pl

e.
 Ta

ki
ng

 
or

de
rs

 a
nd

 m
an

ag
in

g 
th

e 
gu

es
t e

xp
er

ie
nc

e 
fo

r m
an

y 
di

ffe
re

nt
 a

ge
s 

an
d 

de
m

og
ra

ph
ic

s 
fu

rth
er

 
de

ve
lo

pe
d 

m
y 

in
te

rp
er

so
na

l s
ki

lls
. W

or
ki

ng
 in

 a
 fa

st
-p

ac
ed

, h
ig

h-
vo

lu
m

e 
re

st
au

ra
nt

 
em

ph
as

iz
ed

 th
e 

im
po

rta
nc

e 
of

 q
ua

lit
y 

an
d 

ef
fic

ie
nc

y 
in

 a
 v

ar
ie

ty
 o

f s
itu

at
io

ns
—

sk
ill

s 
ne

ce
ss

ar
y 

fo
r t

he
 C

PE
 p

os
iti

on
.

I h
av

e 
pe

rs
on

al
ly

 w
or

ke
d 

on
 m

y 
re

su
m

e 
w

ith
 a

 C
PE

, s
o 

I a
m

 d
ee

pl
y 

aw
ar

e 
of

 th
e 

ta
ng

ib
le

 v
al

ue
 

CP
Es

 o
ffe

r t
o 

st
ud

en
ts

 a
t P

LU
 a

nd
 w

ou
ld

 lo
ve

 th
e 

ch
an

ce
 to

 p
ro

vi
de

 s
up

po
rt 

to
 s

tu
de

nt
s 

in
 

th
is

 w
ay

. T
ha

nk
 y

ou
 fo

r y
ou

r t
im

e 
an

d 
co

ns
id

er
at

io
n.

 I 
lo

ok
 fo

rw
ar

d 
to

 d
is

cu
ss

in
g 

th
e 

po
si

tio
n 

fu
rth

er
 w

ith
 y

ou
. F

ee
l f

re
e 

to
 c

on
ta

ct
 m

e 
at

 2
53

-5
55

-1
21

2 
or

 a
t e

m
ai

l@
pl

u.
ed

u.

Si
nc

er
el

y,

Yo
ur

 N
am

e

Th
is

 is
 a

 g
re

at
 e

xa
m

pl
e 

of
 a

 co
ve

r l
et

te
r f
or

 th
os

e 
try

in
g 

to
 o

bt
ai

n 
an

 o
n-

ca
m

pu
s 

po
si

tio
n.

1.
N

ot
ic

e 
th

at
 th

is
 c

ov
er

 le
tte

r d
oe

s 
a 

gr
ea

t j
ob

 a
t h

ig
hl

ig
ht

in
g 

a 
sp

ec
ifi

c 
sk

ill
 a

nd
pr

ov
id

in
g 

th
e 

co
nt

ex
t i

n 
w

hi
ch

 th
ey

 g
ai

ne
d/

en
ha

nc
ed

 th
at

 s
ki

ll 
in

 e
ac

h 
of

 th
e 

tw
o 

bo
dy

pa
ra

gr
ap

hs
.

2.
In

cl
ud

es
 a

 d
es

ire
 to

 b
e 

in
te

rv
ie

w
ed

 in
 a

dd
iti

on
 to

 p
ro

vi
di

ng
 c

on
ta

ct
 in

fo
rm

at
io

n.
Al

th
ou

gh
 c

on
ta

ct
 in

fo
rm

at
io

n 
is

 p
ar

t o
f t

he
 h

ea
de

r, 
in

cl
ud

in
g 

it 
ag

ai
n 

in
 th

e 
cl

os
in

g
pa

ra
gr

ap
h 

m
ak

es
 it

 e
as

ie
r f

or
 th

e 
em

pl
oy

er
 to

 c
on

ta
ct

 y
ou

.




