The Elements of a Cover Letter

Date

Mr./Ms. Recruiter’s Name
Recruiter’s Title
Company Name

Street Address

City, State, Zip Code

Dear Mr./Ms. Last Name:

The opening paragraph should state why you are writing and how you became
attracted to this particular company and position. Mention specific characteristics of
the company that have impressed you. Name the position for which you are applying. If
you were referred, mention the source from which you learned of the opening.

In the middle paragraph, draw attention to your qualifications and/or experiences
that are relevant to the potential employer. If you have held a particular job or worked
on special projects that directly relate to the opening, highlight this experience. Convince
your reader that this valuable experience makes you right for the job. Do not repeat the
content of your resume, but fill in the blanks your resume leaves open. If you have
qualifications that are not noted on your resume, this is an ideal opportunity to discuss
them.

The closing paragraph indicates your desire for a personal interview. Repeat your
phone number in the letter and offer any assistance to help with a speedy response. You
may also ask if the company will be recruiting in your area, or if they desire additional
information or references. It is also a good idea to follow up each resume and cover letter
with a phone call. If you plan to do this, state in this paragraph when you will be calling
the company. This closing paragraph should only be a couple of sentences and be
assertive in getting you an interview.

Sincerely,
(Your Signature Here)
Your Name Typed

Encl. (to indicate that your resume or additional materials are enclosed)



