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COVER LETTERS

BEGIN:
· Create a well-written, grammatically correct, tailored cover letter to a specific job, field, or organization

· Use a professional tone and get to the point quickly.  Be brief, pertinent, and accurate
· Focus on how you can contribute to the employer, not how they can help you
· Hone your sentences, don’t ramble, and make sure each word counts
CONTENT:

· GREETING ~ Never address your letter “To Whom It May Concern.”  Always address your letter to a real person; a little research goes a long way.  If you do not know the name of the person, use their title.  Women should be addressed as Ms. unless you know otherwise
· PARAGRAPH ONE ~ Refer to the specific position and how you learned about it.  If you were referred to the position, mention the name and position of the referring person, using the formal title and location.
· PARAGRAPH TWO ~ Draw a connection between your qualifications, experiences and the employer’s requirements/needs.  Give examples of how you have demonstrated the skills the employer will need.  Try to use relevant phrases and terminology that is in the job description
· PARAGRAPH THREE ~ Define your next step.  Be assertive and confident, not aggressive and arrogant.  Clearly indicate what you will do next…contact them within a specific time frame.  Thank them for their time and consideration

· SALUTATION ~ Close with “Sincerely,” and leave 4 spaces before typing your name (as written your resume)

FORMAT:

· Use a blank document.  Do not use a template found online

· Make it one page only.  Margins set at .75” or 1.” all around.  Set paragraph setting to single space

· May use same header as resume.  in the body of the letter, use same font and size as your resume
· Customize your letter to include the company name, job title, and industry.  Don’t send the same form letter to every employer
· Use clear, concise phrases and avoid vague descriptions within your sentences

· Vary the sentence structure, and don’t begin each sentence with “I”

· Maintain correct verb tense and a consistent voice

· Do not include personal information such as age, marital status, health status, etc.

· Do not state salary requirements unless requested in the job announcement
MAKE IT HAPPEN:

· Check for grammar, spelling, and punctuation.  Review for consistency

· Have someone proofread for you
· Schedule an appointment with the Career Development office for review and additional assistance

· Print on high quality paper and sign your name in blue or black ink
· When sending electronically, do not attach your cover letter to an email; use your cover letter as the body of the email
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