
T H E  A R T  O F  T H E
C O V E R  L E T T E R

C o v e r  l e t t e r s  a r e  a  g r e a t  w a y  f o r  y o u  t o  e x p r e s s
i n t e r e s t  i n  a  p o s i t i o n  a n d  e l a b o r a t e  o n  y o u r

s k i l l s ,  a c c o m p l i s h m e n t s ,  a n d  c a r e e r  g o a l s .  I t ' s
a l w a y s  a  g o o d  i d e a  t o  i n c l u d e  a  c o v e r  l e t t e r  w i t h
y o u r  r e s u m e .  H e r e ' s  a  q u i c k  " H o w - T o "  o n  w r i t i n g  a

c o v e r  l e t t e r .

Q u e s t i o n s ?  E m a i l  y o u r  C a r e e r  S t r a t e g i s t  f o r
c l a r i f i c a t i o n  o r  a  c o v e r  l e t t e r  r e v i e w !  
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CLOSING

GREETING
At the top of the page, you

want to l ist your information,
the date, and company

information.

"Dear Mr./Mrs. . . . . . . . "  
"To Whom it May Concern"

Should be short,  about 2 - 4
sentences. State the position

you're applying for,  where
you found the posted

position, and 3 reasons why
you'd be a great f it  for the

job.

Talk about specific examples
of what you did in previous
jobs or internships and how

the skil ls you gained from
those positions, translate to

the position you want.

Remember what you did in
paragraph 2? Do it again,

except using a different job or
internship experience. You can
also discuss college courses or

projects that are relevant in this
paragraph.

Thank the reader for their
time. Remind them why you'd

be a great f it  for the position.
Let them know the best way

to reach you and leave them
with a call  to action i .e .  " I  look
forward to hearing from you

soon."

Always end with "Sincerely"
and then your name.

Remember, your cover letter
should always be specific to the

job you're applying for.  So,
different skil ls and

accomplishments should be
highlighted depending on the job. 


