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COVER LETTERS 
 
What is a cover letter? It is a well written narrative aligning the position description and organization with 

your background. It is not meant to be a restatement of your resume. Rather, it draws parallels to the 

employer’s hiring needs and your relevant qualifications, experiences, attributes, and skills/characteristics. 

 

The cover letter introduces who you are and why you are interested in working for or interning at this 

particular organization. A strong letter will demonstrate the value you will add to this organization and how 

you will help them meet their goals. It is also an example of your writing in which the employer can assess 

your communication skills. 

Create a unique and customized cover letter for each position to which you apply. 

 

1. Research the organization by reviewing: 

 Mission and vision 

 Strategic plans 

 Project work 

 News, press releases, and awards 

2. Identify the key elements of the position: 

 In the job description, highlight the critical requirements/aspects/characteristics – i.e. research, 

outreach, project management, analysis, communication, financial, managerial, relationship-building, 

consensus building, multi-tasking, organized, independent/self-starter, teamwork 

 Usually there are 3-5 significant requirements – use them to frame and craft your letter aligning these 

skills with your experience 

 The most important position requirements will usually be listed first 

3. The employer wants to know if you can do the job 

 They want to know if you will help them meet their goals 

 Think of your cover letter as a comprehensive exam with multi-part questions. Be sure that you 

answer all parts of their “questions” by addressing the critical requirements of the position  

 Will you fit in? Demonstrate in your letter your shared organizational values, culture, attributes, 

passion 

4. If you send a cover letter as an attachment, try to send it as a PDF document to ensure that the formatting 

does not change. 
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Structure of the Cover Letter 
 

Contact Information: 

Your Name 

Address 

City, ST Zip Code 

 

Date 

 

Name (Remember to address the cover letter to a person. If you do not have a name, call the department or 

human resources to find out to whom your letter should be addressed. As a last resort, address your letter to 

the personnel manager, hiring manager, or recruiting representative) 

Title 

Company/Organization 

Address 

City, ST Zip Code 

 

Salutation: Dear Mr./Ms. Last Name: 

 

Opening Paragraph 
This section should include: 

 Your intent in writing the letter 

 The position for which you are applying 

o if you are not aware of a specific position, state your area of interest 

 A reference to the individual who recommended that you contact the organization or other factors 

that prompted you to write 

 Think about the organization's characteristics that you gathered from your background research 

 Briefly state an important detail about their work that you find particularly interesting or compelling. 

This statement should demonstrate your knowledge of the employer’s field of practice and your 

shared interests.  

 Describe how you are an ideal candidate for the position. 

 

Second Paragraph 
This section should highlight: 

 A leading topic sentence that establishes a connection between aspects of your background and the 

employer’s hiring needs 

o focusing on skills, activities, accomplishments, and past experience you can contribute to the 

organization and its work 

o using action verbs that describe relevant skills and expertise you can contribute 

 The "fit" between the employer’s hiring needs and your interests, experience, and skills 

o Your knowledge of the organization and industry/field   
o mention specific responsibilities, accomplishments, research, analysis, and/or technical skills 

that are directly related to the position requirements 
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Third Paragraph 
Additional academic and/or professional experience 

 Focus on anything you did not discuss in the second paragraph.  

 Refer to position requirements 

 

Fourth/Final Paragraph 
Finish the letter by: 

 Restate the most significant information concisely in a sentence or two, stressing your commitment to 

the mission/values of the organization 

 Convey your high level of motivation 

 Reiterate your qualifications which will add value to the organization/team 

 Stating that you would like to discuss employment opportunities or other information with the 

individual and that you will call or email to follow up on your letter  

o This demonstrates your initiative and follow-through and will help you maintain some 

control of your efforts 

 Thank the employer for their time and consideration; and you look forward to hearing from them 

 

Cover Letters Online 
 These letters are about half the length of a regular cover letter, be succinct 

 Mention how you found out about the position, what you are looking for, and what you have to offer 

 Mention a few key words the organization might want to hear 

 Compose your letter off-line first before pasting it into an outgoing e-mail message or sending it as an 

attachment 

Cover Letter Dos and Don’ts 
Dos 
 Do compile your thoughts; spend time and concentrate on composing a well-worded and concise 

letter  

 Do personalize each letter to fit the specific circumstances, position, or organization 

 Do use a strong close, e.g. "After you have had an opportunity to review this letter, I will call you…" 

 Do meticulously check spelling and grammar 

 Do follow-up (phone call or email). You’ll improve your odds of moving along in the process  

 Do devise a system to keep track of the follow-up steps you will take and the responses you receive  

Don’ts 
 Don’t use the pronoun "I" to start every sentence 

 Don’t clutter your letter with fancy fonts or elaborate formatting 

 


