**Your header (contact information) on your cover letter should match the one used on your resume**
Today’s Date

Individual Name (Use Mr., Ms. or Dr.)

Title

Company Name

Company Street Address

City, State, Zip Code

Dear ______________________________: (Be sure to use a colon because this is a business letter)

First Paragraph:  The first paragraph simply tells what position you are applying for and how you learned (website, recruiter, etc.) of the position.

·  If you know someone at the company, or if someone referred you, be sure to mention it in your first paragraph in order to catch the reader’s attention.

·  You could also state why you are interested in the position or what attracted you to the company (to show that you have researched the company.)
Second and/or Third Paragraph(s): This one is a little harder, but you basically want to tell the employer why they should hire you!

·  Describe your accomplishments, previous experience, and job-specific skills. (You can use one or two paragraphs for this section).
·  Be selective. There’s no need to restate everything that is on your resume.
·  A good tip is to look at the qualifications listed on the position announcement, then make sure you respond to each qualification listed.
·  You are establishing your case for an interview so indicate at least three accomplishments that fit directly with what the employer is looking for.
·  Focus on what you can do for the company instead of what the company can do for you.
· Refrain from starting all of your sentences with “I”.
Last Paragraph: This paragraph closes the letter and does three things: 
· Request a meeting or an interview at the employer’s convenience.

· Invite the employer to contact you with additional questions (include phone number and e-mail address here).

· Thank the employer for his/her time and consideration. Allow the employer enough time (1-2 weeks) to review the resume before you follow up.
Sincerely, 

(Sign your name below and type your name beneath your signature)
Include an enclosure statement, if you have enclosed other documents (i.e. transcripts or resume)

