COVER LETTER GUIDE
Your Address

Your Address

Date

Person’s Name

Person’s Title

Name of Company

Company Address 

Company Address

Dear __________:

Introductory Paragraph
· State the position for which you are applying.

· Discuss how you learned of the position or mention the name of the person who referred you to the position.

· Why are you interested in this position.

Body Paragraph(s) –one or two paragraphs

· Sell yourself to the employer based on your skills, experience, and education. Be specific in suggesting how your background fits the qualifications for the position.

· Discuss things that are on your resume.

· Discuss why you are interested in working for this organization.

Closing
· Politely, yet assertively, express your desire to meet with them personally to discuss your qualifications and employment opportunities.

· How and when may you be contacted? Provide day and evening phone numbers where a message may be left if you are not in. You may also provide an E-mail address.

· Thank the employer for his/her time and consideration of your qualifications.
Closure
· Sign cover letters with black ink.
· Type your name under your signature

· List any other documents that are enclosed with the cover letter (i.e. resume, references, transcripts, etc….).

REMINDERS
An effective letter.....
· is addressed to a specific person, by name. Call to get a name if necessary. If you cannot get a name, "Dear Sir or Madam" is acceptable. 
· is tailored to the reader as far as is practical, to show that you have done your homework. 
· contains short, concise paragraphs but does not sacrifice yourself for the sake of brevity. 
· includes information relevant to the job you are seeking. 

