
Cover Letters
A cover letter is a first introduction to an employer and describes why you are interested in the company and why you are applying for a particular position. It expresses your interest in THAT position with THAT company. 

PURPOSE
· A cover letter gives the employer a clear understanding of your skills, abilities and why you are a good fit for their position
· Demonstrates your writing and communication skills
· Conveys your knowledge of the position, interest in the company, and provides context that your resume alone cannot

DEVELOPMENT
· Become familiar with the job description and how your experience relates
· Research the organization to get an idea of how your skills and experiences meet their requirements
· Keep it concise and direct; ask for what you want and keep the letter to one page
· Include the title of the position and how you learned about the job
· Specifically address how your skills and abilities will add value to the organization and role (tailor the letter specifically to the job description by mirroring key words in your letter)

EMAIL vs. HARD COPY
· For a hard copy letter, use the same heading as you have in your resume
· In an email, the subject line should include your name, the job title, and/or the posting number
· When emailing your materials, write your cover letter in the body of the email - omit the header, date, and address section; only keep whom the letter is addressed to and the body of the letter  
· Make sure to include your email address in the body of email when emailing a letter, in case it is forwarded 

AVOID
· Using a generic letter for every position you apply for; be original! Take the time to tailor each cover letter to the particular company and position that you are applying for; be sure to follow the instructions in the job posting, and include any information specifically requested
· Typos, misspelled words and false information – always have someone else proofread before sending
· Using “To Whom it May Concern”! Research the name of the hiring manager; in a pinch, you can use one of the following salutations: Dear Hiring Manager, Dear Human Resource Manager, Dear Sir or Madam, Dear Hiring Authority, Dear Decision Maker
· Not following through – tell them when you will be following up, and do it in that timeframe



COVER LETTER SAMPLES THREE PARAGRAPH BUSINESS STYLE LETTER
Here’s what you should include in each of your paragraphs:
FIRST PARAGRAPH
Introduce yourself and explain how you became aware of the position.  If someone has referred you, now is the time to drop his or her name.  Give a brief statement about why you are interested in the position. 
SECOND PARAGRAPH
Explain how your experience matches the qualifications and how you would be an asset to their team.  Expand on experience by giving details that may not be included on your resume.  Show that you are aligned with the company values, and that you will be able to contribute to their overall mission.
CLOSING PARAGRAPH
Take the initiative to follow-up with them by mentioning specifics about your availability, interest in an interview, and when would be a good time to contact you or suggest you will call to set up an interview time.  Thank them for their time and consideration.  Make sure you follow up.



YOUR NAME
yourname@gmail.com | (512) 555-5555

Date
Name of Employer
Title/Department
Organization Name
Address
City, State, Zip


Dear Mr. /Ms. /Dr.: 

As a mathematics major at Northwest Vista College with a strong background in teaching and facilitating trainings in an elementary school setting, I was very excited to hear about the recent opening with Teach for America.  I was able to speak with Ms. Katharine Jones at the recent job fair at NVC, and realized that my education and experience would be a good fit for the Team Leader internship. 
Teach for America sets a high standard of customer service and educational advancement while addressing the needs of an underserved community, which is something that I have been drawn to in my quest for employment.  During my student employment at XYZ last semester, I was able to gain valuable experience while acting as team facilitator to a rotating group of 15 first-year students, teaching skills such as team building, conflict resolution and mathematical pedagogies appropriate for elementary school children.  During my time at XYZ, I created and implemented a customer satisfaction survey to understand the growing needs of our population, which is still in use today. Based on my experience working in the community with children and my academic background in mathematics, I am confident that I would be an asset to your team.
You will find my resume included so that you may continue to review my qualifications.  Thank you in advance for your consideration.  I look forward to discussing this opportunity with you further and I will contact you within two weeks to explore job opportunities.  
Sincerely, 
(Hand written signature if you are mailing a hard copy)
Your Name Typed
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