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COVER LETTER WRITING PACKET 
 
**Cover letters should be tailored for each position, just as you tailor your resume** 
 
PURPOSE 
A cover letter is your introduction to an employer. In this letter, you should briefly describe your interest in the position and summarize your qualifications. A cover letter should not be copied word for word from your resume. A resume is a very succinct and detail-focused document – a cover letter is the opportunity to illustrate to the employer the two or three most relevant and pertinent skills and knowledge gained from past experiences that match those skills and knowledge desired from the job description and explains why you are the best candidate for the position. 
GUIDELINES 
Always accompany a cover letter with a resume unless the company explicitly says not to include one It is advisable to send your cover letter to a specific person
 Check job description, company website or call Human Resources for name
Find the specific person – use the correct prefix and spell their name right! 
If a committee, then address the “Hiring Committee” and “Dear Hiring Committee” 
 
BASICS 
Briefly describe your interest
Summarize your qualifications 
· Illustrate how you researched the company and how you know you would be the ideal candidate for the company and how the company would be ideal for you o 	If the company is working in a field you are passionate about – show your passion! o 	Show your personality and your passions 
· Use buzzwords – industry language and keywords from the job description 
· Read through the job description for stated skills desired by the employer 
· “Soft Skills” – ex: leadership skills, communication (verbal and written), teamwork, etc. 
· “Hard Skills” – ex: (specific to field), ex: AutoCAD, C++, MS Office 
 
FORMAT 
Mirror the format from your resume – maintain consistency across documents 
· Margins should be no smaller than .5” or narrow setting 
o 	Font style should be a standard style, something that is easy to read 
· For example: Aptos, Tahoma, Calibri, Arial 
· Font size should be between 10 – 12 pt. 
· Headings formatted correctly and professionally; you can copy and paste the header from your resume 
· Organize paragraphs 
· Logical manner
· Easy to read 
· Language and Grammar 
· Professional and polite 
· Be concise as possible 
· Stay away from slang, clichés, jargon and flowery language 
· Avoid too many “I” statements 
· Examples to avoid: “I feel like I will be a great asset.” Instead use your experiences to SHOW the company HOW you will be a great asset 
· Use action verbs, not passive – for example: instead of “I believe I would be a good fit” say “I am a good fit for this position based on my education, experiences, and technical skills” 
· Be sure to proofread your cover letter yourself or find someone you trust to proofread for you! 
LIST OF USEFUL COVER LETTER PHRASES 
 
These lists of phrases will help you write an effective cover letter. 
Introduction:  
· Please accept this letter and resume as my application...  
· Please accept this letter as my application for the position of...  
· Please accept this letter as my enthusiastic application for the position.  
· I learned of this opportunity from...  
· I am very interested in pursuing this exceptional opportunity because… 
· My keen interest in this position stems from...  
· My professional experience is solid and well-rounded.  
Body:  
· I believe the combination of my education and experiences have prepared me...  
· My primary focus involved...  
· This position represents a tremendous opportunity to continue my clear and committed
career path… 
· As you can see from my resume...  
· As indicated by my resume...  
· Beyond my enthusiasm for this opening, I offer all the essential elements it requires.  
I firmly believe my experience, education and background would enable me to make a significant contribution
· It is a challenging position for which I believe I am well qualified.  
· ... help to ensure optimum effectiveness.  
· My interest and knowledge in this area was further enhanced by...  
· My particular area of effectiveness is...  
· Although I have found my current position to be professionally rewarding...  
· My professional experiences are supplemented by...  
· My goal is...  
· ... provides the opportunity to accomplish this goal.  
Conclusion:  
· Let me thank you in advance for your consideration.  
· Thank you for considering me for this very important position.  
· Thank you for your time and consideration of my resume and qualifications.  
· I look forward with enthusiasm to an opportunity for an interview.  
· Sincerely 




















APPEARANCE 	 	 	 	 	 	 	 	                           YES        NO 
	 
	  

	 
	 

	 
	 

	 
	 


 
Is my cover letter laid out and formatted correctly?  	 
 
Is my information presented in a professional manner?  
 
Did I organize my cover letter in a logical order?  
 
Is my cover letter pleasing to the eye and easy to read?  
 
FORMATTING/STRUCTURE 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


 
Are my headings formatted correctly and formally? 
 
Are my margins .5 or narrow setting all the way around?  
 
Is my font size between 10 and 12? 
 
Are my headings, dates, titles, and fonts consistent? 
 
Are your paragraphs formatted correctly? 
 
Are my paragraphs organized well?  
 
LANGUAGE/GRAMMAR 
	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


 
Is my tone professional and polite?  
 
Does my cover letter contain too many ‘I’ statements? 
 
Does my cover letter contain action verbs and the correct tense (past or present)? 
 
Did I double-check my grammar and spelling? 
 
Did I use key words and phrases related to my field whenever possible?   
OVERALL 
	 
	 

	 
	 

	 
	 

	 
	 


Is my cover letter tailored to a specific job/school?  
 
Does my cover letter expand/elaborate my resume, not just repeat?  
 
Have you had someone review your cover letter for edits and feedback? 
 
Does your cover letter reflect the competencies addressed in the job description? 







GENERAL OUTLINE FOR A COVER LETTER


Date of Letter 
 
 
Applicant's Name  
Applicant's Address  
Applicant's Phone Number 
 
Employer's Name (Letter should be addressed to a particular person, if possible)  
Employer's Title 
Company Street Address City, State, Zip 
 
 
 
Dear Mr., Ms., Dr, (Never use Mrs. or Miss)	 
 
 
Opening Paragraph: Introduce yourself.  State purpose of the letter, name the position or type of work for which you are applying, and mention how you heard of the opening or organization. Additionally, state that you are a good fit for the position. 
 
Middle Paragraph(s): Explain why you are interested in working for this employer and specify reasons you desire this type of work.  Mention specific points from the job description that you can do or have experience with. Point out relevant education and experiences, but do not reiterate your entire resume. Highlight those accomplishments and skills that are most pertinent to the employer and do so in a confident manner. Make the addressee want to read your resume by being personable and enthusiastic. 
 
Closing Paragraph:  Indicate that your resume is enclosed or attached and remember to ask for the interview. List two ways that you can be contacted, phone and email are the most common.  Thank the reader for taking the time to review your resume. 
 
Sincerely, 
 
 
Signature 
 
 
Your Name Typed 
 
 
 
Enclosure (when mailing a hard copy, to indicate that a resume is enclosed)














Robert Fictional
Dearborn, MI 48888 
Home (555) 555-5555 / Cell (555) 777-7777
example@example.com

September 10, 2024

Mr. John Smith (Contact’s name – if name not available, use Human Resources Director)
Hiring Manager (Contact’s title or position)
Notreal Electronics (Company’s name)
555 Some Road (Company’s mailing address)
Some City, Michigan 48555

Dear Mr. Smith, (Dear Mr./Ms. or if name not available, Dear Sir or Madam)
First Paragraph: Tell them who you are and the position for which you are applying. Explain where you saw the position or how you found out about it. Tell them you believe/know/feel that you are a good fit for the position
My name is Robert Fictional and I am writing you this letter to express my interest in applying for the Assistant Manager position with Notreal Electronics. I learned about this position through the Career Services Office at Henry Ford College. Based on my qualifications and your needs I believe I am a good fit for this position.  

Second Paragraph: Tell them why you are the best person for this position. Match your skills and abilities with what they have stated in the job description that they are looking for. Tell them about your abilities, experiences, qualifications, skills, and how you can add value to the organization. Give three to four examples of how you fit the job requirements. Then give one example of how you would fit in with the company culture or how your values match the company’s
In your job description for the Assistant Manager position you state that you are looking for someone that has experience with customer service and strong organizational skills. In my previous position as a clerk at ABC Dollar Store I had to deal with customers on a daily basis and I had to organize and schedule deliveries from vendors regularly. You also state you are looking for someone that has computer skills. I have used computers in both school and in the workplace and am very familiar with most software programs that Notreal Electronics would use and would like to bring these skills to work for you. Additionally, I know that you are looking for someone that can help you improve your regional sales numbers. I have helped increase sales by 38% in my current position over the last 2 years. Clearly your needs and my abilities would be a good match. After reviewing your company mission statement and core values I know that you also value someone that is goal oriented and driven. I have held down a full time job while completing my education at HFC and I always follow through with all of my commitments. I think that I would do well in the Assistant Manager position with Notreal Electronics

Third Paragraph: Thank them for reading your cover letter and resume. Tell them you want an opportunity to interview for the position. Provide your contact information. 
Thank you for taking the time to review my cover letter and resume. I would greatly appreciate the opportunity to discuss my qualifications with you in more detail.  I can be reached at 555-555-5555 or example @example.com. I look forward to your call.

Sincerely
Robert Fictional
Enclosure: Resume
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