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Cover Letters 

Cover letters are your opportunity to convince 

the company and the hiring personnel why 

your resume matters and why you would 

make a great addition to their team. This is 

where you take the information from your 

resume and explain, expand, and excel at 

describing how qualified you are.  

The body of the letter should be the ‘meat’ of 

your sales pitch. This is where you will       

discuss past experience, education, and your 

transferable skills. You need to persuade the 

person reading the letter that you will make 

an incredible employee and be able to con-

tribute positively to their environment.   

Your closing statement should be something 
that ties it all together and stimulates the 
reader to think of you in that position. “I look 

forward to discussing more about assisting 
the company,” or something similar, places 
you at the forefront.  

Customize for each application! Templates can be helpful for formatting, but 

you need to make sure it’s real, relevant, individual, and honest. 

Always use a formal business letter format, addressed to the hiring  

manager or the head of department — including their name whenever possible, as 

well as their title, company name, address, and the date.  

Personal salutation. “Dear Mrs. Clark” may be fitting, but never use “To Whom It May 

Concern.” You will sound archaic, impersonal, and uninterested. Do all you can to find 

the right person to address the letter to. Trust us, it will make your letter stand out.  If all 

else fails, “Dear Hiring Manager” will get you by.   

Layout and design is important. Keep the letter to about a page, and maybe 

even less. Some employers prefer around a half-page.  

Remember, your opening line is your hook for your sales pitch.  This where you 

grab their attention – make your intent and drive clear. 

Use the information from your resume bullets to expand and highlight  

your skills and experience.  Make sure to connect everything to this position 

and how well you would fit in at this place. Don’t be afraid to get specific. You can 

even throw in statistics if you have them. 

Testimonials can be beneficial. Sometimes including praise you ’ve received from 

a supervisor on a specific task or skill is a great inclusion. 
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