
Career Center

Cover Letters

Your resume is your marketing brochure. Your cover letter is your introduction or 'executive summary' to your resume. 
The main point of a cover letter is to tie your experience directly to the job description. Look at the description and be 
sure the words relate directly to those in your cover letter and resume. If the employer is looking for teamwork, highlight 
a team experience in your resume and be sure to include a team-related accomplishment in your cover letter. 

A Cover Letter should be:

•	 Concise: A cover letter should be three to four paragraphs. Any longer might lose the interest of the reader. We 
suggest the following format (see sample on back): 
•	 Opening paragraph: Four or five sentences maximum.  Mention the position you are applying to/interested 

in, briefly introduce yourself, and indicate where you learned of the opportunity.
•	 Body of letter: Usually one or two paragraphs. Share detailed examples of your qualifications for the 

position’s specific requirements. Many students choose to use one paragraph to discuss previous work 
experiences and another one to discuss academic experiences or leadership experience, etc.  Choose 
whatever combination communicates your most relevant qualifications most effectively!

•	 Closing: Three to four sentences maximum. Summarize your qualifications, restate your enthusiasm for the 
position, and include your preferred contact information for the employer to follow-up with you.

•	 Clear: Articulate your qualifications in words that mirror what the employer provided in the job description. Do 
not try to impress with a long list of accomplishments. This is the executive summary, not the resume.

•	 Convincing: An employer will make a decision on your candidacy based on the combined letter and resume 
package. You have to articulate the connection to the job description and sell your skills. This is a competition. 
Why should the employer hire you? 

Cover Letter Checklist

❏❏ The words and action verbs in your cover letter should be reflective of the job description.
❏❏ Always be professional. 
❏❏ Use proper grammar.
❏❏ Check for spelling and punctuation errors.
❏❏ Know to whom the resume/cover letter package is going. Do not use “To Whom It May Concern.” Address letter to 

the Recruiter or Hiring Manager.
❏❏ Use paragraph form, not bullet points.
❏❏ Do not copy and paste content from your resume to your cover letter. 
❏❏ Do not be forward in requesting an interview.
❏❏ Keep to one page (no more than 3-4 paragraphs).
❏❏ When e-mailing a recruiter or hiring manager directly, use the body of the email to write two to three sentences 

that introduce yourself and mention to what position you are applying. Include your cover letter and resume as 
attachments. Do not cut and paste your cover letter into the body of the email.

 

see sample on other side...
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