
Cover Letters
There are different types of cover letters. A “letter of inquiry” is written to inquire about opportunities or request general information about 
a company. A “letter of application” is written to apply for a specific position within a company. Regardless of type, these general guidelines 
can help make your cover letter effective:

General guidelines
• Use block business letter format (see examples on back).
•  Address each letter to a specific person. Avoid “To Whom It May Concern” or “Dear Sir or Madam” unless after calling you still 

can't learn who will read your letter.
• Individualize the letter by incorporating information you have acquired through researching the company; don’t use a form letter.
• Proofread your letter to ensure it is error-free.
• Print the letter on high-quality paper that matches your resume.

When you apply for a position, your cover letter is your chance to convince an employer to read your resume. It allows you to express your 
interest and enthusiasm in the position and the possibility of working for the organization. It also:

• Allows you to highlight skills or experiences that are especially relevant to the position.
• Demonstrates your written communication skills.
• Strengthens your chances of securing an interview.

Parts of a cover letter
This simple outline can help you write winning cover letters every time! For  
examples, see the back of this page.

Top of page
• Include your return address.
• You may also include your phone number and email address.
• Below your contact information, type the current date.

Introductory paragraph
• Briefly state who you are and why you’re writing.
• Mention the specific job title and how you heard about the opening.
• If you have a personal connection to the organization mention that 

person’s name.
• Mention something you know or respect about the organization.

Body paragraph
• State how your skills, education, or experience match the requirements of 

the position. 
• Use specific examples and short stories to provide additional detail about one or two experiences that provide evidence of relevant 

skills, strengths, and accomplishments, without repeating your resume verbatim. 
• Mention how the experiences you wrote about will let you do something specific for the employer.

Closing paragraph
• Indicate what actions you would like to have happen next. Ask for an interview; state that you will follow up in one week.
• Refer to the enclosed resume and provide your phone number and email address to make it easy for them to contact you.
• Express your appreciation for the employer’s time and consideration.
• Be sure to sign your letter!

Next step
• Follow up by contacting the organization within 2-3 weeks. You can confirm that they received your materials, and they will be 

reminded of your interest.  

If You Are Submitting Your  
Application Electronically...
Unless otherwise specified by the employer, paste 
the text of your cover letter into an email. Include 
the name of the position in the subject line. You 
don't need to date your email. Instead of placing 
your contact information at the top, place it under 
your typed signature, as follows:

Sincerely,
Morgan Maxwell

626 East Second Street
Bloomington, IN 47404
(812) 555-6473
Also attach your formatted resume and cover 
letter–preferably as PDF files–using your name as 
part of the filenames. Mention in your cover letter 
that your resume is attached.
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626 East Second Street
B

loom
ington, IN

 47404

A
pril 16, 2008

H
illary H

irer
D

irector of H
um

an R
esources

A
cm

e Public R
elations

1 Paycheck Avenue
C

hicago, IL 60111

D
ear M

s. H
irer:

I am
 w

riting to apply for the position of M
arketing and Special Events C

oordinator. I 
becam

e aw
are of the position w

hile exploring job listings on IU
C

areers.com
. A

cm
e is a 

leader in w
orking w

ith the governm
ent and non-profits, w

hich is w
hy I am

 particularly 
interested in your com

pany.

A
t ESPN

 Television, I had the opportunity to w
ork w

ith a w
ide variety of people as 

a m
edia relations intern. I coordinated press conferences and interview

s w
ith athletic 

team
s and assisted w

ith daily events and show
s for ESPN

 broadcasts. These tasks 
required a high level of verbal com

m
unication skills, attention to detail, and the ability 

to interact w
ith a diverse range of people. Through the Sem

ester at Sea Program
, I had 

the opportunity to live, study, and w
ork in different cultures. I believe m

y experience 
m

eets the position requirem
ent that an individual be com

fortable w
ith a w

ide range of 
audiences.

The public relations sector requires strong leadership skills. A
s the Student D

irector for 
the cam

pus tour guide team
, I w

as responsible for coordinating over 25 tours w
eekly 

and for facilitating m
eetings for 65 student tour guides. This experience enhanced m

y 
leadership and m

otivational abilities. In addition, m
em

bership in the A
lpha A

lpha A
lpha 

Sorority provided m
any opportunities to gain valuable leadership skills.

I believe m
y education, w

ork experience, and leadership abilities m
ake m

e a strong 
candidate for the M

arketing and Special Events C
oordinator position. Enclosed is m

y 
resum

e that further outlines m
y education and w

ork experience. I am
 excited to learn 

m
ore about A

cm
e Public R

elations and look forw
ard to the opportunity to discuss this 

position w
ith you in person. Should you have any questions, please call m

e at 812-555-
9876. Thank you for your tim

e and consideration. I look forw
ard to m

eeting w
ith you 

soon.

Sincerely,

M
organ M

axwell
M

organ M
axw

ell

Enclosure 

122 Sports D
rive, A

pt. 301
B

loom
ington, IN

  47408

A
pril 7, 2008

Sheila B
urnett

D
irector, H

um
an R

esources
A

ds4You, Inc.
2 B

illboard W
ay

N
ew

 York, N
Y

 10022

D
ear M

s. B
urnett:

A
s a recent graduate of Indiana U

niversity w
ho is passionate about the discipline of 

psychographics, I am
 w

riting to apply for the A
ccount Planner position at A

ds4You, Inc. I 
learned about this position from

 m
y uncle R

obert B
ranciforte, w

ho is an alum
nus of Indiana 

U
niversity and a golf partner of A

ds4You’s Senior V
ice President D

aniel Langston. Your 
com

pany is w
idely know

n for its innovations in psychographic research that go far beyond 
the B

ritish advertising firm
s that pioneered this approach, and I w

ould be thrilled to be 
involved in this cutting-edge w

ork.

M
y internship last sum

m
er at N

ationw
ide A

dvertising, Inc. offered a w
ide-ranging 

introduction to account planning and included an intensive research project involving the 
com

pilation and analysis of psychographic and geodem
ographic data on consum

ers in the 
O

hio R
iver Valley region. U

pon com
pletion of this project, I w

as aw
arded N

ationw
ide’s 

“Sum
m

er R
esearch Intern Aw

ard.” I believe that m
y research and analytical skills, coupled 

w
ith m

y strong w
ork ethic and team

 orientation, w
ould be an excellent m

atch for this 
position.

I w
ould appreciate the opportunity to m

eet w
ith you to discuss this position and how

 I m
ight 

be of service to A
ds4You. I am

 enclosing m
y résum

é, w
hich offers additional details about 

m
y education and experience. I w

ill follow
 up w

ith you w
ithin the next tw

o w
eeks to ensure 

the arrival of these m
aterials and to inquire about scheduling an interview. Should you w

ish 
to contact m

e before that tim
e, please call (812) 555-4321 or em

ail jbjones@
indiana.edu.  

Thank you for your tim
e and consideration.

B
est regards,

J
ordan J

ones
Jordan Jones

E
nclosure


