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When to Use

Cover letters are sent along with your resume when applying for a job.
A Cover Letter:

· Is one page.
· Highlights your skills.
· Shows your interest in a particular job or field.
· Communicates to employer why you are a good match to company or job.
· Is addressed to contact person if possible.  If not, use Dear Recruiting Manager.
· Is typed. 
· Keep copy of cover letter for yourself.




Example of Cover Letter:
Date

Your Address                                                                                                                City, State, Zip Code

First Name & Last Name of Contact                                                                             Work Title of Contact Person                                                                                        Name of Organization                                                                                                   Street Address or PO Box                                                                                             City, State, Zip Code

Dear Mr. /Ms. Last Name:

1st Paragraph – Give reason you are writing.  Identify job you want.  Tell how you heard about job and or company.

2nd Paragraph – Tell why you are suitable for job or type of work.  Highlight your achievements.  Give your training, coursework or job experience.  Let employer know you desire job and have the right skills.

3rd Paragraph – Politely request a job interview with a time that is convenient for you and the employer.  Again, state your interest in the job and tell them how they can reach you.  Thank employer for his/her time.

Sincerely,

(Sign your name in cursive here
)

Your name typed here
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