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Cover Letter Basics 
A customized cover letter should accompany every résumé submission. A well-written cover letter will 

help you effectively develop a connection with the employer and position. Use your cover letter to paint a 

picture of how you will work and what you will contribute to the company or organization you are hoping to join.  

 

GETTING STARTED: 
• Before you begin writing, read the job description thoroughly and determine how you meet the 

qualifications 

• Research the organization and include references to their mission, needs, or vision throughout your 

document. Understand what they do and how your education and experiences align with the mission, 

needs, and goals. 

• Identify key requirements of the organization and connect them to your experience.  

           

COVER LETTER GENERAL STRUCTURE AND FORMAT: 
Section 1: Contact Info (Yours & Company’s) 

• Your name and contact info formatted the same as on your résumé (copy/paste). 

• The date 

• Name of hiring manager and company name/address 

 

Section 2: Introduction 

Length: approximately 2-3 sentences 

• Open your cover letter with a strong, compelling sentence that draws your reader in immediately 

• Brand yourself: who are you, as it relates to this position?    

• What position are you applying for and why are you a good fit (i.e. thesis statement)?  

 

Section 3: Qualifications  

Length: approximately 3-5 relevant bullet points 

• Begin with a phrase introducing the bullet points (i.e. “Skills and experience I will use to help 

Company achieve [its goals] include:”) 

• Write new SOAR bullets; do not copy and paste whole bullets from your résumé  

• Make connections for the employer: show how your experiences directly relate to the organization 

and position 

 

Section 4: Closing  

Length: approximately 2-3 sentences 

• Reiterate your interest and how to contact you (include your phone/email) 

• Include a call-to-action 

• Thank them 

 

 
 

 

http://www.waubonsee.edu/careerdevelopment
mailto:careerdevelopment@waubonsee.edu
http://fcg.infobase.com/MediaDetail.aspx?aid=18733&iPin=FMG148932S1&vType=tips&SingleRecord=True
http://fcg.infobase.com/MediaDetail.aspx?aid=18733&iPin=FMG166190S1&vType=tips&SingleRecord=True
https://www.candidcareer.com/video-district+attorney,ff857e1c9d01d827267c,Waubonsee
https://fcg.infobase.com/MediaDetail.aspx?aid=18733&iPin=FMG166192S1&vType=tips&SingleRecord=True
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Cover Letter Myths & Tips 
 

Myth: A cover letter is not as important as a résumé.  

TIP: A cover letter is just as important as a résumé. Sometimes employers receive hundreds (or thousands) of 

applications received for one position and use the cover letter as a screening document. If you don’t tailor it to 

each specific job or company, you run the risk of being taken out of the candidate pool early in the process. 

Some hiring managers prefer to read the cover letter as an example of your writing skills. Use the cover letter 

to tell your story and make a connection to the position and organization. 

 

Myth: A cover letter should give the reader an overview of your past.  

TIP: Rather than reviewing all your experience, focus on the most relevant experience. Your cover letter 

should clearly convey what you offer to the organization and how you can meet the needs listed in the job 

description. If you are writing to apply for an internship and have little (or no) direct experience, focus on your 

transferable skills and connect your academic background to the position. Be sure to convey a sincere interest 

in the organization and the skills or experiences you do have.  

 

Myth: Your cover letter is simply a repeat of your résumé.  

TIP: Cover letters are your opportunity to “personalize” your interest, experiences and skills. Avoid repeating 

accomplishments or experiences verbatim and instead build on what you introduced in the résumé to 

showcase how it is directly transferable to the new job. Make it about the organization and select items that are 

relevant or unique to them.  

 

Myth: A cover letter should begin with the salutation, “To Whom It May Concern”.   

TIP: Use LinkedIn, web searches, and your professional network to learn the name of the person who will be 

receiving the letter. If this is impossible, try “Dear Hiring Manager” or add the title of the reader. 

 

Myth: Your cover letter should be short—the shorter, the better. 

TIP: An effective cover letter is most often 3-5 paragraphs that are tailored to the company by relating to its 

mission and the specific job description at hand. It is important to weave your story into the company’s to 

demonstrate your relevancy and your understanding of the company.  

 

Myth: Your cover letter is where you identify your feelings, passions, and share your personal 

story.  

TIP: Your résumé is about you; your cover letter is about the employer. This means that your cover letter 

should NOT be full of statements about why the position is good for you. Instead, your cover letter should focus 

on how your skills and abilities will be an asset to the job and organization (how you are good for them).   

http://www.waubonsee.edu/careerdevelopment
mailto:careerdevelopment@waubonsee.edu
https://www.candidcareer.com/gethired_detail.php?chid=64&p=career&shared=Waubonsee&UID=4213
https://www.candidcareer.com/video-accounting+firm+associate,72487b20cee5d7434506,Waubonsee
https://www.candidcareer.com/video-human+resources+mgr,9d0cd2256a219de0fe0f,Waubonsee
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Employment Cover Letter Sample Template 

Your Name 
Address City, State Zip  Phone  Email 
 
Date  
 
 
Hiring Manager Name, Title 
Organization Name 
Company Address 
City, State, Zip 
 
 
Dear Dr./Ms./Mr. Last Name: (If you do not have the contact name, use “Dear Hiring Manager‟) 
 
Introduce yourself in a fresh way that is relevant to the employer/position. (Have you worked on a branding 
statement? If so, draw from that. If not, Academic & Career Advising can help you craft one!) Answer these 
questions: what position are you applying for and why are you a good fit? Include position title, how you found 
the position and mention a referral if you have one. 
 
Statement introducing SOAR bullets about what you offer: 

• Develop a relationship between you and the employer by displaying your knowledge of the 
organization or industry.  

• Describe your accomplishments and qualifications, relating them to the needs from the ad and/or job 
description.  

• Make sure you are answering the question: “Why should I hire you?”  

• Use the comparisons you drafted in the Cover Letter Guide to match the needs in the description with 
your accomplishments and skills. 

• Concisely demonstrate relevant qualifications and match the organization’s hiring needs 
 
Reiterate your interest in the position, company, or organization. Include your phone and email address so that 
they can reach you easily. Mention your interest in the next steps (for example, “I would appreciate an 
interview to discuss this opportunity further”). End with a professional but memorable closing statement that 
includes a thank you.  
 
Sincerely,  
 
 
Your First and Last Name 
 
 
 
 
 

Need wording inspiration? Check out cover letter articles 

on: https://www.themuse.com/advice?q=cover%20letter  

Your header (name and contact info) should be 

formatted exactly the same as on your résumé.  

http://www.waubonsee.edu/careerdevelopment
mailto:careerdevelopment@waubonsee.edu
https://www.themuse.com/advice?q=cover%20letter
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PAYTON SMITH 

Payton Smith 

http://www.waubonsee.edu/careerdevelopment
mailto:careerdevelopment@waubonsee.edu

