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QUICK ANSWERS

PURPOSE

IN THIS GUIDE
Why develop a cover letter?
A cover letter introduces you and your  cations to prospective employers. 

document in your job search.

A cover letter should:
EXPLAIN why you are sending a 
resume. Don’t make the reader 
guess what you are asking or for what 

 c. 

TELL  cally how you learned 
about the position or organization. It 
is appropriate to mention the name of 
a person who recommended you (with 
their permission). 

CONVINCE the reader to look at your 
resume. To achieve this goal, your cover 
letter must be well written, error free, 

 c employer.

CALL ATTENTION to your 
background. Point out education, 
leadership, and experience that is 

Demonstrate

PROVIDE or REFER TO any 
information the reader or employer 

 cally requested—an availability 
date, a reference to an attached writing 
sample, etc.

INFORM the reader how and when 
you plan to follow up. State both the 
method (phone, e-mail) and timeframe
(by a certain date). 

Grab the Reader’s Attention
“Ultimately any letter is only as good as the individual sentences that carry the message; the most 
grammatically correct sentences in the world won’t necessarily get you interviews, because such 
prose can read as though every breath of life has been squeezed out of it.  Your goal is to 
communicate an energizing message and entice the reader to action.” 

Martin Yate 
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Hillsdale College Career Services
Old Knorr Student Center
33 E. College St.
Hillsdale, MI 49242
(517) 607-2457
careerservices@hillsdale.edu

Checklist
Before you submit your cover letter to a potential employer, make 
sure you have considered the following questions:

 ☐ If possible, is your cover letter 
 c person?

 ☐ In response to an ad, did you 
 c job title?

  c examples 
to sell yourself?

☐ Did you make references to 
your resume?

 mottob dna pot ruoy erA☐ 
margins relatively equal?

 ☐ Did you remember to say 
thank you?

 ☐ Will your letter attract and hold 
the reader’s attention?

 ☐ Are there too many I’s?

 ☐ Is the letter concise and free 
of errors?

 ☐ Did you sign the letter?

 ☐ Is the letter on bond paper that 
matches your resume?

are a compelling candidate. Besides your resume, it is the most important 
organization as well as emphasizing the two or three strongest reasons why you
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COVER LETTER TEMPLATE

eet Address
te ZIP

 Name

ation Name
Street Address
City, State ZIP

Dear Mr./Ms./Dr.:

t you are applying for and how you found out about 
the position. If you know of any personal contact(s) within the company who assisted you 

 nding the position opening and you have permission to use his/her name, this would 
be the paragraph to do so.

 cations that make you a strong 
 is may be relevant education, work experience, skills, or 

other characteristics that would meet the needs and challenges the employer faces. Refer 

the next candidate. 

 cations, demonstrate knowledge of the company/
 ering the position. 

Paragraph 4: Indicate when and how you are going to followup regarding your status
as an applicant. 

Sincerely, 

(Sign your name if the cover letter is printed.)

Type your name
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SAMPLE COVER LETTER

123 Hillsdale St.
Hillsdale, MI 12345
August 14, 2013

Mrs. Alexis Spence
Project Supervisor
Edge Productions
123 Margaret Dr.
Memphis, TN 12345

Dear Mrs. Spence,

At the suggestion of Charlotte Suarez, I am submitting my resume for the position of Event Coordina-
tor. As a junior English major at Hillsdale College, I am enthralled by Edge Productions’ commitment 

Sincerely,

Alice Myers

Enclosure: Resume

-

1. Address to the hiring manager.  If 
you are unsure who this person 
is, research the organization online 
or call them for the correct name,
appropriate title and current

2. Maintain a professional 
writing style.
clear language and write in an 

3. Research the company. Explore 
the employer’s website to learn
about the company’s unique goals, 

highlight how your interests and 
strengths would accord with that 

4. Show with examples. Rather  
than stating your qualities, demonstrate 

5. Analyze the job description.

responsibilities and skills of the

and strengths that show you are

6. Avoid restating your resume.
Choose and expand upon 2-3 
relevant experiences mentioned in 

them through memorable examples.

 position and highlight experiences 

particular company.

your resume. active voice.

address.

Essentials

to communicating its clients’ vibrant, inspiring, compelling narratives. It would be my privilege to
contribute to your company’s endeavors through events development.

My collegiate experiences as Student Activities Board Director and Resident Assistant have fostered
skills directly relevant to the Event Coordinator position. As a Student Activities Board Director, I

required delegating tasks, coordinating logistics such as food and location set-up, and managing
issues. Clear, consistent and enthusiastic communication with my team proved essential to succeed.
Additionally, in my role as Resident Assistant I engaged and encouraged a diverse group of students

communication, organizational, and personal skills would enable me to consistently orchestrate
through attentiveness to each individual and planning philanthropic, academic, and social events. My

successful, engaging, memorable events for Edge Productions.

I am including a copy of my resume for your review. I would appreciate the opportunity to discuss 
further how I could contribute my experience and skills in this position.  Late next week I will give you
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