
NEW JOB T O O L K I T
Cover Letter Tips

The cover letter introduces the applicant to the employer. Did you know that many believe the cover letter
can be more important than the resume? 

Cover letters offer the chance to communicate your relevant skills that would benefit the company. Since
your cover letter is often the first impression to the employer, it is essential to take the appropriate time to
develop and create a well-written document.

Heading
Include your name, street address, phone number, and email.
Be sure to add the date of the letter. Example: August 20, 20XX
Include the employer contact information, including: name, title, company name, and address.

Introduction
Reference the position and company.
State how you heard about the position.
Indicate relevant training, education, or specific skills.

Body
Sell your skills by providing examples.
Relate your skills and abilities to the job description.
Give examples of experiences that demonstrate success.
Write 3 to 5 sentence paragraphs.

Closing
Express your desire to discuss the position during an interview.
Thank the recipient for their consideration, not their time.
Suggest how the employer may follow up with you to schedule an interview.
Type your name and include a handwritten or electronic signature (scan and
upload).
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Guidelines
To Follow:

Customize your cover letter for each job.
Avoid repeating what is on your resume.
Ask someone to proofread your cover letter.
Use a simple and easy-to-read font.



NEW JOB T O O L K I T
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