
  

How to Write a Cover Letter 
- 3 Paragraphs - 
¶ 1.  State the job for which you are applying 
 Source of the job information 

What skills you have for the role, why you are interested in the 
role/company 

¶ 2.  A major skill from the job description and describe your experiences    
where you used/developed that skill 

¶ 2.  A major skill from the job description and describe your experiences    
where you used/developed that skill 

¶ 4. Thank you for the opportunity 
 Any additional questions 
  
 
 
 

Purpose 
A cover letter compliments a 
resume 
A cover letter makes a statement 
about relevant skills and experience 
related to job requirements 
A cover letter covers gaps in a 
resume 
A cover letter answers questions 
about qualifications 
A cover letter demonstrates 
effective written communication 
skills 
 

Tips 
 
[Review] grammar and spelling 
errors are costly 
[Concise] less is more; get to the 
point 
[“I” Statements] eliminate or reduce 
personal pronouns 
[Simple] use a basic font 
[Graphics] avoid the use of graphical 
elements 
[Avoid] clichéd language or empty 
language that is not relevant 
[Support] make sure anything in the 
cover letter can be supported by 
specific examples - Do Not make 
claims that just sound good 


