
WHAT IS A COVER LETTER? 
 Letter to a prospective employer introducing yourself 
 Write a cover letter EVERY TIME you send out your resume (even if the employer does 

not ask for one) 
 Cover letters must be specific to that particular job description 
 

FORMATTING A COVER LETTER 
 One page, typed 
 Use the same header as what’s on the top of your resume 
 Center the text on the page 
 Use the same font as your resume (10-12 pt or whatever is used for most of your resume) 
 Print it using the same paper as your resume 
 Mailing your cover letter?  

 Put the cover letter on top of your resume, fold both documents, then place them into 
the envelope. 

 Don’t forget to sign your letter! 
 

A COVER LETTER SHOULD ANSWER 4 QUESTIONS: 
1. Who are you? 

 Name 
 Degree and graduation date 

2. Why are you writing? 
 What position are you applying for? 
 How did you find out about this position? 
 Why are you interested in this company or organization? 

3. What can you do for the firm? 
 Why should they choose you? 
 Choose 3-4 experiences that match their requirements 
 Describe how you’re a good fit 

4. What will you do next? 
 Call for an appointment 
 Visit them at the Career Fair, etc. 
 Provide your contact information 
 Say thank you 
 Sign your letter: “Sincerely (or Respectfully), Your Name” 

 
 

SENDING A COVER LETTER VIA EMAIL 
 If sending a resume through email, write a cover letter in the body of the email 

 Include a subject line (“The Name of the Job, Your Name”) 

 Attach your resume to the email (consider converting it to a PDF) 

 Don’t include your address information or date on the cover letter sent in the body of the 

email 

 Send the cover letter/resume from the email address that’s on your resume 

 Don’t attach a cover letter to an email unless instructed by the recipient 

 Consider converting the cover letter to a PDF 
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Same header as resume 

Date letter is sent 

Recipient’s mailing 

address 

Answers questions 1 & 2 
(see previous side) 

Answers question 3 
(see previous side) 

Answers question 4 
(see previous side) 

Be sure to sign your letter if 

you are sending it by mail. 

EXECUTIVE BRIEFING: 
Matches your experiences to the 

job requirements 

BROADCAST LETTER: 
Highlights specific skills that may be 

desirable to a variety of employers 
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