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The Purpose
OF COVER LETTERS

A tool to provide experiential
information early in application

processes.
Cover letters are typically required in application processes for
professional positions or graduate and professional schools.
Since these application processes will generally require
candidates to submit a resume as well, the cover letter should
not repeat information already provided in the resume.

An opportunity for you to choose
what to discuss with employers.
Cover letters are an opportunity for you to exercise control
throughout the hiring process because you decide what you
wish to discuss with a potential employer or organization.
Remember, cover letters - similar to other application
materials - help you to obtain an interview or move on to the
next step in the hiring process.



Be selective - put your best foot forward.
Discuss your experiences, accomplishments, and skills.
Look at the qualifications on the position posting. Choose
experiences that demonstrate your preparedness.
Tell a story to exemplify your skills and keep the reader's
attention.
Focus on what you can do for that company instead of what
the company can do for you.

Page Length: Cover letters should not exceed one
page in length.

Sections: Cover letters are typically built with three
sections. 

First Section

Second Section
This is the main content of the letter. Highlight 1-2 work
experiences that showcase your quality work and competence
for the open position.

Third Section

Cover Letter
Standards

Personal
introduction

State the
position of
interest

State how you
learned about
the open position

Request an
interview or

consideration for
the position.

State when and
how you will

follow up with
the employer.

Invite the
employer to
contact you.

Thank the
employer for

their time and
consideration.



Cover letters are an opportunity to tell your
career stories. These stories should be about
situations that you contributed high quality
work to produce results. Share lessons you
learned you will carry into  future positions.

Cover letters should be formatted as a
business letter (see page 9).

The writing showcased in a cover letter
should be formal. The writing should
demonstrate your ability to write
professionally.

Cover letters should NOT restate the
information provided in your resume



Areas of the template that need to be updated before each cover
letter submission should be BOLDED, HIGHLIGHTED, AND IN ALL
CAPITAL LETTERS  so you never accidentally submit a cover letter
with incorrect information.

Template Tips

Create your own cover letter template.

Use the following tips to write multiple cover letters without
sacrificing quality or time.

Each experience should be roughly one paragraph in length.
Choose from these 5-7 experiences to create a unique second section
of your cover letter tailored for each position application.
To determine which experiences to include in each cover letter:

Examine the job description and identify what skills the
organization emphasizes.
Select your experiences that best match the description or
emphasized skills.

Each cover letter that you submit should be
tailored to the positions for which you are
applying.

The template should have
areas to input information that
is specific to an organization.

The template should have
interchangeable second
sections to utilize your best
experiences for the unique job
descriptions.

Triple check that you update the following before submitting a cover
letter: position title, organization, date, address, letter recipient.

Write 5-7 experiences to use in the second section of your
cover letter.



Writing Prompts

What did I used to do that I don’t do now?
What situations or learning experiences did I grow from?
What changed in the environment from when you started
the position versus when you left? How did you contribute
to the changes / improvements?
What changed in how you approach your work from when
you started the position versus now?
What challenged you in your last position?
What were some of your favorite experiences in your last
position?
What were your most memorable experiences in your last
position?
What questions did you have when you first started your
last position?
What did you not like about your position when you
started and how did that change throughout your time of
employment?
What were new experiences that you gained from your
last position?

Prompts to Write Your 5-7 experiences.
Ask yourself the following questions in the
context of your career experiences and your
approach to work.





Template
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