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(Style should match your resume)

To Whom it May Concern,

For many jobs you are applying for, the hiring manager may request a cover letter along

with your resume or application. This can be intimidating if you haven’t written one, but

it’s actually very easy! The basic cover letter should be less than a page long and have

three core paragraphs. In this first paragraph, you will explain why you are writing, and

express why you want this job in question. Maybe you are applying to work for a

construction company, and you have family in the field and have always been interested

in it. Now you noticed their job posting and thought it looked like a great fit!

In this second paragraph, you will explain why you are a qualified candidate for this job.

Explain your education, especially if you studied a subject related to this job. Then

highlight any projects you did, or previous work (or volunteer/leadership/campus)

experience that gave you great skills. This content is also on your resume, but this cover

letter gives you a little more room to express your voice and what you bring to the table.

Be creative with what you include!

In this third paragraph, take the lead to let the hiring party know what you want to

happen next. For example, maybe you are about to graduate and will be available to

start working in a few weeks. Let them know your preferred mode of communication

and how best to reach you. Maybe mention that you would love to meet for an interview

and learn more about what this job involves. Then, thank them for their time and

attention! If you do not hear back, you can always reach out again to follow up. Any time

you hear from a prospective employer, respond promptly, politely, and with gratitude!

Sign off,

First Name


