
 

Cover letters are:  
 
One page  
 
Written in a professional 
and formal manner  
 
Block paragraph format 
 
Specifically targeted to the 
company and position 
desired 

Header 
should be the 
same as the 
header on 
your resume. 

Personalized LinkedIn URL 

Company Info should include: 
A specific contact name 
Company 
Mailing Address 

Addressed to a 
specific person if 
at all possible. 

First Paragraph: 
Why are you writing? 
 
Name the position/ job 
title 
 
How you found out 
about this position  
 
Perhaps, briefly note 
why you want to work 
there 

Middle 
Paragraph(s): 
Specifically match 
the qualifications 
of the position. 
 
Give PROOF using 
detailed examples 
of work, 
volunteerism, or 
educational 
experiences. 

 

Last Paragraph: 
Concluding 
statement 
summarizing why 
they should 
consider YOU 
 
Thank the reader  
 
Reiterate contact 
information Print and sign your name (leave extra space on typed 

document for this) 

Type name below the space left for your signature. 


