UIS CAREER DEVELOPMENT CENTER

Cover Letter Guidelines
What is a Cover Letter?

A cover letter introduces you and your resume to an employer.  With every resume that you submit, it is imperative that you send a tailored cover letter paper clipped or attached to it. 

A cover letter is also important because it provides a sample of your written communication skills.  Showing you can write well will demonstrate your intelligence and help to establish your credibility.  Always write cover letters with care, because, like resumes, cover letters create an image of who you are as a professional.  

You should plan to write a new cover letter for every position you apply for, because cover letters should be tailored to the needs of your readers.  Always bear in mind that the content of your cover letter should change, although you can keep a generalized draft to work from each time you create one.  

Your cover letter should always be addressed to a specific person, by their name.  This will immediately grab the reader’s attention and show that you have done your research.   
What Should a Cover Letter Include?

The opening paragraph should state why you are writing and why you are interested in the organization. If you are writing a letter of application, you should name the specific position for which you are applying. Also, tell the employer how you became aware of the vacancy. If a former employer or someone else referred you to the employer, this is the best place to drop that person’s name and mention that he or she suggested you write. A letter of inquiry should provide evidence of your career-mindedness; it helps to refer to specific job functions, if not titles, when trying to determine if a vacancy exists. 


The second paragraph is where you draw attention to your resume and highlight specific skills relevant to the potential employer. This paragraph is devoted to explaining how you are qualified. Cite achievements and qualifications related to the position desired. If you have qualifications that are not noted on your resume, this is your opportunity to discuss them. 


The third paragraph states why you are right for this job. Use this paragraph to demonstrate your knowledge of the employer and their goals. Tell them why you should be considered for the position you are applying for. A little bit of homework on the company or the industry can really pay off by showing the employer that you are serious about your application, and informed about the type of work and experience that it requires. 


The closing paragraph states what you will do next (such as calling to arrange an appointment at the employer’s convenience) or what you would like the recipient of the letter to do next. Request action. Ask for an interview. Inform the employer when you will make contact with them again if appropriate. Either here, or in your closing, thank the employer for their time. Restate your phone number and e-mail address in case this becomes separated from your resume. 

