How To Write a Cover Letter
Date

Employer Name

Organization

Street Address

City, State, Zip

Dear Ms. Mr. or Dr. Employer, 

Explain why you are writing. Name the position, field or general area about which you are asking. If a current employee or contact suggested that you follow up with this opening, include his or her name and the date.

Expand on the information in your résumé. If you have had experience or specialized training related to the position, point it out. State information requested in the advertisement and highlight your relevant experience and skills, indicating how they relate to the position. Mention one or two qualifications you think would be of greatest importance to the employer, addressing your remarks to his/her point of view.

Close by making a specific request for an interview or suggest a specific date and time that you will telephone to establish an appointment. You may wish to state: I will call your office on a specific date, (one week from the day you mail the letter) to confirm a convenient time for an interview. (Don’t forget to call!) Make sure that your closing statement is positive and makes a request for specific action from the reader. Thank the reader for his/her time and consideration.

Sincerely, 

(Your handwritten signature)

Type your name

Enclosure(s)




































































