
HOW TO WRITE A COVER LETTER
A  C O V E R  L E T T E R  A D D S  P E R S O N A L I T Y  A N D  D E T A I L  I N  A D D I T I O N  T O  Y O U R  R E S U M E  

Your cover letter is like introducing yourself with a personal handshake.  It is an essential, professional letter that
should accompany your resume when applying for a position.  Highlight your most important and related
skills as they pertain to the position, be sure to communicate to the employer WHY you are interested in
their organization.  Employers hire applicants who not only possess the necessary qualifications and skills, but
who also fit the organization’s culture and support their mission and values.  Make sure it is professional, error-
free, and well written.  Employers typically read cover letters quickly, so use simple, clear sentences.  Choose
every word carefully.

WHAT ARE YOU APPLYING FOR?

Address your letter to a specific person if the information is available on the website or job posting. If not,
you may address it as "Dear hiring committee".   
Attract the reader’s attention by clearly stating your reasons for writing.  
Identify the position you are applying for.  State how you heard about it.  Don't make the reader guess
what you are asking for; be specific.

WHY DO YOU WANT TO WORK FOR THE ORGANIZATION/COMPANY?

Do your research.  Employers like to hire people committed to their mission, vision, and values. 
 Learn about their products and services.  Just as Bethel focuses on their mission and values, so do
corporations and nonprofits.  Explain WHY you want to work for them.  What is it about their mission and
values that you support and why?

WHY ARE YOU THE BEST PERSON FOR THE JOB?

Demonstrate your past accomplishments and skills by highlighting your most important and related
skills as they pertain to the position.  
Address the KEY-WORDS and JOB QUALIFICATIONS and provide behavior-based evidence for these skills.  
Ex: If a qualification is “strong communication skills” then be sure to address this skill in your cover letter,
citing an example of how you’ve demonstrated this in the past.

WHAT ARE THE NEXT STEPS?

Close your cover letter in a courteous, pleasant manner.  Reiterate why you are excited for the
position, what you bring to the table and communicate that you want to be a part of the
organization.

QUESTIONS TO ASK YOURSELF TO HELP YOU WRITE YOUR COVER LETTER: 
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BASICS: 
1 page in length - do not go over
Same font as your resume
Font size between 10-12
Your heading should look similar to your resume with your contact information 

FORMAT:
Your contact information
Date you are sending the cover letter
Company's address 
Greeting
Opening/ introduction paragraph
1-2 body paragraphs
Concluding paragraph
Salutation

Greeting: 
Address your letter to a specific person if the information is available on the website or job posting. If not, you may
address it as "Dear hiring committee".

Opening Paragraph: 
State why you are writing, identify the position for which you would like to be considered, and indicate how you
heard of the position.  Mention any individuals who may have referred you to the position.  If you are sending an
inquiry letter, simply indicate the type of work or position you are seeking.  Be specific.

Middle Paragraph(s): 
Show how you can be useful to this particular organization – why should they hire you? Describe what
strengths/experiences you have to offer this employer.  Highlight particular classes, jobs, internships,
achievements, and extracurricular activities as they relate to the position in which you are interested.  You might
want to use one of the following approaches: Identify three reasons for the employer to consider you for the
position. Describe your previous accomplishments as they relate to the position. Illustrate the relationship
between your skills and experience and the position you are applying for.  Use specific examples. Describe why you
want to work for their organization – focus on mission/values. Refer the reader to your enclosed resume for
additional information.

Closing Paragraph: 
End your letter by summarizing why you want this position or to be a part of the organization, and also highlight
what you would love to contribute to their mission. If you are applying for a specific job which has been posted,
you might say, “I look forward to meeting with you to discuss my qualifications in more detail.  I can be reached at
(email and/or phone number)”. 

Signature: 
Write "Sincerely" and either type your name or include an electronic signature

DETAILS:



SAMPLE COVER LETTER
B R I N G I N G  I T  A L L  T O G E T H E R



SAMPLE COVER LETTER 2
B R I N G I N G  I T  A L L  T O G E T H E R


