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TIPS FOR A STANDOUT COVER LETTER
The purpose of a cover letter is to briefly introduce yourself, explain the position for which you are applying, and highlight your qualifications enough to peak the employer’s interest to more closely read your resume.   You always want to include a cover letter when you mail, fax, or email your resume.  If you email the resume, use your cover letter as the body of your email and attach your resume as a word document.
CONTENT
· Research the employer and the organization before you start writing your cover letter.  Websites and informational telephone calls are good ways to do this (See our handout on informational interviewing).  Utilize this information in your letter to explain why you are interested in that particular company.

· Remember to write down names of anyone you spoke to regarding the position so that you can include them in your cover letter.

· When writing your cover letter, always open with why YOU would be an ideal candidate for the specific job.

· Describe particular experiences and skills, both informal and formal, which would make you a good fit for the position. Refer to CDO sheet of descriptive words. 
· Your personality should shine through, and there should be a personal connection between your personality and how it is well suited for the job.  

· Explain how you fit into the organization’s culture and mission.

· Be specific about courses, skills, and how they apply to the position.  You need to make the connection between your education and the position clear.

· Review previous evaluations from supervisors to give you an idea for strengths and skills to include in your cover letter.

· Focus on accomplishments including achievements, awards, and outstanding honors.

· Close your letter with a paragraph which indicates your desire for an interview.  Make sure you state the best way for the employer to contact you.

· Be sure you are making the next step such as calling to make sure your cover letter was received; learn about your status, and arrange an interview.  
· Keep a master resume, which includes information on all previous jobs and experiences.
FORMAT & STYLE
· Keep your cover letter to one page.

· Avoid lengthy paragraphs in your cover letter, two to three simple sentences per paragraph is best.

· Bulleted lists are one way to make specific qualifications prominent.  

· Print your cover letter on the same high quality bond paper as your resume.

· Make sure your cover letter is quick and easy to read.  

· Use personal pronouns (“I,” “my,” and “our”) in your cover letter.

· Put your cover letter in front of your resume and do not staple them.

· Be aware that cover letters submitted electronically may have problems with formatting (indents, bold type, italics, etc.) so be sure to keep the formatting simple.  

· Typos in a cover letter are easily missed, so be sure to proofread and have someone else look at it too.

CDO RESOURCES & WEB SITES
· Cover Letters that Knock ‘Em Dead

· The Complete Idiot’s Guide to The Perfect Cover Letter

· Job Choices magazine series
· Cover Letter Checklist- http://www.collegegrad.com/jobsearch/4-8.shtml
· Creating a Winning Cover Letter- http://www.wetfeet.com/asp/article.asp?aid=305&aty
For other tips & questions contact the CDO at 337-6191 or visit the CDO website at www.goucher.edu/cdo
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Today’s date

Ms. Mary Jones

Baltimore Sun

Xxxxxx  Street

Baltimore, MD 21204

Dear Ms. Jones:

I am writing to express my interest in the reporter position at the Baltimore Sun, which was recently advertised on www.monster.com. With a strong writing and editing background, I am seeking a challenging entry level reporting position in a well-respected daily newspaper. I am particularly interested in this reporter position because it covers news topics from my home county in Maryland.

As you can see from my resume, I have a Bachelor’s degree in Communications from Goucher College and experience writing and editing in a variety of settings.  While working as a staff writer for the Goucher newspaper, I wrote feature articles on campus events and issues and assisted with editing for freelance writers.  As a staff assistant for the Baltimore City Paper, I wrote articles on local events and assisted with editing and layout. Finally, as an editor for the campus yearbook, I coordinated the production of a 50-page yearbook. My positions gave me the opportunity to develop strong reporting skills.

In addition to these experiences, I have strong organizational, computer, and leadership skills.  As a resident assistant at Goucher, I provided supervision to a floor of 20 students, and as Sophomore Class President, I organized fund raising activities.  I am proficient with MS Word, Excel, Access, and Publisher.

I believe the combination of my skills and experiences, as well as my knowledge of the area, would make me a definite asset to your paper. I look forward to speaking to you soon to discuss this position further and will be contacting you in two weeks to follow up on my application. I can also be reached at my campus phone number, 410-337-xxxx. Thank you in advance for considering my application.

Sincerely,

Goucher Q. Graduate

Enclosure

Address & Salutation

If possible, avoid addressing letter to “Dear Sir or Madam” or “To Whom it May Concern.” Verify spelling of hiring manager’s name, title, company, and address.

Opening Paragraph

Introduce yourself clearly stating your reason for writing. Identify specific position and how you learned of it. Mention any referral if applicable. Explain interest in the company.

Body Paragraph(s)

Briefly describe your strongest qualifications by using examples from your internships, employment, coursework, and co-curricular activities. Highlight particularly relevant experience without repeating your resume. Interject your own style and personality into the letter by discussing your skills. 

Closing Paragraph

End your letter with your follow up action plan including when you will contact the employer. Remind the employer how to reach you. Express your appreciation.

Signature and Enclosure

Sign the letter with a good pen.  Add “enclosure” at the end of the letter. Remember to include resume or other necessary documents such as transcripts, writing samples, or references. 

