
The Art of Writing a Cover Letter



What is your experience with 
Cover Letters?



What is the purpose of a Cover Letter?

• Introduce yourself & your resume
• Identify position you’re applying for
• Highlight strongest skills & experience
• Pique the employer’s interest



Layout & Format
• Follow standard business letter format

• Match font type & size of resume

• Keep to one page

Address & Salutation
• Personalize when possible

• Avoid “Dear Sir/Madam” or To Whom It May Concern”

• Call for hiring manager’s name and pronouns

• Formal salutation: “Dear Ms. Smith:”

• If unsure of pronouns, use full name: “Dear Sam Smith:”

• Include full name, title, organization address

• Verify spelling of names and organizations



Key Points
• Can be read in less than a minute

• Individualize for specific position and organization

• Showcase your personality

• Mention referrals and contacts

• Should always accompany resume, never on their own

Salutation &
Opening

Paragraph

Body
Paragraph(s)

Closing Paragraph & 
Signature



Opening Paragraph
• Get reader’s attention – creative & appropriate
• Highlight why this organization
• Mention referral (if applicable)
• State position applying for and summarize skills you bring 



Body Paragraph(s)
• 1-2 paragraphs of skills that explain the skills you mention in your 

opening paragraph that match what the employer needs
• Provide evidence to back-up – use specific examples
• Do not repeat or simply list experiences
• Showcase writing style and personality as appropriate
• “I” Statements – limit use, be strategic



• Thank reader for their time and consideration
• A chance to restate interest and fit

Closing Paragraph



Find additional resources

at the CEO:

Example & 
Resources



Cover Letter Checklist
❑ Format (business letter/3 parts)

❑ Address/Salutation appropriate

❑ Attention grabbing introduction

❑ Relevant experiences, not verbatim from resume

❑ Skills and examples included

❑ Thoughtful closure



The Career Education Office is looking for students to manage front desk operations  and assist with special projects.

Core Responsibilities:

• Field all phone calls and in person inquiries: make appointments, answer questions when able, and/or direct students to 
appropriate staff member

• Organize and maintain the front reception area

Additional responsibilities may include:

• Create engaging social media postings for Facebook, Instagram, and Twitter accounts

• Assist in the planning and execution of events (Including but not limited to:  Job Fairs, information tables, Coffee Chats

• Assist all staff with various administrative tasks as assigned (Including but not limited to: data entry, emailing, scanning)

Qualifications

• Attention to detail

• Customer service/communication skills

• Organizational skills

• Ability to maintain confidential information

• Knowledge of Microsoft Office Excel and Word and ability to learn new computer programs quickly

• Familiarity with the CEO is useful

What to write - review the job description



Example



Example



Example

What do we like about this 
example? What needs work?



A quick word about ChatGPT
ChatGPT can be a tool to help you get started, as your "on-demand thinking partner”   
(Jocelyn Chong, Cal Poly Pomona). All results must have your thorough review and editing.

Prompts for Cover Letters
• What are the top 3 skills in this (cut/paste job 

description) that I should address in my cover 
letter?

• Write a statement for each of those 3 skills 
based on my resume (cut/paste experiences 
only)

• Identify the title of person to whom the letter 
should be addressed based on (cut/paste job 
description). You will then need to search the 
web for a specific name.

• May use industry lingo that does not align with 
your experience or could be different than 
what you are pursuing

• May estimate or make things up, so review all 
content and edit to ensure statements 
accurately reflect your skills and talents

• It’s not you (a human), so make sure the tone 
and language matches your style 
and represents who you are

General Limitations





What’s one new thing you 
learned from this session?

What’s one thing you still would like 
to know about cover letters?




