
 COVER LETTER BASICS 

Center for Career Services (Earl Hall) 
Amy Petke – apetke@utf.edu  

What is a cover letter? 

A cover letter is a one-page, 2-4 paragraph letter submitted with a resume to potential 
employers.  It is meant to be a persuasive letter that conveys to the employer the 
reasons why you are the right person for the job.  This letter should be adapted for each 
specific company you apply to. 

Cover letter sections: 

1. The Opener –  
a. Grab their attention and show that you are interested in the position and 

the company 

b. Name the specific position and where/how you learned about the opening 

c. Briefly explain why you are excited to apply. 
2. The Body -  

a. 1-2 paragraphs 

b. Explain what you bring to the company and what makes you stand out. 
c. Why are you interested in this position/company 

d. Show that you’ve done your research into the company 

e. Briefly mention any education/qualifications that relate to the specific 
opening (DON’T repeat your resume) 

3. Closing –  
a. Express confidence that you are the right person for the job. 
b. Ask for an interview. 
c. Thank them for their time. 

Tips: 

1. Keep the header the same as your resume. 
2. Address the letter to a real person if possible 

3. Be enthusiastic, positive, and confident 
4. Include something to show you’ve researched the company 

5. Check spelling, grammar, and punctuation 

6. Have a couple of people proofread it and give feedback 
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Jane M. Doe 

Toccoa, GA 

123-456-7890 – jdoe@utf.edu 

 

 

 

Date 

 

Person’s Name 

Title 

Company 

Address 

 

Dear Name or Title: 

Opener: 
Grab their attention and show them that you’re interested.  State why you are writing 
and what position you are applying for.  Include where you learned about the opening. 

Body (1-2 paragraphs): 
Describe your interests in the position and the organization.  Explain what you can bring 
to the company.  Don’t forget to mention something about the company to show you’ve 
researched them.  Be sure to BRIEFLY mention any specific schooling or experience 
that qualifies you for the specific opening.  Show them you’re the one! 

Closing: 
Be proactive! Express that you are confident that you are a fit for this job.  Ask for an 
interview or meeting.  Thank them for their time. 

Sincerely, 

(Signature) 

Jane M. Doe 

 

 

mailto:jdoe@utf.edu

