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Writing a cover letter

When you want to apply for a job or voluntary position, it is better to send a cover letter

along with your resume (CV).

Here is a sample letter, but remember endless variations and combinations are possible.

n General recommendations

« Write a one page letter using short
paragraphs and spaces between
the paragraphs to make it easy to
read.

» Top and bottom margins should
be the same.

» Let your personality show as
much as you can!

» Try to create interest in your CV.

E General outline for your cover letter

» Address your cover letter to the
specific company and the Appli-
cations Manager.

» Name the position/post for which
you are applying.

» Organize your letter beforehand
and write in paragraph form:

3t Second Street
“Troy, New York 12 180
October &, 2001

Ms Goil 12oberts

Recvuiting Coorolinator
Database Corporalion
Frinceton, Newjuseq 056%¢

Dear M Rnb!ﬂ‘{',

l/tow advertisement {or sc][’rware engineers inthe Tanuary
issue of the TEEE Spedw\w\ caught wy afferition” T weg
cvawn o the ad by my swﬂ tterest in both Sof\‘umm
Aegijn and Databace

T hove wovked with & CALMA system in developing VLST
avaits, and T ako have substanfial experiance i +he
design of interactive CAD software. Recause of Hhis
expenence, T con make a divect and immedliate
contbution Fo your deparfmemf. T have encloged a
copy g—f my reuwme, which detale my quafa-ﬁ'mﬁowf and
suﬁﬁe;k how T m«‘ah’r be of senice fo Databax

T would kke vey much to meet with you to dicuss
your open positions for software. engineerc. T4 you wich
1o arrange an inferview, pleace contget me. ot Yhe above
adldress “or by telephone at (548) 2319999

Thoulz you for your time and considevation.

gimmw yours,
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jose;alq Smith
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Opening paragraph

Middle paragraphs (1 to 3)

Closing paragraph

- mention the position you
are applying for

- how you found out about
it

- your reasons for applying

L

- emphasize your qualities,
knowledge, skills, experi-
ence

- describe in detail what you
think you can do for the or-

| ganization
- refer the reader to your |

resume for additional details

- request an interview or
some other response

- state where and when you
can be reached and express
your willingness to come to
an interview or supply fur-
ther information

— thank your reader for her/
his time and consideration

e Sincerely.

* Your name.




