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Anatomy of a Cover Letter  

 
Your street address
City, ST, zip code

Month Day, YYYY

Contact’s Title 

Street Address
City, ST, zip code 

Sincerely,
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sure to add in asubject line, such as 

Start by highlighting something interesting about yourself, like how a course inspired you or
internship con�rmed a career path. Write with enthusiasm and demonstrate you recognize what this
organization is trying to accomplish. Tell the reader what appeals to you about that role/�rm. Include
contacts you’ve had with the �rm, like if you met a representative at an information session or were
referred by a friend/alum/career center.

Convey your story or the context around/themes running through your experiences. Highlight key
accomplishments and how they support your candidacy. Use examples to demonstrate the value you
can add to the organization.

Point out commonalities between your experiences and the work environment. Respond to the stated
mission, purpose and/or goals of the organization and why you want to support their work.
Demonstrate a connection between your skillset and the needs of the organization.

Express appreciation for being considered. Include your phone number, email address here if it’s not
already in the header. Reiterate your interest in the organization/role and the opportunity to further
discuss your quali�cations.

If you are sending your cover le�er in the
body of an email, omit the informa�on
to the le� and begin with the saluta�on.
Be sure to add in a subject line, such as
“Candidate for [Job Title]”



Patrick Panther 
Phone: 203-555-5555                      www.linkedin.com/in/patrickpanther              patrickpanther@gmail

                   

Month DD, YYYY

Kayla Song
Recruiting Manager 
Ernst and Young 
300 First Stamford Place
Stamford, CT 06901

Dear Ms. Song, 

new entry-level accounting position immediately sparked my interest. With my strong understanding of 

 

 

consideration. 

Sincerely, 

Patrick Panther 
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Sample Letter: Response to a Job Posting
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Sample Letter: General Inquiry 



Interpreting a Job Description Worksheet

.
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3.

1.

2.
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•  Review the standard cover le�er format (p. 2) and the sample cover le�er (p.3).
•  Cra� your le�er in your own voice.
•  Match the tone of the job descrip�on and organiza�on.



Organization/Agency Information Worksheet 
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•  Review the standard cover le�er format (p. 2) and the sample cover le�er (p.3).
•  Cra� your le�er in your own voice.
•  Match the tone of the job descrip�on and organiza�on.



Organization/Agency Information Worksheet 
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Magazine and was inspired to launch a 

 This internship would be a great 

I am commi�ed to wri�ng excellence
and admire People & Places Magazine’s
long-standing record as a leading
industry publica�on.

A weak closing focuses on the job seeker’s wants and does not express apprecia�on for being considered. A be�er one is more 
polite, and the best version reiterates both the applicant’s interest and value to the company and calls the reader to ac�on.

Weak Be�er Best

Weak Be�er Best

Weak Be�er Best

Weak Be�er Best
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