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Anatomy of a Cover Letter
This is a guide to help you understand what to include in a cover letter and the format
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Sample Letter: Response to a Job Posting
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Sample Letter: General Inquiry
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To campaign@rabbitforsenate.org

Internship Inquiry

Dear Campaign Coordinator,

I am an avid follower of local political campaigns, and it is my hope to join your organization this
summer to support the work of senatorial candidate Roger Rabbit. Although I did not see a formal
internship program posted on your website, I wanted to share my background with you for
consideration.

At CT State Norwalk, I am working towards my CSCU Pathway Transfer Degree: Political Science 
Studies, A.A. Upon graduation in May 2025, I will transfer to the University of Connecticut and 
obtain my Bachelor of Science. I have experience managing a student election campaign, tracking
media stories, and conducting voter outreach. I am competitive by nature and channel this energy
into both academic and athletic endeavors, maintaining a strong GPA while serving as the Student
Government Vice President.

As a veteran of the United States Army, I am most impressed with the work that Mr. Rabbit has 
done to engage veterans in community development. I also come from a military family and 
actively advocate for e�orts that provide comprehensive health and social services to this
population.

My fall semester ends on May 25th and I am available to work from early June through late August.
I may be reached at (203) 555-5555 or patrickpanther@gmail.com to discuss the campaign and
potential opportunities for the summer. I very much appreciate your time.

Sincerely,

Patrick Panther 
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Interpreting a Job Description Worksheet
A cover letter answers three basic questions: Who are you and what are you applying for? What 
value can you add to this organization? Why are you interested in this particular opportunity?

This worksheet is designed to help you think of the answers to these questions, then present them
in a compelling way. Refer to a speci�c job description to complete the chart below.
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Organization/Agency Information Worksheet
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Sample Letter: General InquiryOrganization/Agency Information Worksheet
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Paralegal Cover Letter Sample
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[Today’s Date]

[Hiring Manager’s Name]
[Company Address]
[Company City, State XXXXX]
[(XXX) XXX - XXXX]
[hiring.manager@gmail.com]

Dear [Mr./Mrs./Ms.] [Manager’s Name],

This letter is in regard to my interest in applying for the entry-level paralegal position at 
[Company Name]. With my skills and quali�cations, I am more than capable of providing
paralegal support services to protect your company’s innovations and intellectual 
property.

While pursuing an Associate Degree in Paralegal Studies from CT State Norwalk, I have
developed knowledge of intellectual property law. As a member of the Junior Paralegal
Club, I was able to stay on all current a�airs in relation to corporate law. With
an internship at a mid-size law �rm I was able to apply this knowledge and gain hands
on experience in the �eld.

During my internship with The Wachester Firm, I was responsible for:
• The preparation of documents for criminal and civil trials by scheduling and

            conducting interviews with clients, witnesses, and other lawyers.
• Creating and maintaining a paper and electronic litigation database.
• In-depth research and analysis of cases on corporate governance and litigation.

Together, I believe my educational background and internship experience make me a
suitable candidate for the paralegal position at your �rm. I have attached my resume 
highlighting my academic and professional skills, and I look forward to hearing from 
you in due course. I appreciate your time and consideration.

Sincerely,

[Your Name]


