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WHAT IS A
COVER LETTER?

1 PAGE LETTER TO EXPAND ON YOUR EXPERIENCES &
CONNECT THEM TO THE POSITION YOU ARE APPLYING FOR 
EXPLAINS THINGS THAT A RESUME CANNOT, FOR EXAMPLE: 

EXPANDING ON YOUR FIT FOR THE ROLE 
PERSONAL CONNECTION TO THE ROLE/COMPANY 
EMPLOYMENT GAPS 

1



GENERAL GUIDELINES
Express your interest in their position 
Highlight 2 -3 skills or experiences to connect you to their position 
Highlight what you bring to the position 
Customize every cover letter for every job 

Before writing your cover letter, review: 
The job description 
Years of experience, degrees, programs etc 
Job duties you have performed before/are capable of performing in this
role 

Your resume 
Select 2-3 accomplishments/skills related to the job you are applying for 
Connect previous experiences to the job description 

DO'S DON’TS
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Use personal pronouns, full
sentences 
Paragraph form 
Research the hiring manager and
company you are applying to 
Always proofread before
submitting 
Write on Word Document 
Submit as PDF 

Mass produce/reuse the cover
letter for multiple positions 
Overuse adjective or filler words 
Include personal information
irrelevant to the position 
Use slang, contractions or
abbreviations (MU, CCDCE etc.) 
Use pictures, graphics or colors 

PREPARATION



FORMATTING
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Letter Segments 
Heading 

Can use the same heading as your resume  
Name, location, email, LinkedIn link etc. 

Salutation 
Dear Mr/Mrs/Mx/Dr 
To whom it may concern 

Date and employer information 
Date on the top (e.g. August 2nd, 2024) 
Write title of the position you’re applying for, name of the company, the
department/office (if applicable) and company address 

PARAGRAPHS
First paragraph (Intro) 

3-4 sentences 
Professional introduction to yourself, your background, why you’re
interested in the position 
Almost like your professional summary from your resume 

Second Paragraph (experience connection) 
4-5 sentences 
Explain and relate how your previous experiences/skills make you the
best candidate for this role 
Focus on what you bring to the table 

Third paragraph (DIY) 
4-5 sentences 
Either a continuation of your experience from the second paragraph OR 
Could make a personal connection as to why you want to work for this
company 

Fourth Paragraph (Closing) 
3-4 sentences 
Thank the hiring manager for their time 
Explain your desire to interview or speak further 



SAMPLE COVER LETTER
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COVER LETTER
CHECKLIST
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GENERAL RESUME RULES FORMATTING TIPS 

Result

WORKS CONSULTED
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Adapting your resume for a nonprofit job search. Bridgespan. (n.d.). Retrieved September 9, 2021,
from https://www.bridgespan.org/insights/library/transition-to-the-nonprofit-sector/adapting-
resume-for-nonprofit. 
Bleich, C. (2020, March 25). Hard skills vs. soft skills: Examples and definitions. EdgePoint Learning.
Retrieved September 9, 2021, from https://www.edgepointlearning.com/blog/hard-skills-vs-soft-
skills/. 
Blue sky Resumes. 5 Tips for Media and Communication Resumes | Free Resume Help | Blue Sky
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Georgetown University Center for Career Services. (2017, August). Resume Writing Guide: Nursing.
Georgetown. 
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