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A cover letter usually accompanies a resume.  Be sure that you look through the information below and the samples included.  Your assignment is to write a cover letter to attach to your personal resume.  This is the basis for a letter that you would with your personal resume when you interview for an internship. Just be sure that you do not repeat the info from your resume! 

The cover letter communicates to a prospective employer that you are interested in obtaining a position with his or her company.  It is usually sent with a resume.
	Cover Letter Writing: Introduction 
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	There are three general types of cover letters: 

1. The application letter which responds to a known job opening 

2. The prospecting letter which inquires about possible positions 

3. The networking letter which requests information and assistance in your job search 

Your cover letter should be designed specifically for each purpose outlined above as well as for each position you seek. Do not design a form letter and send it to every potential employer (you know what you do with junk mail!). Effective cover letters explain the reasons for your interest in the specific organization and identify your most relevant skills or experiences (remember, relevance is determined by the employer's self-interest). They express a high level of interest and knowledge about the position. 


There are several different situations for the cover letter:

I.  You have an interview scheduled for a specific job opening


Mention scheduled interview

Provide details of your experience which relate to the job

II. You have an  interview scheduled,  but for no specific job opening

Provide information about your skills

Mention interest in the specific company

III. You have no interview scheduled- you are trying to get your foot in the door!
Provide information about your skills

Mention interest in the specific company

Here are some points you should consider when writing the letter:
· Try to address the letter to a specific individual who will be hiring you.  Be sure the name is spelled correctly.

· State the purpose of your letter in the first paragraph.  Name the position you are applying for (or interested in) and state how you heard of the opening or how your heard of the company.

· Explain how the experience or abilities listed in your resume relate to the company’s goals or to the duties of the position.

· DO NOT repeat information from your resume

· Always ask for an interview

· Avoid the use of slang, idioms, or acronyms

· Check for spelling, punctuation, and grammatical errors

· Have the letter critiqued by several people

· Keep the letter to one page, neatly printed on good quality paper 
A template showing two different styles and a sample follow---you may use either format for you letter.  These templates came from “About.com” and you can revisit that site or monster.com to find additional samples, if you need them.
	
	Modified Block Format
Your Name 
Your Address 
Your City, State, Zip Code 
Your Phone Number 
Your Email 
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Date 
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Name 
Title 
Organization 
Address 
City, State, Zip Code 
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Dear Mr./Ms. Last Name (Note: no comma; can use semicolon)

First Paragraph: Why You Are Writing. Remember to include the name of a mutual contact, if you have one. Be clear and concise regarding your request. 

Middle Paragraphs: What You Have to Offer. Convince the readers that they should grant the interview or appointment you requested in the first paragraph. Make connections between your abilities and their needs or your need for information and their ability to provide it. You may want to utilize one of the styles described under appearance in the Cover Letter section of this Guide to make your qualifications stand out. Remember, you are interpreting your resume. Try to support each statement you make with a piece of evidence. Use several shorter paragraphs rather than one large block of text. 

Final Paragraph: How You Will Follow Up. Remember, it is your responsibility to follow-up; this relates to your job search. State that you will do so and provide the professional courtesy of indicating when (one week's time is typical). You may want to reduce the time between sending out your resume and follow up if you fax or e-mail it. 
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Sincerely, 

Your Signature 

Your Typed Name
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	Full Block Format 
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	Your Name 
Your Address 
Your City, State, Zip Code 
Your Phone Number 
Your Email  
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	Date  
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	Name 
Title 
Organization 
Address 
City, State, Zip Code 
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	Dear Mr./Ms. Last Name 

First Paragraph: Why You Are Writing. Remember to include the name of a mutual contact, if you have one. Be clear and concise regarding your request.  

Middle Paragraphs: What You Have to Offer. Convince the readers that they should grant the interview or appointment you requested in the first paragraph. Make connections between your abilities and their needs or your need for information and their ability to provide it. You may want to utilize one of the styles described under appearance in the Cover Letter section of this Guide to make your qualifications stand out.

Final Paragraph: How You Will Follow Up. Remember, it is your responsibility to follow-up; this relates to your job search. State that you will do so and provide the professional courtesy of indicating when (one week's time is typical).
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	Sincerely, 

Your Signature 

Your Typed Name 

encl


Source: http://jobsearch.about.com/library/

Sample Cover Letter

August 30, 2014
Mr. Charles Jones

Charles Jones and Company

1111 Washington Street

Anytown, US 12356

Dear Mr. Jones

Please consider me as an applicant for the position of classified sales representative, advertised in the News and Advance, May 10, 2014.

In my current work as a clerk for CVS Drug Store, one of my major responsibilities is maintaining a satisfactory inventory for all non-drug items. This part of my job requires sound mathematical calculations, attention to details, and good organization. I feel these skills would be put to good use in the position you have open.

Enclosed is my resume. I would appreciate a personal interview to discuss my qualifications.

Sincerely,

Kathryn Abel

205 N. Lewis Street

Anytown, US 11223

434-111-2222

