
Time to get this cover letter done! 

 

You might be asking yourself at this moment, “Why do I need this cover letter?”, “what 

is the purpose of a cover letter?” Well, let me explain! A cover letter is your chance to go 

into detail about yourself and your qualifications for the position at hand. In 

comparison to the resume, the cover letter goes more in depth of what you can offer to 

the company you are applying for. It answers the question, why you? You should 

always include a cover letter with your application and resume unless you are 

specifically told not too. 

 

Now let’s get started! 

 

In the next page, you will find an example of a cover letter. The cover letter will go into 

an explanation detailing what goes where and what you should include. For now, some 

helpful tips to keep in mind! 

 

1. Direct it to a contact person 

If you do not have a contact person to address it to, you can use a more 

general term such as the following: Dear Hiring Manager, Dear 

Sir/Madam, or To Whom It May Concern. 

2. Be positive and provide what makes you unique.  

Make sure your enthusiasm isn’t overly exerted! You don’t want to be 

“funny” when writing a professional cover letter.  

3. Be Direct 

Show what you can offer to the company. A firm statement is better than a 

vague statement. You should be very direct on the next-steps expectations.  

4. Familiarize yourself with the qualifications for the position  

Make sure to connect your qualifications with what the position is asking 

for; just like your resume. This does not mean to repeat your resume.  

5. If needed, go over one page, but if it is not needed, limit the cover letter to one 

page! 

Make sure you use the same font and formatting in the cover letter as your 

resume. That will keep your application more uniform. The header would 

also be a great addition to your cover letter and resume.  

6. Check for typos and appropriate grammar 

Ensure that you use professionalism throughout the cover letter by 

checking if there are any typos or grammar errors. Have another person 

check it prior to you submitting for an additional set of eyes! 



 


