
8 Old Dominion University

Cover Letter Writing
Make a Statement About Yourself

Employers consistently view good writing skills as a top priority when 
judging applicants.  That’s one of the reasons Old Dominion University
places such a high value on its writing examination. You’ll need to craft a

cleverly written cover letter to compete in today’s job market. A cover letter
should accompany any resume you send to an employer. It introduces you and
states how you found out about the position. It also explains how you are 
qualified and highlights the skills you possess. Lastly, it encourages the
employer to refer to your resume. Use the same type of paper and header as
your resume. Keep your cover letters clear and simple. Read it out loud to be
sure that your writing flows properly.

A typical cover letter reads as follows:

Your name, address and date

Employer’s name, title and address

Dear ______:

Paragraph 1: State your reason for writing; refer to the
position you are seeking; state how you heard of the
opening; prove that you have done some research on 
the company and position.

Paragraphs 2 & 3: Explain your interest in the job and
how it matches with your career plans, skills, education
and experience.  USE EXAMPLES FROM YOUR RESUME.
Prove that you are an ideal candidate.

Paragraph 4: Refer the reader to your resume.  Close
with a statement of what actions you will take next to 
set up an interview.

Sincerely,

Your Name
Enclosure
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