	
	
	



Cover Letter Outline
	
Big Blue
Norfolk, VA. 23529
(757) 123-4567
bigblue@odu.edu
LinkedIn, E-Portfolio URL, Professional Website URL


Date

First and Last Name, Title
Company/Organization Name
Address
City, State, Zip Code


Dear First Name Last Name of Employer: (Note: Address the cover letter to a specific person or search committee and avoid using “To Whom It May Concern” as that is not a personal Greeting. If employer name unknown use Hiring Manager or Search Committee)

1st paragraph: In the introductory paragraph, state the position you are applying for, how you found out about the position (if this information is noteworthy), and 1-3 reasons why you are a desirable candidate. These reasons may include your interest in the company, impressive skill sets, standout personality traits, experience or other topics.

Ex: My name is (blank), and I am writing to express my interest in the position of (blank). I became aware of the position opening through (blank).

You want to prove that you have done some research on the company/organization that the position is affiliated with; perhaps something that attracts you and makes you want to be apart. In other words, why do you want to work for them?
Ex: In researching this opportunity, I find that you all have (blank)…. OR I’m attracted to (blank).

Then you want to incorporate a transition sentence to end your first paragraph to smoothly move into the second. Ex: I strongly believe that my skill set, and qualifications would make me an ideal candidate for this opportunity.

2nd paragraph: You want to provide examples of how the position of interest matches with your education, skills, and experience. USE EXAMPLES FROM YOUR RESUME HERE. You are trying to prove that you are an ideal candidate as you stated in the conclusion of paragraph 1.

3rd paragraph: In your closing, you want to refer the reader to your resume. Reiterate how you can be contacted. Close with a statement of action and thank them for their time and consideration.

Ex: Attached, you will find my resume which provides greater detail of my qualifications. At your earliest convenience, please feel free to contact me by phone or email. I will follow up with you in about a week to check the status of my application. Thank you very much for your time and consideration of candidacy, and I look forward to discussing this opportunity with you further in the near future.

***After ‘Sincerely,’ make sure you hit ‘ENTER’ about 3 times and then type you name in. Between ‘Sincerely’ and your typed name, you will need to add your signature. This will require you to print out the document, sign it, and scan it back into your computer***

SEE BACK FOR SAMPLE à

Example:
Big Blue
Norfolk, VA 23529
(123) 546-7899
bigblue@odu.edu

May 15, 2023

Mr. John Doe, Director
Voguefoods, Inc.
1725 East Main St. 
Anytown, MA 40000

Dear Mr. Doe,
My Name is Big Blue. Recently, I spoke with the Director of Swann’s Food; Gordon Smith.  He informed me of your intention to implement a more health conscious food program within your organization and suggested that I contact you.  I value healthy diet awareness and education others regarding it. My credentials in the food science industry would enable me to successfully promote the growth of this initiative. 
In the spring of next year, I will be receiving a master’s degree in Hotel Restaurant and Institutional Management.  In addition to my degree, I have over four years of work experience in the field of food service.  This has familiarized me with diet therapy, food chemistry, menu-planning with the Radisson Hotel Corporation.  I am health-conscious and enjoy working closely with other.  I know that I could make a significant contribution to Voguefoods, Inc. 
Given the opportunity, I would be pleased to meet with you and discuss how I might be able to promote growth and a nutritional food program at Voguefoods, Inc.  At your earliest convenience, please feel free to contact me via my cell phone; (123) 456-7899 or my email; bigblue@odu.edu. I will call you in about a week to check the status of my application.  Thank you very much for your time and consideration of candidacy, and I look forward to discussing this opportunity with you in the near future. 
Sincerely,
Big Blue
Big Blue 

Questions to Consider: 
Is It Relevant? 
It can be tempting to spend your cover letter discussing those skills, experiences, or accomplishments that you yourself find most interesting. However, these will fall on deaf ears unless they are also what will interest the reader/hiring manager: edit your letter with an eye towards what they need to know in order to decide to interview you.
Is It Supported?
Anyone can claim that they have a particular skills or experience. Evidence, in the form of specific past experiences demonstrating the depth and breadth of your abilities, is what convinces the hiring manager that you aren’t just anyone.
Can It Be Cut?
Good documents include all the relevant information, great documents cut out the less-important information so the most-critical information is easy for the hiring manager to find.
Find a job description you are interested in applying for and write down EVERY action verb in the space below








Reflect on your top qualifications. Which experiences have developed your most relevant competencies? List them below
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