
 
Copy and paste your header from you resume. Make sure your email address does not have a blue hyperlink. 
 
Month Day, Year 
 
Contact Name (use Mr. or Ms.; if you do not know the contact name, use Director of Human Resources or Hiring Manager) 

Contact Name’s Job Title (remove this line if using Director of Human Resources or Hiring Manager as contact name) 

Company Name 
Company Street Address 
Company City, State Zip Code 
 
Dear Mr. or Ms. Contact Last Name OR Dear Director of Human Resources or Hiring Manager:  (put colon here) 
 
Do not indent this paragraph. State why you are writing, the name of the position or type of work for which you 
are applying, and mention if you have a contact who referred you (make sure you have their permission) or if 
you know someone who works at the company. You may also mention how you found out about the position. 
State something that stands out to you or interests you about the company, and why you want to work/intern 
there. State your year and major and that you feel confident that you have the qualifications to excel in the 
position. 
 
Do not indent this paragraph. This paragraph is to prove why they should pick you! Pull specific duties from the 
job/internship description, and focus on how your abilities make you a good fit for the position. Emphasize the 
skills, work experience or education that you have that relate to the internship/job. Add specific examples of 
accomplishments with facts/numbers when possible. Be sure to do this in a confident manner—don’t be afraid 
to brag! Remember that the reader will view your letter as an example of your writing skills, so proofread, 
proofread, proofread. Paraphrase your resume--do not copy the bullets word-for-word. 
 
Do not indent this paragraph. Wrap up the letter by thanking them for their consideration. State that you will 
follow up in two weeks (if you state this, make sure you do this). Reiterate again that you are excited about this 
company/opportunity, and that you would excel in this position. 
 
Sincerely, 

Your Signature  
Your Name Typed (make sure you type your name exactly as it appears on your resume and LinkedIn profile) 

 
 

 
TIPS FOR CRAFTING AN EFFECTIVE COVER LETTER 

 Use the same margins, font, font size and “look” of your resume.  

 Left-justify the paragraphs with no indentation; single space between each section of the cover letter. 

 If possible, address it to a particular person by name and title--use LinkedIn or Google to find this out. 

 Be personable, positive and enthusiastic!  

 Proofread! 


