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Writing a Cover Letter

Cover letters are a supplement to your resume or job application that help make a positive first impression
with a prospective employer. While writing a cover letter takes extra effort when preparing a job application,
it shows hiring managers your enthusiasm, motivation, and seriousness for the position. It also demonstrates
your written communication skills. Cover letters should include 2-4 short paragraphs that expand on a
specific experience from your resume, connecting to the employer’s needs. Note the professional tone and
detailed descriptions in the example below.

Jane S. Doe

5123 Vance St. | Boise, ID 83709
(123) 456-7890
janedoe®@u.boisestate.edu

June 11, 2022

Jeff Jefferson

Boise State University Career Services
Boulder Hall, Room 111

Boise, ID 83709

Dear Mr. Jefferson,

| am excited to apply for the position of Career Services Student Assistant at Boise State University. As
an undergraduate student at BSU pursuing a B.A. in Communications, my educational background
combined with my professional office experience and passion to help students in their career searches
makes me an ideal candidate for this position.

As a front desk assistant at Alexander Dental Group, | communicated clearly and professionally with
patients from a variety of backgrounds via telephone and email. | regularly scheduled appointments
and entered individual data, including confidential medical records, into each patient's record. | was
regularly recognized for providing excellent patient care, communication, and organization.

My ultimate passion is assisting young students on their paths to educational and career success. For
my senior project last year, | organized and oversaw a school-wide college/career fair featuring local
and out-of-state university and career representatives. A student survey following the event showed
that 86% of my school's population left the event feeling more prepared for life after high school. | am
excited to continue on this trajectory of helping students pursue their career goals.

Thank you, Mr. Jefferson, for your time and consideration. | look forward to hearing back from you soon
and speaking with you more about how my professional office experience and passion for student

success align with this position.

Sincerely,

W

Jane Doe
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Quick Guide to Cover Letters

. Tell your own story.

Be personal:

A cover letter, unlike a resume, is the space you can show an employer your personality. Use relevant
examples from your academic, professional, and or personal life to show precisely how your skills and
experiences qualify you for the position.

Relate your story to the application:

An effective cover letter is written explicitly for the job you're applying to. Pull keywords from the job
application into your cover letter (e.g. collaboration), blending them with your past experiences (such as "I
collaborated with several colleagues on...").

Address your application to the employer:

A cover letter is an intimate document read by a real person. Addressing it to that person directly, rather than
"To whom it may concern," acknowledges the reader and demonstrates your attention to detail. Find the
employer's name on LinkedIn, company web pages, or from other employees. If you can't find the exact
person who'll read your letter, addressing the hiring committee will work.

2. Keep your cover letter at one page only.

e A cover letter is usually 2-4 paragraphs long, 1-page maximum. Be brief and concise in your letter.

e Cover letters typically follow block formatting rules: the entire message is left justified, single spaced except
for an added space between paragraphs, with no extra indentation for paragraphs. A quick Google search will
help you know how your cover letter should be formatted for a specific job or field.

e Place only the most vital information in the cover letter. Highlight only your most relevant experiences and
accomplishments, rather than everything you've done.


mailto:writing@boisestate.edu

Boise State University Writing Center 3
writing@boisestate.edu

. Show why you're uniquely qualified.

e A cover letter is an argument for why you're a uniquely qualified candidate. Describe how your unique story
and skills will apply to the position: In what ways will you meet or exceed the expectations of the job?

e "Show" rather than "tell." Avoid "telling" your audience your skills; show them your specific skills when
describing experiences to show how they correlate. One way to "show" your skills is to use them as action
verbs, such as using "collaborate" or "communicate" to describe job responsibilities.

e Jobs are an opportunity to demonstrate skills as much as learn new ones. When writing cover letters for
internships or other learning based opportunities, it's appropriate to express curiosity and your commitment
to learning.

End your letter with an opportunity.

e A strong cover letter invites the reader to respond. A statement such as "I look forward to learning more
about the Writing Center!" asks the reader to follow up, either to talk more or meet about the application.

e (Consider adding your personal signature at the end of the letter, followed by your typed name.

. Why and why not to use templates.

e Hiring managers can often differentiate between thoughtful cover letters and vague ones that come from
cookie-cutter templates. If using a template, make sure to personalize it to the specific job.

e [fyou've never created a cover letter before or don't have time to create one from scratch, there are templates
in Microsoft Word, Google Docs, and Canva.

o To load a template, follow these steps: File — New — From Template — Cover Letter.
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