Cover Letter Etiquette
	Your contact information in this area

The date



	Their contact information comes after




Before Writing:
Read carefully the qualifications they’re looking for and write down the bullet points.  Align your cover letter addressing them with your previous experience.  Make sure to read the overarching goal/mission/purpose of the organization; you will need this for the conclusion or introduction depending on your style.    

Introduction:
Open with how you heard about the position – if you were referred by someone, definitely mention that – and then state (briefly) how you are the most qualified and why you want to work there.  

Body:
Describe how your previous experience/education relates to the position you are applying for.  This should open with the most relevant experience first seeing as some employers only skim-read cover letters.  

Conclusion:
Restate why they should hire you and mention some personal connection you have with their mission statement if you did not do so in the introduction.  Thank them for their time; mention your resume/cv is enclosed and that you look forward to hearing from them.  


Suggestions:
People make decisions based on feeling more than logic; appeasing their emotions by mentioning how this job is of personal interest to you can go a long way.  

Stand-out:  Most likely all the applicants have your qualifications.  What is unique about you that you could include?  One coworker passively mentioned hiking the Appalachian Trail in his introduction.  Your volunteer work might be a nice touch.  A friend of mine has a signature quote in her cover letters of “I have the dedication of an athlete, work-ethic of a farmer and patience of a teacher.” The point isn’t to be unnecessarily bold, but to stand out in some way.  Maybe change the font you use.         
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Stephanie Ward
9 Sandy Court
Halethorpe, MD 21227
410.829.9791
steph28@umbc.edu

25 June 2013

Jenness E. Hall. Ph.D., PCC, ORSCC
Executive Director
Whatever Association
hall@umbc.edu

Dear Dr. Jenness Hall:
I am writing to apply for the Community Liaison position within the Office of Graduate Student Life posted on UMBC works. I am an incoming graduate student and an UMBC alumnus excited to continue to serve the thriving UMBC community.

I am confident that my previous in-depth involvement and employment at UMBC provided me with the experience that will allow me to fulfill the responsibilities of this position in a creative and efficient manner.  My role in the campus community is as high of a priority as my academic career.

I have learned the ins and outs of UMBC policies and the event planning process, particularly through my role as the chair of an LGBTQIA Leadership Conference, BMORE Proud, which took place on campus in February 2012.  In this role, I managed a large $18,000 budget, requested donations, created a schedule of events, reserved multiple spaces on campus,worked with catering companies, followed-up on performer contracts, and coordinated many more logistical tasks.

In addition to my extensive event planning knowledge specific to UMBC, I developed the tools and passion for engaging the student body and facilitating communication between students, faculty, administration, and staff.  My roles in the Student Government Association and The OSL Mosaic: Center for Diversity allowed me to practice pursuing many initiatives that supported student voice and diversity on campus.

I appreciate your consideration of my resume and application.  I look forward to hearing from you about this position, as I am committed to continue to utilize my passion for student advocacy at UMBC.  I can be reached through the e-mail and phone number listed above.

Best Wishes,

Stephanie Ward













July 3, 2013 

Jenness E. Hall, Ph.D., PCC, ORSCC 
Executive Director, GSA 
The Commons 308 
1000 Hilltop Circle 
Baltimore, MD 21250 

Dear Dr. Hall: 

I would like to express my interest in the Community Liaison position with the Office of Graduate Student Life. My professional background in architecture, planning, and non-profit work all stems from an interest to engage people and strengthen communities. I am currently a Masters student in the Intercultural Communications program at UMBC. At this time I am looking to direct my studies and career towards community engagement and education, working with an organization that promotes community education as well as community vitality. 

I have worked to implement a community relations group on the border of Baltimore County and Baltimore City as an extension of my responsibilities in the Strategic Planning office at Charlestown Retirement Community. Neighborhood organizations and institutions have come together with the intent of establishing common goals that enhance the quality of life in the greater community. I also served as Chair of the Diversity and Inclusion Council during my tenure at Charlestown. Lastly, I continue active membership and participation in the American Institute of Architects, writing a grant for CivicLAB, an educational series for young professionals in Baltimore that promotes opportunities for civic engagement in the built environment. 

I hope to lend my organizational and planning skills to a position that focuses on supporting community goals and opportunities within an academic environment. I feel my background is a great fit for the needs of the Office of Graduate Student Life. Please find attached my resume. I look forward to speaking with you further about the opportunity to engage other Graduate students at UMBC. Thank you in advance for your consideration. 

Sincerely, 
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Anonymous Lady
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July 20, 2012
Ms. Sarah Gardenghi, M.A.
Director
English Language Institute
University of Maryland, Baltimore County
1000 Hilltop Circle
Baltimore, MD 21250

Dear Ms. Gardenghi,
I am writing to express my interest in applying for the Graduate Assistant Position within the International Student Services of the English Language Institute.
My name is Erin L. Berry and I am a newly admitted doctoral student within the department of Language, Literacy & Culture at the University of Maryland, Baltimore County and I look forward to continuing my research within the areas of Social Media, Interpersonal Communication, Cultural Studies, Feminism, Black Feminist Perspectives, Popular Culture, Race and Ethnicity, Ethnography, and Qualitative Research Methods in August of 2012.
I am a graduate of Bowie State University, where I received my Master of Arts degree in Organizational Communications and I am also a graduate of the University of North Carolina at Pembroke where I received a Bachelor of Science degree in Mass Communications. I have over eight years of experience in writing, reporting, interviewing, editing, organizing, researching, and planning. My strong work ethic, exceptional communication skills, and passion for research, writing and teaching have allowed me to participate in a myriad of diverse opportunities in and outside of the classroom.
Most recently, I have been working as a full-time faculty lecturer at Morgan State University within the department of Communication Studies. In this role, I taught undergraduate learners in the areas of Mixed Methods Research, Media Studies, and Public Speaking. Additionally, I also advised undergraduate students in class selections as they matriculated within the department and guided them in their graduate school pursuits and future career goals outside of academia.
My perseverance and passion for Community, Communication, Social Media, Higher Education, and Research have enabled me to pioneer through new territories of success. I am a self motivated; detail oriented, critical thinker, and team player who is capable of multi-tasking and meeting short deadlines in traditional as well as non-traditional environments. I am enthusiastic about new opportunities that will allow me to engage with new and returning students, faculty, and staff at the University of Maryland, Baltimore County.

I look forward to discussing my qualifications further through an interview so that I may provide you with portfolio samples to demonstrate abilities that I posses which are specific to your needs.  

Sincerely,
Erin L. Berry
Erin L. Berry, M.A.
Enclosure: Curriculum Vitae

[bookmark: _GoBack]
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Marie Smith

Senior Recruiter

123 Main St

New York, NY 10016 January 26, 2012

Dear Ms. Smith:

I was excited to discover the Marketing Associate position at Smith & Co. I am a senior history major at William &
Mary and believe that my experience in team leadership, my communication skills, and my liberal arts education make
me an excellent candidate for the position.

As the Associate Managing Editor of Marketique, a magazine on university-level design and marketing , I write, curate,
and edit content on the cutting-edge of the field, with a focus on trends in online marketing and social media. I have
coordinated the printing of 15 monthly magazines over the past two years, and have acquired the management and
organizational skills necessary to manage a staff of over 20. I've also worked closely with our Advertising & Sales
Manger, collaborating to coordinate ad sales. To accomplish this, communication, enthusiasm, and a good organizational
skills are key, and I believe I can readily apply all these skills to a position as a Marketing Associate.

My experience writing for Marketique has also provided me with strong writing skills and a keen editorial sense. I love
staying up-to-date on marketing industry trends, and have developed the skills needed to condense this information in a
clear and comprehensive way to communicate it with our readers. Writing-intensive classes, such as history and political
science, have further honed these abilities.

T have also developed my skills in communications, both interpersonal and team-based, in my jobs and activities. As
head RA in my dorm, I have to deal strategically with conflicts between residents. I am the liaison between the Dean of
Freshman Affairs, my team of twelve RAs, and 112 freshmen. I assure new students’ integration into college life, from
both a social and academic standpoint, and organize 12 events each semester to ensure this process goes smoothly. In
addition, for my university orchestra, where I am first violin, I have been responsible for organizing concerts, fundraising
for a CD, and planning an international tour, all requiring extensive communication and efficient management.

My interest in marketing and branding as well as Smith & Co.’s commitment to its clients, strong brand identity, and
innovative culture have drawn me to the position. Like at William & Mary, Smith & Co. associates are routinely
challenged and pushed to reach their potential in a creative, cutting-edge environment. Smith’s work and atmosphere are
exciting, and I believe I can quickly adapt, contribute, and succeed in the position.

Please find my resume enclosed. I would very much appreciate the opportunity to discuss my experience and
qualifications, as well as answer any further questions. I look forward to hearing from you.

Sincerely,
Daphne Adair

daphnexadair(@gmail.com
(000) 823-3848
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SAMPLE, CPA

6851 Sample Road NE, #H28 e Sample, Georgia 30328 » (555) 5551212  sample@samples.com

Contact Name
Title

Company Name
Address

City, State, Zip

Dear (Name):

Today’s economy demands excellence in the areas of financial management and information systems. Accounting
and finance professionals must have a unique blend of experience and leadership along with the ability to
contribute to the enterprise’s profitability. They must not only monitor daily activities but also possess the vision

to plan and implement strategic initiatives for the future well being of the company.

As my resume clearly demonstrates, I have consistently taken the initiative to reduce costs, plan and implement
cross functional programs, identify and employ critical technology, and work effectively with outside partners.
Recent accomplishments include a diverse range of consulting engagements for multi-billion-dollar corporations,

including Coca Cola Enterprises, McKesson Corporation, Exide Technologies, and SAP America.

Highlights of my qualifications include:

* Certified Public Accountant with over 25 years' experience encompassing a unique combination of

‘management consulting and corporate accounting for Fortune 100 and 500 companies.

« Knowledge and expertise in Sarbanes-Oxley implementation and compliance (section 404 and 302).

« Strong IT skills with the ability to manage system conversion projects and train Subject Matter Experts

(SME'S) for global enterprises; SAP certified in FI/CO module.

« Proven troubleshooting skills with ability to research, identify, and implement creative problem-

solving solutions for high growth organizations.

* Dedicated to providing superior service to corporate clientele by responding to their requests,

inquiries, suggestions, or concerns; able to communicate effectively at alllevels.

* Knowledge and experience in computer systems and applications including J.D. Edwards (D),
PeopleSoft, Oracle, Fourth Shift, Timberline, Platinum, SAP, Business Control Systems (BCS), Property

Tax Management Systems (PTMS), Microsoft Office and Windows operating systems.

‘The enclosed profile is a summary of my experience. I look forward to the opportunity to discuss in further detail,

my ability to fulfill your requirements. Thank you for your consideration.

Sincerely,

Client Name

Enclosure
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Cover Letter sample Engineering student

Fred Redman February 27, 2007
993-B Coastal Route #25

Pacifica, CA 12345

123-555-1234

fredman@bamboo.com

Tilden Bishop, Ph.D.
Department of Genetic Research
St. Patrick's Medical Center
2005 Grand Ave.

San Francisco, CA 12345

Dear Ms. Bishop

As an experienced computer programmer who is presently pursuing a master's degree in
electrical engineering at Chalmers Technical University in California, | am writing to request
information about possible summer employment opportunities with HAL. | am interested in a
position that will allow me to combine the talents | have developed in both computer
programming and electrical engineering. However, as you can see from the attached
resume, | have extensive experience in many related fields and | always enjoy new
challenges.

| feel that it is important for me to maintain a practical, real-world perspective while
developing my academic abilities. | am proud of the fact that | have financed my entire
education through scholarships and summer jobs related to my field of study. This work
experience has enhanced my appreciation for the education | am pursuing. | find that | learn
as much from my summer jobs as | do from my academic studies. For example, during the
summer of 1986, while working for IBM in Boca Raton, Florida, | gained a great deal of
practical experience in the field of electronic circuit logic and driver design. When | returned
to school in the fall and took Computer Hardware Design, | found my experience with IBM
had thoroughly prepared me for the subject.

Having said all this, | realize that your first consideration in hiring an applicant must not be
the potential educational experience HAL can provide, but the skills and services the
applicant has to offer. | hope the experience and education described in my resume suggest
how | might be of service to HAL.

| welcome the opportunity to discuss with you how | might best assist HAL in fulfilling its
present corporate needs. | will be available for employment from May 14 through August 31,
2010. Please let me know what summer employment opportunities are available at HAL for
someone with my education, experience and interests. You can reach me at the above
address or by phone at 231-2435 3459.

Thank you for you time and consideration

Sincerely yours,

Fred Redman
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Sample Computer Engineer Cover Letter

Your name:
Address

Contact details:
Email address:

Date: MM/ DD/ YYYY

Employer's name:
Designation:
Company's name:
Address

Dear Mr. / Mrs. (Employer’s name),

From you job posting on the website (mention the source of the job vacancy), T
understand that you are in need of an experience computer software engineer
with a minimum of a year experience. I meet all your requirements and have
enclosed my resume for your further attention.

I have earned my masters in information technology and bachelors of Science in
engineering from XYZ University. My extensive knowledge of the industry's

trends and recent can give your some innovative
ideas and creations that will suit the company's needs. I believe my exemplary
accomplishments are something I can share with your company and team of
engineers.

I am working currently as a computer engineer with (mention your current
company) wherein T am in charged of developing systems for client database
transfers. Here I have managed a team of creative engineers to produce
essential code procedures for the company's intense programming projects. In
addition to this, I have assisted many multi national companies in creating
programs to enrich their learning procedures and electronics developments. With
all these inputs, T have improved the standards of my company's operations in
research and development by 10%.

I have enclosed my resume and references for your review. I can be contacted at
(insert contact details) to discuss this opportunity in detail. I look forward to your
response.

Thank you so much.

Sincerely,
Your name:

Enclosure: resume, work experience certificate, reference letter.
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Indiana U, Student
123N, College Avenue
Bloomington, IN 47405
(812) 855-0000

March 1,1998

Ms. Susan Recruiter
Technical Publishers
1234 Work Way
Indianapolis, IN 46208

Dear Ms. Recruiter:

Ilearned about the surmmer intemship opportunities with Technical Publishers through the Career
Development Center at Indiana University. The following leiter describes my qualifications and interest in
being considered a candidate for the technical writing intem position.

As athird year student pursuing a bachelor’s degree in cognitive science, I am eagerto begin applying
academic leaming to real world problems and projects. The field of technical writing appeals to me
especially. Asthe amount of infermation we must navigate in our dayto day lives increases, so does
the need for clearly written docurnentation and help aids. Iwould like ~to contribute by making

information navigation easier and more enjoyable for people. T have had the opportunity to try myhand at
technical communication through coursework and independent research projects, but the technical writing
internship with your organization will allow me to develop skills in a professional setting Technical
Publishers offers a particularly challenging internship experience because of the company’s focus on
software documentation for the general public.

My experience equips me with the basic skills necessary for success as a technical writing intern.

My coursework in the Cognitive Science Program places a large emphasis on effective oral and written
communication. Likewise, my involvement with a research lab on campus provides opportunities to
develop experiment protocols, and communicate with stadent subjects. In my part-time position asa data
processing clerk at Day to Day Data, I proved my project management skills by developing a training
manual and implementing a training program for supervisors and future trainees. Finally, by enrolling in
free computing courses offered through the university I maintain and develop skills related to word
processing, database management, beginning programrming, and web page development. Iamready to apply
all of this experience, while developing additional skills, in an internship with Technical Publishers.

Iplan to follow-up within the next two weeks to introduce myself and set a time to talk in more depth. In
the meantirme, T have enclosed aresume for your review. Please feel free to contactme at the address and
phone number above should you have any questions. T appreciate your time in considering my candidacy:

Sincerely,

Indiana 4. Student

Indiana U. Student




