	Cover Letters
	How Do I Make One?



Firstname Lastname
City, State
Professional email • Phone number


Month Day, Year



Name of Recipient
Title of Recipient
Organization
Street Address
City, State, Zip

Dear Name of Recipient:

INTRODUCTION: Tell the reader why you are writing and state the position to which you are applying. If you have a networking contact at the organization, refer to them in this first paragraph. Remember, the first paragraph of the cover letter should spark the interest of the reader.

INTEREST: Explain why you are interested in the position and employer. Research the organization and share why you want to work for them by including important facts and details you learned. Emphasize your enthusiasm as you explain why the organization is a good fit for you based on their mission/goals/values and/or your specific interests or passions.

VALUE PROPOSITION: Draw a direct connection between your experience/skills and the position to which you are applying. Match your qualifications to those the employer has listed in the job description. You may reference some key experiences from your background, but do not re-state your resume here. Remember, this should be structured more like a brief narrative.

APPRECIATION & ACTION: Express your appreciation to the reader for their time and consideration of you as a candidate. Re-state your strong interest in their opportunity and organization. Finally, urge the employer to take action by contacting you to arrange an interview at their earliest convenience. Make it easier by providing both your phone # and email address again.

Sincerely,

Your Name

Saremi Center for Career Development
American International College
