
 

 
WRITING A COVER LETTER 

 

Your cover letter: 
 

 Is a sales pitch, and an attention getter.  Identify the single most important reason why you should get further 
consideration for the job – what makes YOU the best person for this position. 

 Should discuss qualifications you possess needed for the position, if not already covered in the targeted resume. 
 Should enable the reader to make a connection between him/her and your background. 
 Identifies mutual acquaintances or company employees, if you know any. 
 Expresses your knowledge of the company – this is the time to do some research. 
 Mentions why you would like to work for the company. 
 Is a personal communication between you and the employer. 
 Does not repeat, but can highlight information in the resume. 
 Is short and to the point – no more than half a page. 
 Must have perfect grammar and spelling. 
 Identifies relocation issues (willing to relocate), if appropriate. 
 Mentions any other issues that are pertinent to the position. 
 

Uses the same bond paper as your resume. 
 

General Outline for a Cover Letter 
 

Your Name 
Your Street Address 
City, State, Zip Code 
Date of Letter 
 
Employer’s Name 
Employer’s Title 
Company Name 
Street Address 
City, State, Zip Code 
 
Dear {Employer’s Name}; 
 
INTRODUCTION PARAGRAPH:  You want to tell the reader why you are writing and name the position or department 
for which you are applying. You want to capture the reader’s attention.  Mention how you heard about the organization or 
the opening.  Name someone you and the reader know in common or someone in the company that knows you.  Show 
you’ve done some research on the company by going to their website, then talk about new projects the company has 
taken on, the particular management philosophy they use, or citing something you have read about them. 
 
BODY:  In this section you want to build a connection between your background and the company’s needs. If you have 
any directly related experience or education, summarize it here so the reader can be looking for it in your resume.  If you 
have used skills or have accomplishments that relate to the job, mention them here.  You are effectively summarizing 
your skills as they relate to the company research you have done.  Be sure you do this in a confident manner. 
 
CONCLUDING INFORMATION: Indicate your interest in working for the company and hearing from the reader.  Thank 
the reader for his/her time and consideration. 
 
Sincerely, 
 

(Your Signature) 
 

Your Name Typed 
 

Enclosure 
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Sample Cover Letter 
 

Nabil T. Rama 
2010 Williams Lane 
Everett, WA 98201 
(425) 258-1123 
 

June 1, 2009 
 

Mr. R.L. Montrose, Department Manager 
Glick, Schilling & Martin Company 
5231 Drawbridge Rd. 
Arlington, WA 98223 
 

Dear Mr. Montrose: 
 

In response to your ad in the Everett Herald dated May 30, 2009, I am enclosing my resume for your consideration for 
the position as translator.  In checking your website, I noticed that your company has received numerous awards, both 
nationally and internationally, for your excellent products and customer service.   
 

I was particularly attracted to this position because of my interest in international affairs.  I appreciate the opportunity to 
use my language skills and international working experience to develop a more broadly based career. 
 

I have an excellent command of both the Arabic and English languages, as well as international exposure through my 
career, travels, and self-education. 
 

I believe I would be a good candidate for your position as translator and look forward to hearing from you soon.  Please 
feel free to contact me if you have any questions. 
 

Sincerely, 
 
 

Nabil T. Rama 
 

Sample Cover Letter without Employer Contact Information 
 

Nabil T. Rama 
2010 Williams Lane 
Everett, WA 98201 
(425) 258-1123 
 

June 1, 2009 
 

Attention: Human Resources Department 
 

Dear Human Resources Manager: 
 

Please consider my qualifications for the position of Manufacturing Sales Facilitator.  I have learned that an opening 
is available through your advertisement in the Everett Herald, and would like to be considered as a candidate.  I would 
love to have the opportunity to discover information about your team. 
With several years of experience in inventory and production control as well as sales, I am confident I will make a 
significant contribution at your firm.  What makes me a good candidate for this position? 
 

I possess: 
 

 Self-motivation and dependability 
 Many years experience in a variety of vocational disciplines. 
 Ability to quickly identify needs and problems, and provide solutions. 
 Excellent rapport with others. 

 

If after reviewing my resume, you would be interested in conducting an interview, please feel free to contact me.  I am 
eager to meet with you and explore the possibility of utilizing my experience and knowledge to benefit your company. 
 

Thank you for your time and consideration. 
 

Sincerely, 
 
 

Your signature here 
Nabil T. Rama 

 


	Date of Letter
	Your Name Typed

