
The Cover
Letter

Why you?
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1 page, 10-12 legible size font
Business block format
Your name, info, date (written out), their name and info, salutation

The header on your resume with your contact information should look
the same on your cover letter

Answer three questions: Who are you? What do you want? Why do you think
you are qualified?

Sincerely, Signed, etc.
Hit “Enter” four times after closing the type
Signature
Typed Name

The Basics:

Body:

1. Intro– Who you are and what position you want with what organization
2. Content– Connect who you are (resume) to what they need (job description).
Talk about situation, action, and outcome.
3. Wrap up– Your “hook”- talk about passion. Mention specifics about why
you want to work for this organization. Request an interview and say
thank you.

Closing:

Book Appointments Online: walsh.edu/career-center + Stay in touch: @CareerReadyCavs

Avoid restating your entire resume- focus on expanding on the specific

experiences that relate to the position 

Check for spelling/grammar format mistakes

Make sure names and titles of the employer, organization, or

company are spelled correctly 

Don't list contact info that does not match resume

Don't include false information

Avoid using, “to whom it may concern” if you do not have to. Use a name

when you can and if you don't have a name use a more specific phrase

To the ____department at ____ company

Dear Hiring Manager at ____ Organization

Don't mention other job applications

When submitting a cover letter be sure to also submit your resume 

Don't start every sentence with“I”

Cover Letter Mistakes to Avoid:

The cover letter is your opportunity to frame your resume & tell employers why you are
sending your resume — it may seem obvious but don’t assume they know what you want.
Cover letters should be inviting to the eye. Get straight to the point by stating which
position you’re interested in, how your skills and experience match the job description,
and why you want to work for the organization.
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WHAT’S EXPECTED IN A
COVER LETTER?



Book Appointments Online: walsh.edu/career-center + Stay in touch: @CareerReadyCavs

SAMPLE COVER LETTER
Internship

The header of your
cover letter should
match the header
on your resume.

Keep it consistent!

If no name is available,
open with something

like “To the ABC
Department

at XYZ Company,”
Avoid vague phrases like

“To Whom it May
Concern,”

If you don't have specific
experience in the sector
that you are applying for,

think about the
transferable skills that

you have learned in your
time at Walsh

Always end with a
thank you!
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Book Appointments Online: walsh.edu/career-center + Stay in touch: @CareerReadyCavs

SAMPLE COVER LETTER
Full-Time Position

Be specific. Get a name
of contact person for

the job posting if
possible.

Do your research; when
using a name be sure to
get their title right (Dr.

Mr. Mrs. Ms. etc.)

Focus on how you can
meet employer’s needs by
highlighting examples.

Remember: You only have
3-4 short paragraphs on a
single page to make your

case.

If submitting a
hardcopy, add your

signature. If
electronically, simply
type your name to

close.
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