
Header template
Your name
Your city, state, ZIP code 
Your phone number
Your email address

Date

Name of recipient
Title of recipient
Company name
Company address

If you don’t have a
specific name, you
can write “Hiring
Manage”

Greeting
Use a common business greeting such as “Dear [first and
last name]” or “Dear [position title]”

Avoid “To whom it may concern” - this has found to be less
appealing to hiring managers

Opening Paragraph
Keep this clear and concise. Include: 

Your intentions of applying 
The specific job title you’re applying
for and the company
Where you saw the position or how
you learned about the position
If someone referred you to this position,
this would be a good place to mention
that

A brief explanation summarizing
your interest in the role and the
company  
Show that you’ve done your research -
make them “feel special”

[Optional] A 1 line summary
describing why you’d be a great fit
for the position

Body Paragraphs
This is the time to connect the dots for
your reader - share your most relevant
experiences and skills with specific
details and examples. Be explicit in
“proving” to your reader you’re a good
fit for the position. Tips to consider:

Including measurable impact
Draw connection between specific
examples of your experience and
the job description
Pay attention to keywords listed in
the job description
Provide pertinent context that
someone may not gather from
solely looking at your resume 
Communicate transferable skills 
Don’t just repeat what’s on your
resume - they have that already! 

Closing & Sign-off Paragraph
The closing should focus on tying everything together. 

Summarize specific anecdotes that showcase your a
good fit for the position, and that the company is a
good fit for you! 
Summarize why you’re applying or excited for the
opportunity
Include a professional signoff: 

Thank them for their time and consideration 
You’re looking forward to the employer’s response 
How they can contact you 
Signature (e.g. “Sincerely”) 

C O V E R  L E T T E R  F O R M A T


