COVER LETTER OUTLINE
Month, Day, Year

Your Street Address

City, State, Zip

Mr. Percy Nell

Human Resources Manage

Most Desirable Organization

1500 Shangri La

Anytown, IN 88888

Dear Mr. Nell:

FIRST PARAGRAPH:  State why you are writing, the name of the position or the type of work you seek, and mention how you heard of the opening.

SECOND PARAGRAPH:  Explain why you’re interested in working for this employer, then demonstrate a correlation between the job’s requirements and your qualifications.  Be as specific as possible, and think of a cover letter as a service for employers.  Your letter provides vital information about your qualifications, so employers have to do less interpreting, or reading between the lines. Remember to incorporate company jargon or terminology into your letter.  Also keep in mind that your letter may be scanned instead of read by a person.  If this is the case, be sure to include essential vocabulary and key words in both your letter and your resume.  Be careful not to restate information included on your resume unless you summarize it simply and clearly (e.g., “As noted on my resume, I have significant experience working with children from my summer work as a camp counselor.”)

THIRD or FINAL PARAGRAPH:  Mention that you have included your resume and your application and that your references are available upon request.  Close the letter in a way that indicates your desire for an interview.  For example, you might suggest convenient dates, an expected response, or what your follow-up will entail.  Your goal, of course, is to encourage an immediate and favorable reply. You will need to follow up on these application letters; do not expect employers to get back to you. Also, thank them for their time and interest.
Sincerely,

(sign your name here in ink)

(type your name here)

