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What is a cover letter?

• A cover letter is a formal introduction 

to hiring managers and potential 

employers

• Your cover letter complements your 

resume by providing context and 

showcasing your motivation and 

suitability for the role

• Your cover letter should accomplish 

the following:

• Introduce yourself to the hiring 

managers.

• Provide details about your 

qualifications.

• Tell employers why you want to work 

for them.

• Illustrate why you’re the best match 

for the job.

• Explain circumstances like job hopping 

or gaps in employment.



The cover letter format is the same as a 
business letter, so it should include…

• Your contact information: Your full name, address, phone number, and email address. Include the date you're writing 

the letter.

• Potential employer's contact information: If you have it, include the recipient's full name, title, and company name.

• Salutation: Address the letter to a specific person or department if possible (e.g., "Dear Mr. Smith," "Dear Hiring 

Manager," "Dear XYZ Company Team").

• Introduction: State the position you are applying for and where you found the job listing. Express your enthusiasm for 

the role and briefly introduce yourself.

• Body paragraphs: Highlight two to three key qualifications that align with the job description, provide specific 

examples of your impact in past roles, and summarize your interest in the role and company.

• Sign-off: Close your cover letter with a professional and polite closing, such as “Best regards” or “Sincerely,” followed 

by your full name.



Example #1



Example #2



What if you 
don’t have a 
lot of 
experience 
yet?

Writing a cover letter without work experience can 
feel daunting.

However, it’s as easy as focusing on your skills, 
education, and broadening your idea of experience 
to include extracurricular activities, and volunteer 
work.

Your cover letter should be no more than one page 
long. Use clear, concise language and avoid 
repeating information that is already in your 
resume.



Your Assignment

• We are going to start building a cover letter

• You are going to prep it as if you are applying for the job you researched for our career 

research project.

• You will use the Google Doc Template called “Letter Swiss” for your assignment

• Your finished cover letter will be submitted to turnitin.com



First Up
• Fill out your contact 
information here.

• Use your actual address 
and school       e-mail 
address.

• Phone number can be 
503-555-5555.



Next Step

• Put today’s date here, in 

day, month, year order.

• Use the following for 

this section:

Tyrell Graham

HR Manager, North Co.

765 14th St NE 

Salem, OR 97301



The big section
Get that salutation in

Dear Mr. Graham:

Intro paragraph:
convey excitement about position and working 

for company
concisely explain why you are a prime 

candidate for the position/company

Body paragraphs:
emphasise work experience and other 

experiences that connect to target role/job
highlight relevant skills you have
explain how you match the company’s 

culture/goals



Finishing Up
Closing Paragraph:

reiterate your excitement for the position

exude confidence in your expertise for the 
job

make sure to thank them for their time and 
consideration

encourage follow up (I look forward to 
discussing…)

Sign off/Signature:

If electronic, typed name should be two 
lines after “Sincerely,”

If physical copy, typed name should be four 
lines after “Sincerely,”



Before Submission

• Use Draft Coach to check any errors 

that need to be cleaned up before 

submission

• Submit to turnitin.com once you have 

completed corrections/editing.

• Click on Extensions

• Scroll down to Turnitin Draft Coach

• Move to the right and click on Turnitin Draft 

Coach

• Click on the Grammar tab

• Click on Run Grammar Check

• Look at the errors the computer found and 

start making corrections
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