
  

The Cover Letter and Example 

A cover letter is an introduction of yourself to the employer. It is recommended to send a 
cover letter when applying for a position and to customize the letter to each position. 

Header (Use same header as your resume) 

Date formatted month day, year (January 1, 2020) 

Recipient’s Name 
Recipient’s Title Company 
Name Company Mailing 
Address 

Dear Courtesy Title (Mr./Ms./Mrs., etc) Last Name OR Dear Recruiting Team (Hiring 
Manager, Talent Acquisition Team), 

Opening Paragraph: The first paragraph tells the hiring manager why you are writing. State 
the position and how you learned about the position. Catch the reader’s attention by 
showing interest in the organization and your passion for the industry. 

Middle Paragraph: Explain how your past experiences make you an ideal candidate. Use specific 
examples to illustrate your qualifications, highlight and elaborate your strongest qualifications 
that match the job requirements. Do not rewrite your resume in the cover letter. 

Final Paragraph: Thank the employer for consideration, indicate your interest in next 
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