
Cover Letter
Guide

Salutation
Try to identify the person who has the power to hire you in that 
department or organization. Spell their name and title correctly and 
include their credentials.
• Dear Ms. Crabb, PhD   or    Dear Dr. Crabb,

First Paragraph
The first paragraph consists of why you are sending this letter and the 
position you are applying for, including the position number if it is 
in the position announcement.   This paragraph will also mention the 
person who referred you to this position or how you heard about this 
position. Include a one sentence introduction of why you are a good fit 
for the position.
EXAMPLE 1
“I am writing in response to the graphic design artist position 
(012189) listed in the Albuquerque Journal on January 1, 20--.”
EXAMPLE 2
“Dr. Faulkner in the English Department suggested I write to you 
about your Digital Editor opening for the Daily Lobo newspaper at 
The University of New Mexico. Dr. Faulkner thought my journalism 
experience and coursework would make me an excellent fit for your 
position listed on UNMjobs.unm.edu.”

Second Paragraph
This section of your cover letter will describe what you have to offer 
the employer. Specifically state how your skills and experience match 
the needs of the job for which you are applying. Remember, you are 
interpreting your resume, not repeating it. Support each statement 
you make with an example. Knowing your audience is key. You can get 
creative here and use many different methods to illustrate your “fit”, 
such as: a chart, bullets or traditional paragraphs.

EXAMPLE 2
“For a recent University of New Mexico campus-wide event, I 
designed advertising materials which resulted in a 50 percent 
increase in student turnout over the previous year. Through this 
experience and an internship with a public relations firm, I have 
developed marketing skills which may be of value in your promo-
tional campaigns.” 
EXAMPLE 3
The key proficiencies I possess which relate directly to your job 
requirements include:  
• Communication Skills - I have been successful in building strong   
   collaborative relationships with key customers, consultants, and  
   potential clients; this has resulted in reaching record quarterly  
   sales.
• Team Player - I have achieved a solid reputation as a 
   competent team member on over 5 teams, ranging from 2-12  
   people, completing projects on customer cultivation and 
   retention and revamping our company’s social media presence.
• Proposal Preparation - My experience leading, facilitating, and 
   coordinating proposal activities ranging from coordinating 
   letters of support to cost proposals resulted in the award of a   
   state contract valued at more than 1 million dollars for the 20-- 
   fiscal year.

Third Paragraph
The closing paragraph has three objectives: 1. Conclude your let-
ter and let the employer know that you appreciate their time 2. 
Reiterate your interest and mention an interview or meeting, if 
appropriate.  3. Let them know how to reach you. 
EXAMPLE 1
 “I look forward to discussing my experience in greater detail with 
you.  Thank you very much for taking the time to consider my ap-
plication. If you have any questions please feel free to contact me 
at (phone number) or at (email address).”
EXAMPLE 2
“I’m excited about employment opportunities within your agency 
and hope to explore contributions I can make. I will call you next 
week to set up a time that would be most convenient for you.”

You require:

Ability to coordinate and oversee 
the work of other employees.

Ability to strategically plan, develop 
and implement programs and opera-
tions toward achievement of team’s 
mission, goals, and objectives.

Analytical skills to perform needs 
assessments, evaluate current 
programs, and initiate changes or 
adjustments to current systems and 
improve operations.

I offer:

Experience in supervising 5 employ-
ees and ensuring staff efficiency as a 
manager of a recreation program.

Experience developing and imple-
menting successful wellness 
programs that have provided quality 
health education to over 250 students 
and community members.

Proven success providing clear 
program management which has 
included program evaluation, needs 
analysis, organizational research, and 
assessment validation. 

Quick Tips
• Your cover letter should be no longer than one page
• Address your letter to a specific person (if possible)
• Tailor your letter to the requirement of the position and the 
   employer’s needs 
• Know your reader and his/her organization
• Your letter should be easy to read and free of spelling, punctuation,    
   and grammatical errors
• Have other people proofread your letter

EXAMPLE 1



Cover Letter Examples
Sam

ple Cover Letter
Sam

ple Solicitation Letter

Your N
am

e
Your Street A

ddress
A

lbuquerque, N
M

 87106

August 20, 20--

M
r. Jam

es Yazzi, H
um

an R
esources M

anager
The R

ight C
om

pany, Inc.  
123 M

adison D
r. N

E 
Los A

ngeles, C
A

  90004
 D

ear M
r. H

ire:
I am

 w
riting to apply for the Fundraising O

fficer position (080912) currently posted on your 
w

ebsite.   I believe m
y interest in leadership developm

ent and experience in event m
anage-

m
ent, grant applications, and key fundraising strategies could m

ake m
e a strong candidate at 

The R
ight C

om
pany, Inc.   I am

 confident m
y five years of experience as an adm

inistrative 
assistant w

ill be beneficial to your organization.  

In 20--, I graduated from
 the U

niversity of N
ew

 M
exico w

ith a Bachelor of A
rts in H

istory 
w

hile receiving a m
inor in Business A

dm
inistration.   A

s the m
arketing secretary for the A

pple 
Street A

ssociation, m
y excellent prom

otional skills resulted in m
ore than a 75%

 increase 
in m

oney gained through fundraising during the second quarter of 20--.  The success of m
y 

position relies on m
y ability to effectively com

m
unicate w

ith the com
pany’s fundraising staff 

as w
ell as understand the needs of the clients w

e serve. I w
as also the contact person for the 

event coordination of the last five fundraising events.    

In addition to m
y fundraising experience, I have been w

orking as a coordinator for various 
organizations since M

ay of 20--.  M
y experience includes diverse roles at several non-profit 

organizations including Big Brothers Big Sisters of A
m

erica, Junior League of A
lbuquerque, 

and The A
lbuquerque Econom

ic D
evelopm

ent. W
orking at these organizations w

ith various 
responsibilities has helped m

e develop strong organizational skills that I can apply in dynam
ic, 

non-profit environm
ents. I am

 excited by the opportunity to w
ork w

ith a com
pany w

hose 
m

ission is to assist individuals in finding adequate resources and financial assistance to start 
their sm

all business. I understand the im
portance of com

m
unity involvem

ent and am
 com

m
it-

ted to helping com
m

unities in the Los A
ngeles area.  

I look forw
ard to discussing m

y qualifications and how
 I m

ight help your organization achieve 
its goals. You can reach m

e at (your phone num
ber).  Thank you for your tim

e and consider-
ation and I look forw

ard to talking w
ith you.  

Sincerely,
Y
our signature

Print your nam
e

Your N
am

e
Your Street A

ddress
A

lbuquerque, N
M

 87106

February 20, 20--

M
s. Julia Trujillo, D

irector
C

herry Silver, Inc.
C

om
pany A

ddress
A

lbuquerque, N
M

 87131

D
ear M

s. Trujillo,

This sem
ester I am

 a junior at the U
niversity of N

ew
 M

exico, w
orking tow

ard m
y Bachelor 

of Business A
dm

inistration w
ith a concentration in m

arketing. I am
 eager to gain experience 

in the m
arketing field and am

 seeking an internship for sum
m

er 20--. Josh N
guyen, a past 

C
herry Silver em

ployee, recom
m

ended that I explore opportunities at your organization. 
W

hile researching your com
pany, I found that C

herry Silver, Inc. w
orks w

ith local advertising 
agencies that perform

 outreach to the com
m

unity. This m
atches directly w

ith m
y core value of 

building com
m

unity through connections.

M
y previous experience in the field of m

arketing has given m
e skills that I hope to bring to a 

m
arketing internship position. A

s the enclosed resum
e indicates, I have participated in a m

ar-
keting research project through the U

niversity in w
hich w

e collected and analyzed data from
 

a local A
lbuquerque based com

pany to determ
ine the success of exporting goods to another 

country. This project involved interaction w
ith vendors and em

ployees on a w
eekly basis, 

review
 of financial records, and preparation of m

arketing tools to infiltrate the sale of m
er-

chandise internationally. The em
ployer w

as so im
pressed w

ith our results and m
arketing tools 

that she has taken m
easures to initiate exporting by the end of the calendar year. In addition 

to m
arketing research experience, I have acquired technical expertise by w

orking w
ith social 

m
edia tools such as Tw

itter, Facebook, Tum
blr, and LinkedIn. I also have built a high level of 

proficiency in utilizing these tools to m
arket products and organizations in m

y class projects.

Please do not hesitate contacting m
e regarding internship opportunities that m

ay becom
e 

available in the com
ing m

onths. I look forw
ard to possibly m

eeting w
ith you to further discuss 

how
 m

y education and related experience w
ould be beneficial to your com

pany. If you need to 
reach m

e you m
ay call (your phone num

ber) or em
ail m

e at (your em
ail address). Thank you 

very m
uch for your tim

e and consideration. 

Sincerely,
Y
our signature

Print your nam
e


