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COVER LETTER BASICS
•

•

Purpose of Cover Letter:
•

A cover letter expresses interest and qualifications for a particular position

•

Personal but professional

•

Tailored to position/company

•

Explains how you fit with organization and how you will help them

•

Expands main points from your resume

•

“Sells” qualifications to the prospective employer

•

ULTIMATE GOAL: GET AN INTERVIEW

Make sure YOU do preliminary research before writing a cover letter; Knowledge about a company can impact the effectiveness of a cover letter.
•

•

Make sure you know:
•

General job information

•

Desired qualifications and skills

•

Key values and words

Research helps you tailor your cover letter
•

FIRST PARAGRAPH:

Look for mission statements, organization “vision,” goals, etc.
Should include information on why you are writing. Be sure to include the position you are applying for. If you have been referred by
someone, make sure you include their name. CAUTION: Be CLEAR, CONCISE, and to the point. Convince the reader that they should
contact you for an interview just from reading this FIRST PARAGRAPH.

MIDDLE PARAGRAPH: This is where you let the reader know the VALUE YOU would bring to their company. This is where you must show you have the
abilities/skills that will meet their needs. N Make sure you mention how your skills, experience, and knowledge match the job you are
specifically applying for. Support each point with evidence/example. (Sort paragraphs or bullet-points are better than one large
paragraph.)
CONCLUSION:

End your cover letter by thanking the reader for considering you for the position. Make sure IF you include information that you will
follow-up, YOU do follow-up. Some employers do not make contact immediately, just to see if applicant will follow-through on their
promise to reconnect in designated time frame.
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Contact Info
Stacy Lolkus
222 Harrison Dr
Apartment 5
West Lafayette, IN 47906
765-450-7583
slo@purdue.edu

Date

Employer Address

October 16, 2006

Salutation

Jenny Lock
Uline — HR Recruiting Center
2105 S. Lakeside Drive
Waukegan, IL 60085
Dear Ms. Lockridge:

Middle Paragraph

After speaking with Emily Richards about her past summer in the internship program, I am very interested in your
Human Resources Summer Internship position. I worked with employee benefits this past summer and became
very interested in the human resources aspect. I have obtained many leadership opportunities while working as
a Business Writing Consultant Assistant Coordinator at Purdue’s Writing Lab that would be valuable in a career at
Uline.

First Paragraph

As Business Writing Consultant Assistant Coordinator at Purdue’s Writing Lab, my primary role is to help train
new tutors for the Writing Lab. I work directly with the Business Writing Coordinator teaching classes and
participating in mock tutorials to allow students to obtain hands-on experience tutoring business documents. I
also organize educational workshops to refresh the skills of current Business Writing Consultants. My position as
a Boiler Gold Rush Team Leader also challenged me to use my enthusiastic personality to motivate incoming
freshmen to be involved in campus activities. As a Human Resources Intern at Uline, I could use all of these
leadership skills while learning more about recruiting and hiring practices.
Thank you for considering me for this position. I would love to discuss these and other qualifications with you. If
you have any questions, please call me at 765-450-7583 or e-mail me at slo@purdue.edu.
Sincerely

Stacy Lolkus
,
Stacy Lolkus
Enclosure: Résumé

Closing

Conclusion

