
STRUCTURE
Opening Paragraph

State the job title and how you found the
posting
Share your interest and a preview of your
strengths

Middle Paragraph
Highlight relevant experiences and skills
Connect your background to the role and
organization

Closing Paragraph
Express gratitude
Mention availability and how to follow up

T I P S  F O R  W R I T I N G
Ad d re s s  i t  t o  a  s p e c i f i c  p e r s o n ,  i f
p o s s i b l e

U s e  “ D e a r  H i r i n g  M a n a ge r ”  i f  n o
n a m e  i s  l i s t e d

M a t c h  yo u r  re s u m e ’s  fo r m a t t i n g
fo r  a  c o n s i s t e n t  l o o k
I f  s u b m i t t i n g  by  e m a i l ,  p l a c e  t h e
l e t t e r  i n  t h e  b o d y

W R I T E  A
C O V E R
L E T T E R
A P P L Y I N G  F O R
T H E  J O B

cui.edu/studentlife/career-services | careercenter@cui.edu

PURPOSE 
Your cover letter tells the employer what
you're applying for and why you're a strong
fit. Always submit a tailored letter with
your resume.

Schedule a
cover letter
review via

Handshake 


