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Sterling] College

s COVER LETTER WORKSHEET

Not all applications require a cover letter...there are many who think the need for cover letters ended with
the universal availability of email. But, some companies still request cover letters. If you are asked to submit
a cover letter, follow the advice offered on this worksheet to produce one that serves as an able companion

to your resume.

ppearance
ﬁﬁormat your Cover Letter to look like a

}w companion document to your Resume
RE (fonts, margins, header, color, etc.)

Tailor

Plan on tailoring your

SaIUtation Cover Letter for each job

b N
%\\%@ Address your Cover Letter using proper
Q‘}\ titles (Mr., Mrs., Ms., Dr., etc.)—this may
require you to do some research

- Make sure your Cover
Formattlng Letter is less than 1 page
. Format your Cover
Letteras a

business letter PrOOf.Read

o Make sure there are no

someone else look at your
Cover Letter

Sterling College Career Services offers a series of Career Guides for our students and alumni.

They can all be found at: https://www.sterling.edu/student-life/career-services/resources


https://www.sterling.edu/student-life/career-services/resources
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Sterling College

s COVER LETTER WORKSHEET

. Grab Attention & State the Position You’re Applying for. Vour Street Address
Capture the attention of the reader (remember, they are likely Teeohone Number
reading through many cover letters). e
Be clear about the position you are applying for. o Frstame Lasame
If you have a connection with the company or the person e ormiston
you’re sending the letter to (could be a friend, professor, SC e e
alumnus, etc.), make sure to highlight that fact.

Convey enthusiasm and passion for the position or company.

Introduce the specific reasons you are ideal for this position in

Month Day, Year

Dear Mr./Ms./Dr. LastName:

this company.

Example: “I was pleased to find your New Business Development
position on LinkedIn. The Warrior Company’s values of Innovation, sincercly,

Passion, and Integrity are principles | respect and live by. | will be [Your handuritten signature)
returning to the San Francisco area after graduation in May with a Your Name typed
degree in Business Administration and would be proud to Enclosure
contribute to Warrior’s continued success.”

2. Address the Content of the Position & Highlight Your Qualifications.
* Provide details that present you as a serious S T e e (e e
candidate worthy of an interview. Confdent commanicator, accomplsned
* Use words/phrases from the job posting or taned anor
description to give confidence to the reader that
you will succeed in the position.
* Don't just tell the reader you have a specific skill,
highlight your successes and measurable results.
* Emphasize your unique qualifications that will - Rminister and Interpret variou
benefit the company. 5 ; :
* Consider using bullets or building a table to pair your qualifications with the needs of the p05|t|on

* EX

Sterling College Career Services offers a series of Career Guides for our students and alumni.
They can all be found at: https://www.sterling.edu/student-life/career-services/resources
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