
 
 

     Rev. 04/23 

 
 

What is a Cover Letter? 
 
An accurate, well-written, personalized cover letter can help your resume “stand out” from the 
many other resumes which a hiring manager reviews.  
 
The purpose of a Cover Letter is to: 
 
• Introduce your resume to the employer. 
• Announce your interest and availability in the particular position/department.  
• Demonstrate your written communication skills to the prospective employer.  
 
When creating a Cover Letter: 
 
• Address the letter to a specific person. Include the company name, address, person’s title and 

name—all spelled correctly. (This may require some research if the information is not 
provided.) 

 

• Focus on the reader’s needs rather than on your own. Avoid using the word “I” repeatedly. 
 
• Proofread carefully before sending, check spelling, punctuation and grammar. 
 

• Sign the letter using blue or black ink. 

• Place the cover letter on top of resume when mailing; do not staple documents together. 

• Modify the information in the letter to match each position and/or resume.  

• Keep the letter short and to the point--one page with three targeted paragraphs.  

Paragraph 1  
State your purpose for the communication. Indicate the title of the position and/or 
the department in which you are interested and how you heard about the 
opening/company.  

 
Paragraph 2  

Explain how your experience, skills and background relate to the position. Refer 
to your enclosed resume to highlight specific skills and competencies which could 
be useful to the organization. Include any additional and relevant information not 
listed on the resume.  
 

Paragraph 3  
Request a personal interview to further discuss the needs of the employer, the 
responsibilities of the position and your qualifications. Indicate how the 
prospective employer may contact you and thank him/her for considering you. 
The closing paragraph should be positive and courteous without sounding 
demanding. 
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Sample Cover Letter 
 
 
 
 
March 2, 2023 
 
 
 
ABC Company 
Jane Doe Human Resources Manager 
1234 Corporate Way, Suite B 
Alton, IL 62002 
 
Dear Ms. Doe: 
 
Please consider the enclosed resume for the position of Assistant Marketing and 
Communications Director which was advertised in the Alton Telegraph on 
February 28, 2023. The requirements for the position appear to be an excellent 
match for my skill set and interests. 
 
In addition to the education and experience highlighted on my resume, I am a 
creative, task-oriented individual with a strong work ethic and recognize the 
importance of attendance and punctuality. My ability to follow instructions, my 
desire to meet/exceed goals and deadlines and my flexibility to work 
independently or as part of a team makes me an excellent candidate for this 
position. 
 
I would appreciate the opportunity to meet with you to discuss in detail the duties 
of the position and my qualifications. Thank you for your consideration. I look 
forward to hearing from you. 
 
Sincerely, 
 
 
 
John Smith 
567 S. Main Street 
Edwardsville, IL 62025 
(618) 123-4567 
jsmith123@aol.com  
 
Enclosure 
 


