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Career Services Office

Cover Letters
Cover letters are just as important and informative as your resume.  It is crucial to have a stimulating, well written cover letter that will raise curiosity and commonality between you to the reader. The cover letter is a chance to grab the reader's attention with a personal touch that proves you are a professional candidate for the position.  If done concisely and strategically, it should give you the extra edge employers are seeking.

The first paragraph is your introduction and should include:

· Who you are and why are you writing.

· How you learned about the position.

· If you have spoken with someone at the organization. 

· A sentence summarizing the content.

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

The supporting paragraphs (up to three) are a narrative of your experience and should include:

· The match between your skills and the position.
· The match between your knowledge and the position.
· A narrative beyond restating items from your resume.

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________


     The final paragraph is asking for the interview.  It is action oriented and should include:

· A statement that you’d like to meet with them to discuss your match with the organization.

· A statement that you’ll contact them within several weeks to follow up.
· Best times to contact you and contact information.  

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________
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