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Quick Guide: Cover Letter Worksheet
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A cover letter has the layout of a business professional letter. Follow the steps and suggestions (
in italics
) below to complete a rough draft cover letter. Keep in mind, the employer prefers a targeted document that is specific to their job 
listing
. This is your opportunity to show through words accomplishments that answer their question ‘why should I hire you?’
Name:
Address:
City, State, Zip Code:
Home Phone:
Alternate Phone (
cell phone, message phone
):
Email Address (
business appropriate
):
All information contained in the section below should match the job listing contact.
Contact Name:
Title:
Business Name:
Address:
City, State, Zip Code:
Job Vacancy Number (
typically consists of numbers and
/or 
letters
):
Dear (
contact name
)
)












 (
Paragraph One: Introduce y
ourself
In response to your recent job advertisement with (
name of source where you found the posting
) 
___________________________________________________
 , please accept this letter as an introduction to my application for the (
job title
) 
 position currently available with your organization. (
List one sentence that specifically describes why you are interested in the position and the company.
) 
)





 (
Paragraph Two
 
Option #1
: Highlight your skills, qualifications, accomplishments, achievements, and the contributions you offer this employer. Be sure to target all these qualities to the employer’s business need.
(
Show the employer how compatible you are with their job listing and why they should hire you
.) 
)







 (
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) (
Job search note: Should I choose option #1 or #2 for the second paragraph?
This choice depends on your writing style and which option provides you with the best representation of your skill sets. The focus is getting the employer to take notice of what you offer; if a qualification cannot be briefly explained, using the paragraph format (#1) will work better than the T format (#2). Keep in mind that regardless of which option you select, you must be able to tell the employer that you meet their job vacancy need. For cover letter samples, visit these websites:
Quintessential Careers: 
http://www.quintcareers.com/covres.html
Go 2 WorkSource: 
http://www.wa.gov/esd/guides/quickguides_seeker.htm
Monster:
 
http://career-advice.monster.com/resumes-cover-letters/cover-letter-samples/jobs.aspx
) (
Paragraph Three: Closing your letter
In closing, I would appreciate the opportunity to discuss my credentials with you at a mutually convenient time. I will follow up with you after the position listing has closed. (
List specific information pertaining to your next step – how will you contact them? By phone, email, etc.?) 
        I am confident that my knowledge, skills and abilities are an excellent match for the position of (job 
title
) ____________________________________________________________. Thank you in advance for your time and consideration of my application.
Sincerely,
(
Your name
)
Enclosure: Resume
      (
If other documents are required with the application packet, list them one per line.
)
) (
Paragraph Two
 
Option #2
: Highlight your skills, qualifications, accomplishments, achievements, and the contributions you offer this employer in a “T format.” 
Compare
 your qualities to the employer’s business need. 
(
Show the employer how compatible you are with their job listing and why they should hire you
.) 
Your Needs
My Qualifications
Employer’s
 requirement from the 
job
 listing here.
List your matching knowledge, skills, accomplishments or achievements here.
 Use specific examples; bullet each qualification.
Employer’s requirement from the job listing here.
List your matching knowledge, skills, accomplishments or achievements here.
 Use specific examples; bullet each qualification.
Employer’s requirement from the job listing here.
List your matching knowledge, skills, accomplishments or achievements here.
 Use specific examples; bullet each qualification.
Employer’s requirement from the job listing here.
List your matching knowledge, skills, accomplishments or achievements here.
 Use specific examples; bullet each qualification.
Employer’s requirement from the job listing here.
List your matching knowledge, skills, accomplishments or achievements here.
 Use specific examples; bullet each qualification.
)
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