. COVER LETTER WRITING PACKET

**Cover letters should be tailored for each position, just as you tailor your resume**

PURPOSE

A cover letter is your introduction to an employer. In this letter, you should briefly describe your interest in the position and summarize
your qualifications. A cover letter should not be copied word for word from your resume. A resume is a very succinct and detail-focused
document - a cover letter is the opportunity to illustrate to the employer the two or three most relevant and pertinent skills and
knowledge gained from past experiences that match those skills and knowledge desired from the job description and explains why you

are the best candidate for the position.

GUIDELINES
0 Always accompany a cover letter with a resume unless the company explicitly says not to include one
0 It is advisable to send your cover letter to a specific person
0 Check job description, company website or call Human Resources for name
0 Find the specific person - use the correct prefix and spell their name right!
0 If a committee, then address the “Hiring Committee” and “Dear Hiring Committee”

BAsICS
O Briefly describe your interest
O Summarize your qualifications
0 Illustrate how you researched the company and how you know you would be the ideal candidate for the company and how the
company would be ideal for you
O If the company is working in a field you are passionate about - show your passion!
O Show your personality and your passions
0 Use buzzwords - industry language and keywords from the job description
0 Read through the job description for stated skills desired by the employer
= “Soft Skills” - ex: leadership skills, communication (verbal and written), teamwork, etc.

= “Hard Skills” - ex: (specific to field), ex: AutoCAD, C++, MS Office

FORMAT
O Mirror the format from your resume - maintain consistency across documents
O Margins should be no smaller than .5” and no larger than 1”
0 Font style should be a standard style, something that is easy to read
=  For example: Times New Roman, Calibri, Arial
0 Font size should be between 10 - 12 pt.
0 Headings formatted correctly and professionally; you can copy and paste the header from your resume
0 Organize paragraphs
0 Logical manner
0 Easytoread
0 Language and Grammar
O Professional and polite
=  Be concise as possible
= Stay away from slang, clichés, jargon and flowery language
0 Avoid too many “I” statements
= Examples to avoid: “I feel like [ will be a great asset.” Instead use your experiences to SHOW the company
HOW you will be a great asset
= Use action verbs, not passive - for example: instead of “I believe I would be a good fit” say “I am a good fit
for this position based on my education, experiences, and technical skills”
O Be sure to proofread your cover letter yourself or find someone you trust to proofread for you!
®  Take advantage of the Writing Center on campus located at the Academic Success Center

f Michelin Career Center Find us on all major social media
3rd Floor, Hendrix Student Center @ClemsonCCFPD

Center for CAREER AND (864) 656-0440
PROFESSIONAL DEVELOPMENT career.clemson.edu Q0000




SAMPLE COVER LETTER

Thomas G. Clemson
922 Tiger Drive
Clemson, SC 29634

Your Information: use your current contact information (like in the
example format) or copy/paste header from resume (document cohesion)

August 28, 2014 Date: use the date that you submit the documents

Mr. Tom Smith

Director of Human Resources
First National Bank of Clemson
2001 Tiger Boulevard
Clemson, SC 29633

Employer’s information: it is extremely important to have the name of
the person to whom you are sending your resume and cover letter.
Oftentimes, the contact person will be listed on the job description. If
not, check the company website or call the human resources department.

Dear Mr. Smith:

[First Paragraph, 2-3 Sentences] Tell Mr. Smith why you are writing. If you are applying for a position, A) tell him what position you
are applying for; a company probably has multiple positions open — be clear about the one you are interested in, B) tell him how you
learned about the position; through a personal contact, an advertisement, the company’s website, the Career Center, ClemsonJobL.ink,
etc. — companies like to know where their money is best being spent.

[Second Paragraph] This paragraph is for the nitty and gritty of the cover letter. Describe your interest in the company and knowledge
of the company or organization, and show how you are qualified for the position. Elaborate on information in your resume, but do not
repeat it — this is your chance to expand on your resume. Be concise and give specific examples of your skills. This is the paragraph in
which you “sell yourself” — read through the job description and see what the employer is looking for in an applicant. For example: the
job description states “the candidate should have good human relations and communications skills,” so be sure to talk about an
experience in which you had to embody those skills.

[Third Paragraph] Use this paragraph to talk about why you are interested in this job and organization. Infuse organization-specific
information (2-3 sentences) from researching the company. Things to consider: mission, vision, goals, strategic plan, organizational
structure, current events, trends, best practices, etc. Use this paragraph to show why you are a good a fit for the company, not just the
open position — make a connection between you and the company.

[Final Paragraph] This is the last thoughts section for the employer. Reiterate your interest and thank the employer for taking the time
to read your cover letter/resume. Make sure that you include your contact information here as well — phone number and email address.
Conclude with a sentence about how you would like the opportunity to meet and discuss your interest/qualifications in person.

Sincerely,
Thomas G. Clemson

Enclosure Enclosure: add “Enclosure” to notify employer that this document is
part of a packet including your resume




SAMPLE JOB DESCRIPTION AND COVER LETTER

‘9ouaadxa Supjeads a1jgnd ‘Aljeidads Jamod e yum Suliaaui3ua |ed14103]9 Ul 93439p S,491Se N

:92U3142dX3 pue UOIIBINPD PaLIBRId

JuswAo|dws J914e Jeah auo ulyym uieiqo o3 Aljige ayl Jo - 3Sud1| 34 40 1|3 ‘SulIdaUIBUS J;omod
Ul 10M 95Jn0D ‘22ualiadxa ,sieah 9a4y3 03 043z pue Suaaui8u] |ed14393|3 Ul 934839p S,40|9ydeg

:92Ua1Iadxa pue uo1edNPa palinbay

‘[99X3 pue pIOAA SIAI UT JUSIDIJ01d ‘aAisenstad pue paziuesio [j9m aJe 1ey) S[[i3S SUOIIEIIUNWWIOD
US1IIM PUE |BGJISA BUOJ3S ‘peaye Suinow sysey dasy 01 1911juod ySnoayi y4om Ajpaionpoud
pue puejsiapun 03 d|ay s)}23s ‘sanss| ujuue|d pue uolleziuesd1o uUo SUOI}II0D pue suollsadans
1d®22e 03 ssaudulj|Im SuoISanb SUIAJIIE|D S PUE SJayl0 0} Ua1SI| 01 AJIJIE ‘yJom saziuedio
Ajjea180j ‘3uijiersp pue sisAjeue jo uoia|dwod ysnouyl yoeoidde udisap pa31ds|as smoj|o4 ‘ydseodde
sisAjeue pue u3isap |e211193|9 }0001x3) pJepuels Ajdde 01 SISaUIZUD [B3141D3]9 padualiadxa

2JOW UM I0M 03 AJ[IGE ‘syse} Suliaauldus 4o) paudisse 123png pue s|npayds ‘@dods ayi

JO ssauaseme |esauas ‘suoiinjos udisap Jo Aljige1dnsisuod pue Alljedlideld 1o pasu JO SSauaieme
|esauas ‘A[SAI103})9 S1ed o503 3UidUaNDbas pue sJed JUsUOdW 0D 2J0W JO sUO 03Ul ¥SE} B SUDjeaiq
J0 9)qeded syse1 auilnod 919|dwod A|9A1309449 03 J0SIAIRdNS YHM dJom 031 Alljige ‘Aloayl sulyoew
pue ‘SUOIIE|NJ|E JUS1JND 3NEJ ‘Syusuodwod |edli1dwwAs Jo a3pajmous Supjom SIEWIYIS
|0J3U0D puE SWeJgelq aul-auQ PUBISISpuUn pue peal 0} AJ[IGE ‘9p0o) |ed14103|] [eUOlleN 3y} JO
Suipuelsiapun d1seq ‘Syuswainsesaw |eI143I9D ‘Addulydew Iy Ul JJI0M 95SIN0D PIJUBAPE PUE JISeq

:salM[Ige pue ‘s|js ‘@8pajmouy paJinbay

'u0119NJ3sU0d
uranp s309foud 9A19S00 03 SHUSIA 91IS S EW [palsanbal uaym padinbaui [aaesy ‘wesy udisap

109(04d Y3 uo s1ay10 yum sdiysuolie|a. suiejuiew pue spjing AjaA13onIIsuoa ‘s30afoad uo wayy
sjuaws|dwi pue spiepuels |ea1uydal Jual|d pue Auedwod 1n0 3295 ‘A|9AI109449 UOIIBWIOUI BY)
1u9sa4d 01 MOY puk Pa1eIIUNWWOI 3¢ 03 SPaau Jeym sue|d {SIaquIaW WEd) pue 331440 JBYI0 YUM
sdiysuoiie[as ul wsijeuolssajoud suieluiew ‘s||s pue aSpajmouy| |ea1uyda} sanosdwi pue sdojansap
{$912U3151SUODUI JO $312URdDUISIP J0) YIOM SMBIABJ [YdJeasal uoliedlyinads swiopad ‘Malnal
[eanwgns ‘3ulzis aJIm ‘suole|ndjed ||1j pue InoAe| Inpuod ‘3uiduejeq aseyd pue peo| sa|npayds
[oued Suipnjoul ‘sudisap ajoe1dadsas pue Sunnysi| ‘493uidul |BI141I9|3 PEST B JO UOIIIRUIP BY3 Japun
S9111|19.) JUBWIEI] J91BMIISEM PUE J31BM U0J SUOIIe|Nd|ed pue syse) 3uliaauldus diseq Sulwioyiad

:saly[IqIsuodsay
910
0D ‘U0313]117 4NO Ul Weal Jno ulof 03 |9Aa7 AJju3g . J9aul8u7 |eo14399|3 ue Supyaas si ‘Sulusauldus

Jo1emalsem pue uazem ul Suizijerdads wuiy Sulasuidua paziudodau Ajjeuonieu e ‘sisauidul ofjose)d

0D ‘U013 :uoI1IeI0]
sJ19auidul ojjose) :Auedwo)

J93u18u3 |BO1II3|] [9Aa7-Adlu]

aInsofoul
UoSWia|D "9 Sewoy L

PAETERTS

‘suoneaiyienb
1IN0A SSNOSIP 0} 13440 8Y) PUE LONBWLIOUI 19BIU0D INOA YJIM 3pNjoU0d pue
uomsod ayy ul 1saiaiul INoA ajessay “Buisold 1oy st ydeiBered paiyr ayy ‘Ajeul4

"pale|al WOo0ISSe[I 8y Ul Ylom InoA 1ybijybiy — Burissuibus Jamod Ui iom 8s1nod
104 Burxooj s1 uondiiosap qol ayy ‘Ajfeuonippy "s||IMs asay) pajelisuowsp noA
Yo1ym ul aouatiadxa/uonisod rey) woly sajduwrexa 91419ads € 1noge yjel ‘sndwed
uo uoneziuefio euoissajoid 1noA Jo Juapisald a1am noA 1Q "SluapnIS 40} (UM
pue [egJaA Ulog) UoeIIUNWWOI A[9AI103)9 01 pey Jeyl Juelsisse Buiyoes) e alom
noA agAe|A adualiadxa Ue Ul S||1xs asoyl paijijdwaxa noA Tey awil e ssnasip —
SIS UONBIUNWIWOD UBNILIM pue |eglan Buos,, 104 Buixoo) si siaaulbug ojjose)d
‘uonduiosap gol ayy woly ‘ajdwexs 104 suonealyifenb pue sjjixs 1noA wbIybiy

01 ydeaBered puodss ayl asn ‘aoustiadxa InoA pue uondiiasap qol ayy uodn paseg

"("010 ‘J1ey J9aIed ‘alIsgam) uonisod
3y} punoy noA asaym ‘104 BuiAjdde ase noA uonisod reym unoyped I |18.L

‘unoyped I

/2T08 0peloj0D ‘ucIz|NI

00Z dMNS ‘9L 43|01 1S8M 2280T
s1gsu1bug ojjosed

Jsaulbuz ea1s|3 IS

unoyjed O uyor

¥€96¢ OS ‘uoswa|d
anLQ J9b1L 226
UoSwa|D "9 Sewoy L




SAMPLE JOB DESCRIPTION AND COVER LETTER
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Introduction:

Body:

[ ]
[ ]
Conclusion:
[ ]
[ ]

LiST OF USEFUL COVER LETTER PHRASES

These lists of phrases will help you write an effective cover letter.

Please accept this letter and resume as my application...

Please accept this letter as my application for the position of...

Please accept this letter as my enthusiastic application for the position.
[ learned of this opportunity from...

[ am very interested in pursuing this exceptional opportunity because...
My keen interest in this position stems from...

My professional experience is solid and well-rounded.

[ believe the combination of my education and experiences have prepared me...

My primary focus involved...

This position represents a tremendous opportunity to continue my clear and committed career
path...

As you can see from my resume...

As indicated by my resume...

Beyond my enthusiasm for this opening, I offer all the essential elements it requires.

[ firmly believe my experience, education and background would enable me to make a significant
contribution.

It is a challenging position for which I believe I am well qualified.

... help to ensure optimum effectiveness.

My interest and knowledge in this area was further enhanced by...

My particular area of effectiveness is...

Although I have found my current position to be professionally rewarding...

My professional experiences are supplemented by...

My goal is...

... provides the opportunity to accomplish this goal.

Let me thank you in advance for your consideration.

Thank you for considering me for this very important position.

Thank you for your time and consideration of my resume and qualifications.
[ look forward with enthusiasm to an opportunity for an interview.
Sincerely



COVER LETTER CHECKLIST

APPEARANCE

Is my cover letter laid out and formatted correctly?

Is my information presented in a professional manner?
Did I organize my cover letter in a logical order?

Is my cover letter pleasing to the eye and easy to read?
FORMATTING/STRUCTURE

Are my headings formatted correctly and formally?
Are my margins .5 or 1” all the way around?

Is my font size between 10 and 12?7

Are my headings, dates, titles, and fonts consistent?
Are your paragraphs formatted correctly?

Are my paragraphs organized well?

LANGUAGE/GRAMMAR

Is my tone professional and polite?

Does my cover letter contain too many ‘I’ statements?

Does my cover letter contain action verbs and the correct tense (past or present)?

Did I double-check my grammar and spelling?

Did I use key words and phrases related to my field whenever possible?

OVERALL

Is my cover letter tailored to a specific job/graduate school?
Does my cover letter expand/elaborate my resume, not just repeat!
Have you had someone review your cover letter for edits and feedback?

Does your cover letter reflect the competencies addressed in the job description?

YES

NO




COMPETENCIES & YOUR COVER LETTER

How can your cover letter reflect competencies outlined in a position description?

Competency & Definition Give specific examples & quantify where possible
Print a position description & circle the below words and Club / organization, internship, co-op, part or full-time job,

synonyms that appear in it. Repeated competencies indicate assistantship, Creative Inquiry, research, study abroad,
ones to focus on in the cover letter. volunteering, special project, etc...

Engaging in dialogue that leads to
productive outcomes and points of
Communication | connection by effectively articulating one’s
self to individuals within and outside of
one’s industry or area of expertise.

Developing authentic and mutually

. beneficial relationships by valuing everyone
Collaboration o U Y VALIE eV
and taking responsibility for one’s role

within a team.

Engagement

Being able to recognize, respect, develop,
and capitalize on the unique strengths of
Leadership individuals from all backgrounds and being
an active member in a group that achieves a
shared vision.

Taking the initiative to further enhance
one’s skill set and being creative with ways of
Adaptability thinking or approaches that allow for action,
reflection, failure, and resilience in an ever-
changing world.

Seizing the opportunity for organizational

Analytical improvement that prompts critical thinking
Skills and problem solving by obtaining,

processing, and synthesizing information.

Innovation

Employing current and emerging software
Technology and tools to solve general and industry-
specific challenges.

Understanding one’s strengths, limitations,
emotions, and biases in a variety of
Self-Awareness | situations and articulating how one’s
interests, skills, and values align with
educational and professional goals.

Making choices and consistently acting in a
Integrity manner that displays integrity (following

& Ethics internal principles, morals, and values) and
ethics (following external laws, rules, and
norms) in personal and professional settings.

Demonstrating the continual development

Professionalism

of a positive impression or image in every
facet of life while seeking feedback from
others to ensure congruence between one’s

Brand

intended and perceived reputation.

: Michelin Career Center Find us on all major social media
3rd Floor, Hendrix Student Center @ClemsonCCPD

Center for CAREER AND (864) 656-0440 ;
PROFESSIONAL DEVELOPMENT career.clemson.edu @0@0
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