
Guide to Cover Letter Writing
A cover letter is a tailored marketing document designed to accompany your resume when applying for a 
position. It tells the employer why you want the position and what makes you the best candidate.

•Focus only on what YOU will get out of it. Emphasize what you will bring THEM. 
•Draw attention to any weaknesses. 
•Rehash your resume; instead, elaborate. 
•Have any errors. Proofread thoroughly.
•Use general statements (“Good communication skills,” “Great leader,” “Best candidate for 
the job”) without backing it up with specific examples.

Don’t:

 

LENGTH: Not longer than 
one page. Be concise and 
articulate. 

 

FORMAT: Use standard 
business letter format 
with the same font and 
margins as your resume. 

 

It is worth some 
research time to find the 
specific contact’s name. 

Other possibilities if you 
can’t find a name are 
Hiring Manager, Human 
Resources 
Representative, Search 
Committee. 

 

Employers will view this 
as indicative of your 
communication skills. 
Your letter should be 
clear and concise. Show 
your best writing style, 
vary your sentence 
structure, and use good 
grammar and spelling. 

Signed in blue or black 
ink for mailed letters. 
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