
Cover
    Letters

Cover letters are one-page documents written
as part of the job/internship search that can
either announce your availability for
candidacy or accompany an application to
help explain to an employer why you are a
strong candidate for a particular position.



Cover Letter
Introduce yourself and highlight
your relevant qualifications in well-
structured paragraphs.

Highlight two or three examples of
your prior experiences to
demonstrate why you’re an ideal
candidate.

Exhibit your genuine  interest and
understanding of the specific
position and/or company.

One full page in length. Limit your
cover letter length to 4 paragraphs.

Can serve as a writing sample,
showcasing your communication
skills.

Resume
Present a concise summary of
your relevant experiences and
skills using bullet points.

Provide more detailed,
measurable achievements of
your educational and relevant
experience.

Resumes incorporate keywords
from the job description to
demonstrate your fit for the role.

1 – 2 pages in length based on
your relevant experience.

Key to making it easy for
employers to scan and quickly
identify your relevant
qualifications.

Resume vs. Cover Letter



Crafting an Effective Cover Letter
With many employment positions, you may be asked to
submit a cover letter or letter of interest. A cover letter is an introduction to your
resume and details your qualifications for a particular position or role. Cover
letters are written  specifically to each individual job posting, using the key skills
the job posting is looking for. We recommend submitting one even if it is
optional. When properly written, the letter can help the reader navigate and
highlight important items on your resume. This is your opportunity to clearly
convey in words how your personal experiences connect to a specific position.
This is your time to shine! This section will explain the purpose of a cover letter,
best suggestions for content and formatting, and a sample document to
display all components together.

Things to Keep in Mind:
There is no singular cover letter for every single position.
Cover letters are typically one page or less (unless otherwise specified by
the employer). 
Your cover letter should not mirror resume content; Cover letters are meant
to add depth to their understanding of why you qualify or are a good fit for
the position. 
Clearly connect your experiences to the skills required for the position

Cover Letters



Body

Components of a 
      Cover Letter

Header
Within your header, your contact information you list on your cover letter should
be same as your resume. The date listed on your cover should be the date that
you are submitting the cover letter. Make your best effort to include the hiring
manager’s title if possible (e.g., Director of Human Resources). Always include
the company’s physical address in the header of your cover letter. Refer to the
reader/hiring manager by their full name if able, but if not, use “Dear Hiring
Manager:”

Introduction
It is important that you craft an opening paragraph that will hook your reader’s
attention. Your opening paragraph will set the stage for the rest of the cover
letter include the “why” for your application and why you want this specific job
at this company. You should open the letter with a statement of why you are
writing. Opening tells what the job title you’re applying for is and where you
found it. The introductory paragraph will contain 3-5 skills you possess that the
company seeks in a new hire and shows attention to exact requirements.



Conclusion
You’ve successfully outlined your abilities as it relates to the role, yay! Now that
you are here, it is important to end the letter on a positive note to reiterate the
skills you have previously outlined in your letter. If there is something unique
about the company you are applying to become a part of that you can relate
to, really like, etc., add it! Once you feel you have touched on all that you can,
thank the reader for their time and invite the reader to contact you.

Body
Within your header, your contact information you list on your cover letter should
be same as your resume. The date listed on your cover should be the date that
you are submitting the cover letter. Make your best effort to include the hiring
manager’s title if possible (e.g., Director of Human Resources). Always include
the company’s physical address in the header of your cover letter. Refer to the
reader/hiring manager by their full name if able, but if not, use “Dear Hiring
Manager:”



Template



Example



Cover Letters

CONNECT WITH US 
ON SOCIAL MEDIA

https://linktr.ee/wkuacdc

careerhelp@wku.edu

https://linktr.ee/wkuacdc
mailto:careerhelp@wku.edu

