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T Y PE S OF  C OV E R  L E T T E R S:  
  
  
 Par agr aph F or mat:  
  
 T his cover letter is made up of three main paragraphs: 
  

F ir st Par agr aph:  
•  State the reason for your letter, the position you are applying for  
•  Where you heard about it 
•  Y our interest in the position 

 
Second Par agr aph:  

•  Should answer the question “Why should I  hire you?” 
•  Highlight the most important relevant skills, abilities, knowledge, experience or training that 

are applicable to the position 
•  Include some of your research about the company or organization 

 
 

T hir d Par agr aph:  
•  T hank the employer for their time and consideration 
•  R equest an interview or state that you look forward to hearing from them 

 
 

T -for mat:  
 
T his cover letter is comprised of two paragraphs and a table, which highlights the skills the 
employer is requesting, and your skills. 
 
F ir st Par agr aph:  

•  State the reason for your letter, the position you are applying for  
•  Where you heard about it 
•  Y our interest in the position 

 
T able:  

•  Made up of two columns: T he Position R equires and My Qualifications 
•  Y ou are trying to match up the requirements to your skill set 

 
T hir d Par agr aph:  

•  T hank the employer for their time and consideration 
•  R equest an interview or state that you look forward to hearing from them 
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Paragraph Outline: 
 
Put your contact information as a header 
 
 

 
Date 
 
 

Employer’s Name 
Position 
Company  
Address 
Town, Prov., Postal Code 
 

 
 

Dear Employer’s Name, 
 
In the first paragraph you want to state the job you are applying for, your interest in the position, 
explain how you found the job and invite them to read your resume with the hope of obtaining a 
meeting.  (I.e. In reference to the open cook position you have posted on_______, I am very 
interested in the opportunity. Perhaps after reading this letter and enclosed resume, you will agree 
we have a mutually beneficial reason to meet) 

 
The second paragraph provides you with an opportunity to sell yourself and explain to the employer 
why you would be a good fit. Highlight the skills you have that they are looking for.  
�  
Your final paragraph should have anything else that you find interesting about the company (i.e. 
mission statement) only if applicable. You should end with restating you interest in the position and 
a meeting, provide them with contact info and thank them for their time. (I.e. The cook position 
sounds like an outstanding opportunity, and I would welcome the chance for an interview to discuss 
your needs and outline my strengths in person. You may reach me at 718-555-1212. Thank you for 
your time and consideration of my resume, and I look forward to speaking with you.) 
 
 
 
Sincerely,�
�

�

Your Name 
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 T -F or mat Outline:  
Put your contact information as a header 

 
 

 
Date 
 

E mployer’s Name 
Position 
Company  
A ddress 
Town, Prov., Postal Code 
 
 
Dear E mployer’s Name, 
 
In the first paragraph you want to state the job you are applying for, your interest in the position, 
explain how you found the job and invite them to read your resume with the hopes of a meeting.  
(I .e. In reference to the open cook position you have posted on _______, I  am very interested in the 
opportunity. Perhaps after reading this letter and enclosed resume, you will agree we have a 
mutually beneficial reason to meet) 

 
T he Position R equires: My Qualifications are: 

•  L ist the requirements from the 
advertisement 

•  L ist your corresponding skill set 

•   •   
•   •   
•   •   
•   •   

 
Y our final paragraph should have anything else that you find interesting about the company (i.e. 
mission statement) only if applicable. Y ou should end with restating you interest in the position and 
a meeting, provide them with contact info and thank them for their time. (I .e. the cook position 
sounds like an outstanding opportunity, and I  would welcome the chance for an interview to discuss 
your needs and outline my strengths in person. You may reach me at 718-555-1212. Thank you for 
your time and consideration of my resume, and I  look forward to speaking with you.) 
 
 
Sincerely, 

 
Y our Name 
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Notes: 


