Writing a Cover Letter
Student Name
Address

Phone Number
Date

Greeting:
Try to personalize 

If you are not sure of an employer’s name, use To Whom It May Concern

First Paragraph:
State the purpose of your letter.

· Be sure to include the position you are applying for

· Briefly list your top qualifications

Second Paragraph:
This is your chance to sell yourself. Convince the employer to grant you an interview by highlighting what you have to offer an employer. 
· Emphasize how your skills and experience meet the needs of the company

· Use evidence to support your statements

· Don’t simply repeat your resume, rather, interpret it

Conclusion:
This paragraph should be a few sentences intended to bring the letter together. 
· Thank the employer for considering you for the position

· Include information on how to contact you

Complimentary Close,

Sincerely

Respectfully

Cordially

Signature
Typed signature 

