
The Cover Letter 

Studies indicate the cover letter has a life expectancy of only 8 seconds, make it count!  

Be personable, enthusiastic and highlight your abilities! 

Your cover letter is the first impression you offer, INSPIRE employers to read your resume!  

PERSONALIZE 
YOUR 
LETTER 

DON�·T  
FORGET! 

SELL  
YOURSELF 

DO 
YOUR

RESEARCH 

Highlight your  
background 

that is relevant 
to the position of 

interest  

Tailor each letter 
to the position: 
use words from 

the job  
description  

Research the 
company and 
understand the  
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mission & values 

Draw a parallel 
between the  

organization and 
your skills  

DO NOT simply 
repeat what is 

on your resume 

Print on high  
quality paper: 

CAREER SERVICES 
PROVIDES FREE  

PAPER! 

Emphasize  
special  

achievements 
& specific skills 
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