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Writing an Effective Cover Letter
What is the purpose of the cover letter?  The cover letter tells an employer why they are receiving your resume and for which job you are applying.  Study the job description so that you can specifically communicate what you are applying for and how your skills and experiences best match the position.  You can practice writing a cover letter, but you will have to write a new one each time you apply for a job.  If you do not change your cover letter with each job application, you will be less likely to convince a potential employer that you really want the job.
Are cover letters still required?  Employers often try to simplify the application process, so at times you may find postings that do not require a cover letter.  However, it’s never wrong to include one, and in fact, it may increase your chances of getting an interview if it’s specific to the position.
	A cover letter can provide you the opportunity to expand on…
· Your specific skillset and why it’s a match for the position
· Your specific interest in the organization
· A desire to relocate, if applicable to your situation and the job
· Someone who referred you to the job who may have a specific connection to the organization
· Additional information you wanted to share but requires you to provide details beyond what could be placed on a resume.  This can be helpful when you are applying for jobs outside your academic major or when you may be making a career change.  And sometimes, you can use the cover letter to tell how your major really does align.   For instance, a mathemathics major who wants to work in computer programming could explain their qualifications further in a cover letter.
When do you send a cover letter?  If you are applying for a job by mailing, emailing, or faxing a resume, you should always send a cover letter so that they understand why they are receiving your resume and what you can bring to the position. 
Pay close attention to the job posting to which you are applying.  In most instances, the application process will require both a resume and a cover letter.  
What if I apply for a job on-line?   If the online process allows you to upload a cover letter, then ALWAYS send a cover letter. Read the directions and act accordingly.  If you are emailing the resume, attaching a cover letter in addition to a brief but professional email message is very acceptable. 

Do I take a cover letter to a job fair or to an on-campus interview?  No. A cover letter is unnecessary since you are meeting in-person. 
General Cover Letter Tips:
· Address the letter to a person.  Do not use “To whom it may concern” or “Dear Sir or Madam”
· If you use ChatGPT, be sure to go back and add specific information about you that relates to the job description and your specific skills set and experiences.  A generic cover letter is very easy to spot.
· If you use the sample, do not copy it word-for-word.  Your cover letter should be specific to your skills and experience as well as the position you want.  
· Do not use the same letter for every job.  Depending on your own job search journey, you could possibly write hundreds of cover letters throughout your life.
· An easy and eye-catching heading that matches your resume heading is a nice look.   




Cover Letter Sample
The content of the following sample cover letter sample is a guide that you can use for cover letters you are uploading to an application.  If you need to email a resume to someone, you can attach your cover letter, but you should also use the body of your email to explain briefly why they are receiving your resume.  Start with a salutation that reads something like, “Dear Ms. Austen,” and write in complete sentences. You can briefly tell the receiver why you are sending your resume, who referred you, and why you are interested. Close the email with something like “Sincerely, Emily Bronte.”      

Jane Austen
Relocating to Atlanta, GA | (478) 555-5555
janeausten@mga.edu 

November 1, 2025
Ms. Katherine Ortiz
Director of Development
GPB - Channel 57
10656 Columbia Parkway
Atlanta, GA 31301
Dear Ms. Ortiz:
I am interested in your Assistant Director of Development position you listed recently posted on Handshake with Middle Georgia State University. I have always been a fan of public television, and the opportunity of raising money for such a worthwhile organization is very exciting to me. I am a devoted viewer of such programs as “Great Performances” and “Live at Lincoln Center.” I am excited at the thought of being able to bring this type of programming to our community.
As you will note in the enclosed resume, I will be graduating from Middle Georgia State with a degree in English. I feel confident that my speaking ability will allow me to make the kind of presentations the job undoubtedly requires, and that my writing skills will enable me to continue the effective letter-writing campaigns that you have so successfully initiated. In addition, communication and leadership skills gained through my participation with various on-campus organizations and part time work experiences will contribute to my ability to be successful in this position. 
I believe that these are the kinds of skills and abilities that you are looking for in an Assistant Director of Development and I would appreciate the opportunity to meet with you to discuss this further. Contact me by phone at (478) 555-5555 or email at janeausten@mga.edu to schedule an interview. Thank you for your time and consideration.
Sincerely,
Jane Austen


Business Letter Format:
You can use a business letter format for writing your cover letter, but feel free to copy your resume heading onto your cover letter instead of typing out your address.  
Date:  Business letter format requires that you add the date you are writing the letter
Employer’s contact information/address:  When writing a business letter, you are generally required to include their name and address in the header of the cover letter.  
Salutation:  Try to address the letter to a person.  If you don’t know the name, then using “Dear Hiring Manager,” is the next best option.
Paragraph 1 explains why you are writing.  Include information such as:
1. Why you are interested?
2. Willingness to relocate (if applicable)
3. How you found out about the job and/or how the position relates to your goals.

Paragraph 2 is your sales pitch.  Discuss how your skills, experiences, and strengths fit the position. 
Suggested topics include: 
1. A direct (and sincere) interest you have in what the organization does.
2. Emphasizing the skills/experiences that you have that meet the employer’s needs. 
3. Giving one or two related examples of accomplishments that relate to key qualifications and job duties.
4. Experiences could include courses you have taken, class projects, campus involvement, or related work experience/skills.

Paragraph 3 is where you create a plan of action:
1. Ask for an interview.
2. What will you do next?
3. Thank the person for their time or indicate your eagerness to speak with them further.

Closing:
Sincerely or Best Regards are typical letter closings you can use.  
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