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Letter Content Outline

1) Body (two, well-developed paragraphs)
1)Second and Third Letter Paragraphs
a)Your interest in working for this employer
b)Support interest with personal characteristics

¢) State how characteristics will benefit the
employer
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Letter Content Outline
1) Conclusion (single, well-developed paragraph)
1)Fourth Letter Paragraph

a)Indicate desire to meet with the employer
b)Suggests dates and times, schedule
¢)Provide day and evening contact information
d)Encourage reader response
¢)Desire to follow-up and “thank you™
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Letter Content Outline

Follow the previously provided outline.
Develop statements carefully and concisely.

Insert statements as appropriate into outline.

Add Beginning Steps (attributes) where appropriate.
Work to develop statements into paragraph form.

v s oW

Open aword processing document, use the following slides to help
format the cover letter. Insert the developed paragraphs into the
proper sections of the letter.

€010
10/15




image10.png
Letter Format

. MM&WMum

2. Format for aletter (block or modified block). i

3. On the header, insert letterhead or puvson:ﬂ information:

Name

Streel Address

City, State, and 2IP
Phone with Area Code
Flectronic Address

(If completing a resume, the mwg%beeinphﬂd | match the cover
letter’s heading.) .
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Letter Format

4. <Enter> twice, adding two spaces below the etterhead.
5. Insert the dateline (Month, Day, and Year), for example:
+ Augustio,2015
6. <Enter> four times, adding four spaces below the dateline.
7. Type the salutation (Dear Mr./Ms.: or Dear Sir/Madarn:
+ Or, useatitle, (Dear Human Resource Manager:) etc.
+ On,if known, address the individual by name (Dear Dr. Smith:)
8. <Enter> twice, adding two spaces below the salutation.
9. Start the introductory paragraph.
10. Implement content from the Cover Letter Outline.
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Letter Format

.
2.

3.
14

=
16.

7.
18
19,
. Type Name (Firstand Last),

21
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<Enter> twice, adding two spaces below.

Start the second paragraph, Body.

<Enter> twice, adding two spaces below.

Start the third paragraph, Body.

<Enter> twice, adding two spaces below.

Start the fourth paragraph, Conclusion.

<Enter> twice, adding two spaces below.

Add complementaryclose.

<Enter> four times, adding three spaces below and then...
if applicable add comma, then Title
Title belongs on theline directly under Name
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Letter Format

22, <Enter> twice, adding two spaces below.
23. Enc. Resume (if applicable)

24. Sign letter in the proper signature space.
25. Go back...
26. Proofread, edit, and revise!

Finishing touches should re-format, if necessary, to center letter
content on the page. Compare the finished document with textbook
and course provided examples.
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Using generic cover letters, templates,

andfor services that provide cover

letters, are NOT, acceptable practices.

Even more true for college graduates

Letter Content O (contrary to some outside sources).
Letter Format

Table of Contents

The BEST cover letters are written by
the applicant and are one single page in

length.

Fresh, creative, non-generic letters,
land job Interviews!

That said, start your cover letter...
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Cover Letter Purpose

TO GET YOU AN INTERVIEW!

In a persuasive manner, the purpose of a cover letter is to match those skills not
resume applicable to those skills required to perform the duties of the position
vacancy. To illustrate, a cover letter allows the applicant an opportunity to
communicate his or personality traits, career aspirations etc, as selling points for the
position. A cover letter provides a blank slate to sell marketable skils and is a
representation of the applicant’s written communication skills. NEVER simply,
reiterate resume content. Elaborate on details not resume definable!

Proofread, edit, and revise cover letters carefully.
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Cover Letter Purpose

Persuasive, personal sales letter...

Writer’s should draft a cover letter in a manner that brings their personal
attributes to life:

+ Providerelevant details addressing the job description and qualifications.
« Prove to be an asset to the organization by possessing theseattributes.

* Asvalidation, use examples tosupportall attribute statements.

- Differentiate attributes (i.e., unique, special, privileged, etc.).
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Beginning Steps
1. Print out the description of the position vacancy announcement.
2. Highlight the described interpersonal attributes within.
3. Read between the lines, ask yourself:

“Which Intetpersonl attributes are position selin

4. Create a list that ranks the top four required attributes.
5. Brainstorm for support; prove possession of these attributes.

+Supporting example for the third attribute.

+Supporting example for the fourth attrbute.

ide00s

5/15




image5.png
Beginning Steps

s —
« Split the four listed attributes into
two different paragraphs using
complementary attributes, add
supporting statements:
+ Paragraph 2: Attibute 1 3nd Support
* Parsgraph 2: Attbute 2and Support
- Paragraph 3:Attribute 3 and Support
+ paragraph 3 Attribute 4 and support | 0 )
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Letter Content Outline

1) Introduction (single, well-developed paragraph)
1)First Letter Paragraph
a)Eye-catching opening statement
b)Purpose for writing
¢)Specific position title or type of work
d)How you learned of the opportunity/vacancy
¢)If applicable, reference and relationship thereof
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