Correspondence
Cover Letter

1. Address by name and title of the individual with
		 the power to hire you, if at all possible. Try to
		 avoid, sir, madam or to whom it may concern.
2. Adapt the letter carefully to specific details of
		 the job opportunity.
3. Open with an idea that captures the attention of
		 the prospective employer so that the letter and
		 resume are considered worth reading.
4. Highlight and draw attention to the points in
		 your resume that uniquely qualify you for the
		position.

5. Close your letter with a request for an
		interview.
6. Use a business letter format and maintain a
		 professional tone.
7. Special attention should be given to grammar,
		 spelling, and neatness. The cover letter should
		 represent your very best efforts. It may be
		 beneficial to have a friend, relative, or member
		 of the Career Services staff review your letter
		 prior to sending it to an employer.

Your present address
City, State, Zip
Date
Person’s Name
Title
Company
Address

Each cover letter should be tailored to the organization to which
you are applying. Your letter should not read as if you just filled in
the blanks.

Dear Ms. Jones:
FIRST PARAGRAPH:
Attract the employer’s interest by briefly touching on your specific interest in the company and/or position. If you
have been referred by someone, here is where you mention it. Avoid such stereotypical, overused first sentences as
“This is in answer to your advertisement,” or “I am a senior in Psychology at Penn State.” You want to convince the
reader that you are interested in them by specifically outlining why you want to work for them and how you would
contribute to the organization.
MIDDLE PARAGRAPH:
Describe your interest in the position, in the field of work, or in the organization. If you have a related class, student
activity, volunteer or work experience, be sure to mention pertinent data or accomplishments to show that you have
specific qualifications or skills for this particular type of work. Refer to key aspects of the resume which relate to the
job or employer, but don’t restate complete sections of the resume.
CLOSING PARAGRAPH:
Mention your interest in discussing the job in person (i.e., ask for an interview). Express appreciation for being
considered and include a statement about your desire to have an interview.
Sincerely,
(handwritten signature)
Your typed name
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Cover Letter Sample - Internship

101 Nittany Pike
Wilkes-Barre, PA 18702
Date

This candidate demonstrates an understanding of the internship
requirements and is effective at relating specific details about his
accomplishments and skills to the employer’s needs.

Dee Ziner
Account Executive
Advertising, Inc.
One Promotions Way
New York, New York 10001
Dear Ms. Ziner:
To succeed in advertising, one must possess a flair for creativity, the ability to work effectively with clients and
associates, initiative, and perseverance. Through this letter I would like to demonstrate such qualities and express an
interest in an Account Services internship with Advertising, Inc. When I read the announcement posted to my
department’s listserv, I was immediately drawn to the opportunity for professional development that this position
would allow in regard to client relations and media placements.
I have enclosed a resume for your review, which outlines my experience in the field of advertising and promotion. As
an advertising salesperson for my local newspaper, I work successfully with a variety of clients and with the media in
designing and arranging advertisements. My responsibilities in this position enhanced my skills in writing, design,
promotion, marketing, and follow-through. I quickly learned to identify appropriate markets and to promote the
newspaper as an effective medium to reach those markets.
Much of my success is due to my customer orientation, my skills in identifying client needs, and in marketing the
services of my employer. I am a self-starter, persistent, and possess the ability to learn quickly. I feel these skills and
experiences would be a strong addition to your firm and am excited about the prospect of putting them to work for
you.
I hope you agree that my qualifications seem to be a match for this internship. If so, I would appreciate the
opportunity for an interview. I look forward to speaking with you.
Thank you for your consideration.
Best Regards,
Mark E. University
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Cover Letter Sample - Full-Time

2014 Pittsburgh Pike
Fayette, PA 15438

Note that this candidate refers to the research she’s done on the
company and expresses a sincere interest. She also points out the
amount and types of her relevant experiences in the field.

Date
James Donavan
HR Administrator
Xyntek, Inc.
301 Oxford Valley Rd.
Monroeville, PA, 15146
Dear Mr. Donavan:
After reading your brochure and researching Xyntek, Inc., I became quite interested in possible employment in IT
software and systems consulting. I am submitting this letter in application for this position.
I have a great deal of experience using several programming languages, including SQL, ORACLE, JavaScript, HTML,
CSS and XML. In addition, I have worked with jQuery and Microsoft .NET.
In my internship at XYZ Corporation I was part of a team responsible for the design, development and production of
database candidate processing systems for their human resources department. My specific role involved testing and
trouble-shooting databases as they were developed. This has proven very successful for XYZ and has increased
efficiency of the recruiting process for the HR administrators. I’ve also been web page editing on contract. In a project
for the Fayette Federal Credit Union, I developed an internal search engine and an online loan application, and kept
their web page up to date and added new features as needed.
I am an enthusiastic hard worker with the desire to learn many new concepts and skills. I would enjoy applying my
skills and talents to a position with Xyntek, Inc. I look forward to hearing from you. Thank you for your time.
Cordially,
Mary E. Smith
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