COVER LETTER WORKSHEET
Not all applications require a cover letter…there are many who think the need for cover letters ended with
the universal availability of email. But, some companies still request cover letters. If you are asked to submit
a cover letter, follow the advice offered on this worksheet to produce one that serves as an able companion
to your resume.
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1. Grab Attention & State the Position You’re Applying for.
• Capture the attention of the reader (remember, they are likely
reading through many cover letters).
• Be clear about the position you are applying for.
• If you have a connection with the company or the person
you’re sending the letter to (could be a friend, professor, SC
alumnus, etc.), make sure to highlight that fact.
• Convey enthusiasm and passion for the position or company.
• Introduce the specific reasons you are ideal for this position in
this company.
Example: “I was pleased to find your New Business Development
position on LinkedIn. The Warrior Company’s values of Innovation,
Passion, and Integrity are principles I respect and live by. I will be
returning to the San Francisco area after graduation in May with a
degree in Business Administration and would be proud to
contribute to Warrior’s continued success.”
2. Address the Content of the Position & Highlight Your Qualifications.
• Provide details that present you as a serious
candidate worthy of an interview.
• Use words/phrases from the job posting or
description to give confidence to the reader that
you will succeed in the position.
• Don’t just tell the reader you have a specific skill,
highlight your successes and measurable results.
• Emphasize your unique qualifications that will
benefit the company.
• Consider using bullets or building a table to pair your qualifications with the needs of the position.
3. Brief Summary of Interest, Offer Thanks, & Call for Action.
• Thank the reader for considering your qualifications.
• Express your strong interest in the position and your desire to discuss your application further in an
interview.
• Offer a brief summary of your key points.
• Ask for an interview.
• As appropriate, tell them when you are available for an interview or say when you will call them.
Example: “Thank you for reviewing my application. I would very much like to meet with you to discuss my
education, skills, experience, and qualifications for the position of [position title]. I will contact you next
week to follow-up on any questions you may have. In the meantime, you can reach me at [email address]
or [phone number]. I look forward to speaking with you soon.”

Sterling College Career Services offers a series of Career Guides for our students and alumni.
They can all be found at: https://www.sterling.edu/student-life/career-services/resources

