Cover Letter Writing Tips: Job & Internship Applications
· Always use business letter format. 

· Address the letter to a specific person.  Call the organization and find out to whom to address your letter.  If the site will not offer you a name, you may always address your letter to “Dear XYC Organization:” or “Dear Internship Supervisor:”, but this should be used only when you have exhausted all of your resources.

· Reference previous contact you have made with the person to offer them a gentle reminder of who you are.  For example, if you spoke with them over the phone or met them recently at JobFest or the Internship Fair, thank them for time spent talking with you. Similarly, mention the name of the person having referred you to them. Don’t be concerned that this is “name dropping”; instead, it is polite.
· Explain for what position you are applying in your first paragraph. The site you have selected might have more than one job or internship available at a time. If applying for an internship, indicate the time frame of your preference: Fall 20XX.

· For jobs, emphasize your skills and qualifications in your second paragraph (or paragraphs: you may break these items up into small paragraphs).  Make them want to bring you in for an interview.
· For internships, emphasize two key points in your second paragraph (or paragraphs: you may break these points into small paragraphs).  Explain how the internship experience fits with your career goals and what skills you will bring to the internship. 

· Use your last paragraph to thank the employer for their time in assessing your qualifications.  You may also indicate when you will be in contact with them.  Offer your phone number again in case they have questions for you. 

· Leave room for your signature on the letter and remember to sign it. If you are sending the letter and resume via e-mail, you will want to either send both letter and resume as attachments or send the letter as regular e-mail text and attach the resume. 

· Include a cover letter with all application and resume materials.  Don’t skip this important step in making a most positive impression.  A well-written letter can make a huge difference. A poorly written letter will be detrimental. 

· Secure help in proofreading. Don’t rely on spell check.  It is too easy to make errors such as, “thank you for you time”. 

· Be brief and concise; your cover letter should be only one page. 
