Craft an Effective

Cover Letter

TEXAS TECH UNIVERSITY

Rawls College of Business’

Key Tips
} 1 page letter, brief introduction that makes the employer read your resume

} Pull keywords from the job description for a rich opening that
demonstrates your fit for the position

} Keep the employer reading by meeting their needs
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Enclosure

Use the same header
as your resume

It is considered impressive
if you can include a direct
name and title versus using
Mr./Ms. Hiring Manager

Unless you are 100% positive,
it is important to use Ms.
instead of Mrs. Do not
assume, ever. If there is a
professional title (like Dr.),
use that instead

Sign in ink
above name

Include this if
you are including
additional
documents



