
cover letter tips

7

6

5

4

3

2

1 
Use the same header as your resume to create 
a consistent look across all of your professional 
documents.

the recipient’s name, position title, the company 
name and the address.

Never start a cover letter with “To Whom it May 
Concern”. When writing a cover letter, don’t be 

out who is receiving/reviewing the applications. If 

Manager” instead.
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INTRODUCTION

Clearly explain  
the position you  
are applying for  
and where you  
found the job

Connect your 
experiences, 
education, or skills 
directly to the job

Reiterate what  
makes you a  
strong candidate  
for the position

BODY

Expand on one or 
two of your strongest 

most relevant 
experiences

Include transferrable 
skills and explain 
what you did to 
develop those skills

Explain how your 
past experiences 
will help you be 
successful in the new 
role

CONCLUSION

Restate your  
interest in  
the position

Restate how you  
can be contacted 
(email address and 
phone number)

Thank the  
person for  
their time  
and consideration

 
 
 

Include 5 blank 
lines of space 
after the closing 
remarks in order 
to leave room for 
your signature. 
Include your 
printed name  
after the signature.
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23hirerawls.joinhandshake.com

Rawls CMC is here to help. Request a cover letter review appointment in Handshake! 


