
COVER LETTERS AS EASY AS ABC



Why Write a Cover Letter?

 Your chance to make an A+ first impression
 Done well, it can help you outshine your 

competition and win the interview
 Done poorly, it can take you out of the running



What Employers Say

 No form letters.  Show me you took the time to 
learn about our organization

 Help me connect the dots between your 
qualifications and our opportunity

 Proofread!! A sloppy letter says sloppy employee



Use Proper Formatting

 Date
 Who you are writing to? Full name, title, 

organization, and official mailing address
 Reference job title (Re:  Public Relations Intern)



Formatting (continued)

 Dear:  (colon, not comma)
 Body of letter, either blocked or indented 

paragraphs
 Closure:  Sincerely or Regards followed by comma
 Leave three spaces, then your signature
 Your full name





What if there is no posted 
opening?
 You can still write a letter to express your interest 

in an organization

 Tell them why you are interested, what you know 
so far

 Ask for an informational meeting

 Great way to get on an employer’s radar early



A is for About

 First paragraph:  

What about this role interests you?

Did someone refer you? (mention first, and make sure 
you have permission to do so)

What attracted you to this job? (not generic)



Does this opening work?

Dear Recruiter:

I saw your job posting on Indeed.com.  I am a hard 
worker and great with people.  I could be a real asset 
to your organization.



A is for About:  Paragraph #1

Dr. Kathleen L'Armand, Professor of Psychology 
at Widener University, suggested I contact you 
regarding your upcoming need for an Intake 
Counselor. I am very interested in employment in the 
area of family services and believe that my 
qualifications would allow me to make a solid 
contribution to Camden Family Services upon my 
graduation in December. 



B is for Because

 Second paragraph:

What is the employer looking for?

Why are your skills and interests a match?

Back it up:  give at least 2 good examples

You can break into 2 paragraphs if too long



Would this make your case?

I see that you are looking for someone to plan 
events.  I am a great party planner – just ask my 
friends.  You are also looking for a good proofreeder.  
I am great at this to.



B is for Because:  Paragraph #2

This past summer, I served as an intern with the 
Southeastern Pennsylvania Geriatric Services and 
helped the director develop a pilot project designed 
to curb abuse of elderly family members. I know you 
recently received a federal grant to develop a similar 
program for the Camden area and I am confident that 
I could contribute significantly to the 
implementation of this program. 



C is for Close:  Paragraph #3

Reiterate your interest and qualifications

Ask for the interview

Tell them you will follow up – and do it

Thank them for their consideration



Would this seal the deal?

Please call me to arrange an interview.  I look 
forward to hearing from you.



C is for Close

I am available for an interview at your 
convenience and look forward to having the 
opportunity to meet with you personally. I will 
follow up next week and can also be reached at 610-
555-2222 or by email at jkramer@gmail.com. Thank 
you for your consideration. 



Let’s Practice

 Read the posting below

 How might you start your letter?

 What skills or interests might you emphasize?

 How would you close the letter?









The finishing touches

 Use your resume letterhead for coordinated, 
professional presentation

 Save and upload the letter as a pdf so format stays 
intact (save in Word as well so you can make future 
changes)

 If sending as an email attachment, reference 
position you are applying for in subject line



Remember Your ABCs

 About = Why this job?  This company?

 Because = Why are you a fit? Connect the dots 
between job description and your skills!

 Close = Ask (nicely) for the interview. Thank them.



Take your time.  Do it right.



Thank you, Thank you

What is single the most important 
thing to remember about thank-you 
notes?



And the answer is…

Send one within 24 hours after your 
interview!



Thank-you note etiquette

 Email is fine

 If you meet with several people, send each one a 
separate note (include a point or something you 
learned unique to each meeting)

 Consider a handwritten note to stand out from the 
crowd





Extra credit question

Besides showing good manners, why 
else should you send a thank-you 
note?



And the answer is…

It’s another opportunity to close the 
deal



Use your thank-you note to…

 Add a great point you wish you had made during 
the interview

 Reinforce why you are a strong fit for the position

 Attach a sample project, paper, etc. that supports 
your response to an interview question



It’s also a final opportunity to…

 Show your good listening skills:  refer to specific 
content from the interview

 Demonstrate your writing and communication 
skills

 Show attention to detail:  spell everyone’s name 
correctly and proofread!



Helpful Resources

 http://www.widener.edu/academics/support/career_
services/_docs/coverletters.pdf

 https://owl.english.purdue.edu/engagement/34/42/

http://www.widener.edu/academics/support/career_services/_docs/coverletters.pdf
https://owl.english.purdue.edu/engagement/34/42/


Career Services Can Help

By Appointment:
 Career Counseling
 Resume and CV Critiques 
 Mock Interviews
Call: 610-499-4176

 Walk In Hours
Monday to Thursday
1:00 to 3:00 PM, 526 E. 14th Street 

Visit www.widener.edu/careers for more info

http://www.widener.edu/careers
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