Cover Letter Writing Worksheet
Use this form to brainstorm ideas for your cover letter and then place the information in a similar format to your resume. Think of your cover letter as a way of tying the job description and your resume together. 

COMPANY INFORMATION:
Company Name _______________________________________________________________
Manager Name (if available) _____________________________________________________
Mailing Address _______________________________________________________________
Two things that interest you after researching the company: 
1. __________________________________________________________________________
2. __________________________________________________________________________
POSITION: What skills are they looking for? 	
When you review the job description, make sure to underline or highlight the critical parts of what they are looking for, so you can make sure your resume and cover letter explain how you can meet their needs.
Position Title _________________________________________________________________	
List 3 to 5 skills that the employer is looking for:  _____________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________

FIRST PARAGRAPH: Why are you writing? 
This should be a short paragraph that provides the essential reasons why you are writing. Try to grab their attention in a positive way and set an upbeat tone.
How did you get the employer’s information or where did you find the position? (Company Website, Job Board, Personal Referral, etc.) ________________________________________ 
What position are you applying for? _______________________________________________
____________________________________________________________________________
		
SECOND PARAGRAPH: What do you have that matches the employer’s needs? 
Be sure to include things like your education, things you’ve learned, externships, certifications, past experiences, volunteer work, accomplishments, and anything else that demonstrates how you can benefit the employer.
Why are you qualified for the position you are applying for? _____________________________
____________________________________________________________________________
What have you done that applies to this job/position?  _________________________________
____________________________________________________________________________
Why should the reader look at your enclosed resume?  ________________________________
____________________________________________________________________________
THIRD PARAGRAPH: Why are you interested in this particular job or company? 
Use this paragraph to validate additional skills of your background and experience and why this position excites you. If you don’t have much information about the company itself, you can combine this paragraph with your closing paragraph.
Why do you want to work in this organization? _______________________________________
____________________________________________________________________________
What is special about you that should be considered for this position? ____________________
____________________________________________________________________________
What sort of fit is there between your experience and this job/organization?  _______________
____________________________________________________________________________
CLOSING PARAGRAPH: What do you want to happen after you apply?
Tell the manager what are including in your application and express your confidence that you are the person the manager is looking for. Make sure to thank the employer for their time and consideration.
What you want to happen after they review your resume?  (An interview, a phone call, etc.) ____________________________________________________________________________
____________________________________________________________________________
What next steps will you take after sending your resume? (A call, an email, a visit) 
____________________________________________________________________________
____________________________________________________________________________
How can the manager contact you and when are you available? _________________________
____________________________________________________________________________

SALUTATION AND SIGNATURE: 
Use a professional salutation to close your letter before signing it. (Best regards, Sincerely, Regards, Respectfully, etc.) It is best to sign your name and have your name typed afterwards.

Best regards,
  Jane Doe
Jane Doe


