
C O V E R  L E T T E R S
Purpose:

To elaborate on your qualificaitons for the job and your interest in the company
To convince an employer to bring you in for an interview

A N A T O M Y  O F  A  C O V E R  L E T T E R

Copy your name and contact information formatting from your resume to serve as your personal
letterhead

C O N T A C T  I N F O R M A T I O N

C O V E R  L E T T E R  T I P S

Use key words from
the job description
Research the company
online
Keep it on one page

WANT COVER LETTER
HELP?

Our career specialists are happy to meet
with you to help you with your resume

Schedule an appointment in-person or
online from our Center for Career
Connections website

D A T E

C O M P A N Y  N A M E  A N D  A D D R E S S

G R E E T I N G

1-2 paragraphs elaborating on the specific skills and abilities you gained through your education and

experiences that have prepared you for this position

Supplements your resume by providing a more in-depth description of your key qualifications

O P E N I N G  P A R A G R A P H

Use a polite greeting such as “Dear Hiring Manager” or “Dear Company Name”

Tell them the position you’re applying for and how your skills, experiences, and knowledge make you
a great candidate for the role

B O D Y  P A R A G R A P H ( S )

C L O S I N G  P A R A G R A P H

Concise conclusion, including a request for an interview 

S I G N A T U R E
End the letter with “Sincerely” and then your name

D O D O N ’ T
Don’t submit a
generic cover letter
(customize it!)
Don’t have errors or
typos - ask multiple
people to edit

Bellevue College does not discriminate on the basis of race, color, national origin, language, ethnicity, religion,
veteran status, sex, sexual orientation, including gender identity or expression, disability, or age in its programs and
activities. Please see policy 4150 at bellevuecollege.edu/policies. The following people have been designated to
handle inquiries regarding non-discrimination policies: Title IX Coordinator, 425-564-2641, Office C227, and EEOC/504
Compliance Officer, 425-564-2178, Office B126


