
First Paragraph:  Who am I?  What do I want?  Indicate the reason for writing, the 
specific position or type of work for which you are applying, and how you learned about the opening (Office of Career Services, newspaper ad, friend, etc.) 

 
Second Paragraph:  What can I do for the employer?  Indicate your qualifications for 
the position- your academic background, training, or practical work experience.  If you 
have any unique qualifications or specific achievements related to the position, mention them.  Do not repeat verbatim the same information the reader will find in the resume. 

 
Third Paragraph:  How I plan to follow up.  Thank the employer for their time and 
mention that your resume is included.  Indicate your desire for a personal interview.  For 
example, say you will call on a certain date to arrange an interview.  Or say you will be in the city where the organization is located on a certain date and would like to set up an interview.  Or ask if the company will be recruiting in your area, or on campus, and if it desires any additional information or references.  Include a phone number and email 
where you can be reached. 

 Sincerely, 
   (Your Handwritten Signature) 
(Your Name Typed) 
 Enclosure (Denotes that a resume or application is enclosed) 
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A cover letter 


