COVER LETTER GUIDE

Career Services

Visit our Website

What should you put intn qou cover lotter?

AIDA

v ATTENTION v INTEREST
v DESIRE v ACTION

Contact Us
Transfer, Internship and Career Center
(TICC) in the College Center Room 252

cre-wexp(@cre.losrios.edu or give us a call

at (916) 691-7470




Example

Date of Letter

Employer’s Name, Title
Company Name
Address

City, State Zip

Dear Mr./Ms./Dr.:

First Paragraph. Give the reason for the letter, the position for which you are applying, and how
you learned of this position. Note any previous contact you may have had with the employer. Tell
why you are interested in the position, the organization, and its products or services. Indicate any
research you have done on the position and/or the employer.

Second Paragraph. Refer to the attached resume and highlight relevant aspects of your resume.
Emphasize the skills mentioned in the advertisement or on the job description. Provide specific
reasons why the organization should hire you and what you can do to contribute to the
organization’s success.

Last Paragraph. Indicate your desire for an interview, and offer flexibility as to the time and place.
Thank the employer for his or her consideration and express anticipation in meeting him or her.
Include a phone number and e-mail address for contact.

Sincerely,

(Do not forget to sign your cover letter)

Your Name

Your Address

City, State Zip

Enclosure



