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Cover Letter Guide
The cover letter introduces you to potential employers and g POtS dam

demonstrates how your strengths and background match the HOUGHEED CENTER FOR APPLIED LEARNING
experience reqluirec; in theljob/inkternshiﬁ posting. Thislis your ; Career Services
opportunity to let the employer know why you are applying to the .

position. Be sure to demonstrate your enthusiasm for the position Lougheed Learning Commons (CRUMB) 107
you are applying for. Your cover letter should be focused on the needs career@%[i%t_sz%a?@éggg
of the employer, not your own, and should always accompany a

resume. You will need to tailor the cover letter for each position!

Use Same header as your resume

Best Practices
Paragraph

. Addresses the question, "Why them?" * Avoid overusing "I"

« Why you are applying and how you found the position « Tailor to employers

« Highlight why you are interested in the position

needs
Paragraph ,
e Use keywords from job
2 « Answers question, "Why you?" o
« Expand on qualifications using examples from your description
resume _
« Use the job description to select the experiences/skills to « Spelling/grammar error
highlight
« Incorporate industry language and action verbs free
Paragraph e Avoid "love" language
3 e 1-3 paragraphs

« Thank them for their time
» State enthusiasm to have an interview
« Specify how to reach you, cell or email

1 page in length

Follow up in a week if no response, confirm receipt of resume and
application, share continued interest in the position.



FIRST NAME LAST NAME
Street Address
City, State, Zip

T 555-555-5555

E firstname.lasthame@email.com

25 July 2014

Supervisor Name

Career Services

Lougheed Center for Applied Learning
SUNY Potsdam

Potsdam, NY 13676

Dear Mr./Mrs. Supervisor Name:

| am a freshman at SUNY Potsdam and am excited at the prospect of working with Career Services as a Peer
Advisor. Having taken two public speaking courses during my high school career, | am very comfortable
speaking in front of large groups of people and my strong leadership skills would make me a valuable asset
to the Career Services team.

During my senior year of high school, | organized a school-wide, group discussion about diversity in higher
education. This project allowed me to independently pursue a topic that interests me and improved my
organizational skills, teaching me how to effectively lead a group of my peers. Besides my academic
commitments, | am also currently a member of the Debate Club and the Swim Team at SUNY Potsdam. In
these experiences | utilize my leadership qualities to build motivation within those around me to work
successfully towards a common goal.

In summary, | bring strong organization and interpersonal skills that make me a prime candidate for this
position. | hope to have the opportunity to discuss with you the contribution | can make to Career Services
as a Peer Advisor, and am available to interview at your convenience. The best way to reach me is by phone
at (123) 456-7890, or by email at myemail@potsdam.edu.

Thank you for your time and consideration.

Sincerely,

Your Name



FIRST NAME LAST NAME
Street Address
City, State, Zip

T 555-555-5555

E firstname.lasthame@email.com

REFERENCES

1. Name
Title
Organization
Address
City, State Zip
Email:
Phone:

2. Name
Title
Organization
Address
City, State Zip
Email:
Phone:

3. Name
Title
Organization
Address
City, State Zip
Email:
Phone:



FirstName LastName

freshmanemail@potsdam.edu | 123 Mystreet, Mytown, NY 12345 | (123) 456-7890

August 31, 2018

Supervisor Name

Career Services

Lougheed Center for Applied Learning
SUNY Potsdam

Potsdam, NY 13676

Dear Mr./Mrs. Supervisor Name:

| am a freshman at SUNY Potsdam and am excited at the prospect of working with
Career Services as a Peer Advisor. Having taken two public speaking courses during
my high school career, | am very comfortable speaking in front of large groups of people
and my strong leadership skills would make me a valuable asset to the Career Services
team.

During my senior year of high school, | organized a school-wide, group discussion about
diversity in higher education. This project allowed me to independently pursue a topic
that interests me and improved my organizational skills, teaching me how to effectively
lead a group of my peers. Besides my academic commitments, | am also currently a
member of the Debate Club and the Swim Team at SUNY Potsdam. In these
experiences | utilize my leadership qualities to build motivation within those around me
to work successfully towards a common goal.

In summary, | bring strong organization and interpersonal skills that make me a prime
candidate for this position. | hope to have the opportunity to discuss with you the
contribution | can make to Career Services as a Peer Advisor, and am available to
interview at your convenience. The best way to reach me is by phone at (123) 456-
7890, or by email at myemail@potsdam.edu.

Sincerely,

Your Name



Ima Bear

imabear@potsdam.edu | 123 Mystreet, Mytown, NY 12345 | (012) 345-6789

References

1. Name
Title

Organization
Address

City, State Zip
Email:

Phone:

2. Name
Title

Organization
Address

City, State Zip
Email:

Phone:

3. Name
Title

Organization
Address

City, State Zip
Email:

Phone:
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