AQADVANTASGE

CAREER SERVICES | INTERNSHIP | RESEARCH

COVER LETTER GUIDE

A cover letter is a way to introduce yourself to a potential employer
and should express your interest in and qualifications for a particular
position. Each cover letter should be targeted towards a specific

company and position, and reflect your knowledge of the company’s
needs and goals.

Want help? Schedule an appointment with us today at
https://aquinas.joinhandshake.com/login

COVER LETTER DO'S AND DON'TS

- oo

Prepare beforehand

Address your letter to a specific person
Review the job description of the position you are

applying for. Reflect on your experiences and draft a few
examples of specific experiences that match what the
company is looking for in a potential candidate.

Try your best to determine who this letter is going to.
Use information in the job posting, the company’s
website or social media to find their hiring manager. “To
whom it may concern” should be used as a last resort.

Be direct and concise Proofread your work
Keep letters to around 3-5 paragraphs. Write cleanly and

Always check for grammar, punctuation and spelling
simply without using a lot of verbiage or jargon.

errors - if you can, try to get another set of eyes on it!

Use a warm, professional tone

Strike a balance between being personable and professional. This is a formal document, but
\ it should communicate that you are an optimistic, responsible and productive person.

/

f DON'T...

Reuse cover letters without changes

~N

Repeat information from your resume
Even if you applying to similar positions, always ensure

your cover letter addresses each unique position’s job give specific examples of your experiences that make
\ description and desired qualifications you uniquely qualified for the position )

Cover letters are meant to complement your resume -
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Thomas S. Aquinas
123 Main Street
Anytown, M1 12345
123-456-7890 | aquinast@emaii.com

March 7, 20XX

Jane Smith
Director, Human
Resources
123 Business Rd

Business City, Ml 12345
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