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Learning Objectives:

 Define Cover Letter (slide #2)

 Explain the four parts of the letter (Slide #3)

 Create your contact information (Slide #5)

 Write the hiring manager contact info (Slide #6)

 Create a cover letter (Slides 5 – 16)

1. Create an introduction paragraph (Slides 7- 9)

2. Create a second paragraph (Why you) (Slides 10 – 11)

3. Create success paragraph (Slide 12-13)

4. Create a rememberable conclusion (Slides 14-15)

 Examples (Slides 16 -19)



What is a Cover Letter?

Definition: A cover letter is a one-page document that applicants 

submit along with their resume that summarizes professional 

experience and background.

Purpose: The goal of a cover letter is to illustrate the 

applicant's interest in a given position along with their 

qualifications.

Importance: a well written cover letter will get an employer’s 

attention and encourage them to read the resume and schedule 

an interview.



Cover Letter Formula

Cover Letter 
Success

Contact Info Introduction Body Thank you

https://www.youtube.com/watch?v=V81oKErOe9o




Start with Your Contact Info

•Full Name. Place your full name 
•Job Title. Use the exact title mentioned in the job ad you're applying for. Email 
Address. Go with a professional email. Please no quirky emails 
Example: john.d.business@gmail.com
•Phone Number. Make sure it's a number where you can be reached easily. 
Location. Your city and state (or country) are enough. 
•Relevant Links (optional). Adding links to any important websites or social 
media profiles, like LinkedIn, is always a good idea.

Example:
Andrew Wagner

Adjunct Business Professor

5805 E. Pickard St.

Mt Pleasant, MI 48858

(989) 317-4757

https://www.facebook.com/SaginawChippewaTribalCollege/



Hiring Manager’s Contact Info:

Company Name. Write down the company's name.

Hiring Manager’s Name. The hiring manager’s name

Hiring Manager’s Title. The hiring manager’s exact job title

Location. Add the city and state (or country) of the company

Date (optional). Including the date you wrote the cover letter

Example:
Mr. Justin Knott

SI Lead – Writing Center

5805 E. Pickard St.

Mt Pleasant, MI 48858

Today’s Date



Introduction - Attention
The goal of the first paragraph in your cover letter is to 

grab your potential employer's attention. 

Who you are

What position you're applying for

How you learned about that position

Why you are interested

Hiring managers spend just a few seconds on 

each application before deciding if it’s worth 

reading more into it



Attention Grabber Examples

I am writing in application for the _____ position I learned 
about through (Ziprecruiter/Indeed/Monster/etc.)

I am following up on the _____ position we discussed at 
the Bartow County job fair.

I am interested in learning more about the ______ career 
opportunity I heard about through my friend Jane Doe.

I am inquiring about the available positions I saw 
advertised while shopping in your store.

Doing your homework about 

the company pays off. The 

better you understand them, 

the more you can show how 

well you'd fit their culture



Attention Grabber Examples

Dear Hiring Manager,

I am writing to express my enthusiastic interest in the Marketing 
Specialist position at AwesomeTech, as advertised on LinkedIn. With 
my five years of experience in digital marketing, I am confident I can 
make a significant contribution to your team

Dear Hiring Manager,

I am writing to express my interest in _____________               

as advertised on______________.

With my five years of experience in___________,            

I am confident I can make a significant contribution 

to your team



Body of the Letter 
Interest & Desire

The second and third paragraphs of your letter should 

peak the employer's interest and also create a desire for 

the hiring manager to meet with you by telling them 

what makes you a unique applicant.

•Degrees

•Workshops

•Certifications

Education

• Familiar with x computer program

• Skilled in social media content creation

Specialized Skills

• Years of experience

• Specific projects

Related Experience



2nd Paragraph

You want to build a direct connection between the company’s needs 

and your background and skills.

• Stress what you have to offer, 

• Identify those parts of your experience that will interest 

• Draw attention to relevant course work, special projects and activities

• Expand upon a specific project or accomplishment.

Step #1 – What do you think that company needs?

(Let’s Find out – Research)

Step #2 – What are your strengths?



2nd Paragraph

You want to build a direct connection between the company’s needs 

and your background and skills.

Throughout my career, I have consistently demonstrated a strong 
commitment to cleanliness, organization, and attention to detail. For 
example, during my time at [Previous Company], I was responsible for 
maintaining the cleanliness of [Specific area, e.g., a large office building], 
ensuring all areas were spotless and safe for occupants. I am proficient in 
various cleaning techniques, including deep cleaning, scrubbing surfaces, 
and handling heavy equipment.



3rd Paragraph

Why are you going to succeed at this job?

• The personal qualities, passion, and motivation to succeed

• Relate your interests/passion to what you know about the company.

• Convince the employer that you a vested interest in the work itself

Step #1 – What do you think that company needs?

Step #2 – What are your strengths?

I know I can 

succeed in 

this position 

because 

_______



3rd Paragraph

My dedication to maintaining a clean and safe environment, combined 
with my strong work ethic and organizational skills, makes me a strong 
candidate for this position. I am eager to learn more about this opportunity 
and discuss how my skills and experience can benefit your organization

I know I can 

succeed in 

this position 

because 

_______



Action

The cover letter should end with a call to action.

1 - Express interest in an interview

2 - Provide your contact information

3 - Thank the hiring manager for considering you



Cover Letter Tips!

 Always write a new cover letter for each new job

 Include key words from the job posting

 Check out their mission statement and goals

 A cover letter is your first writing sample for the 

job you are applying for. 



Dear [Hiring Manager Name],

I am writing to express my keen interest in the Janitor position at [Company 
Name], as advertised on [Platform where you saw the job posting]. With over 
[Number] years of experience in maintaining clean and safe environments, I am 
confident that I can contribute significantly to your team.

Throughout my career, I have consistently demonstrated a strong commitment 
to cleanliness, organization, and attention to detail. For example, during my 
time at [Previous Company], I was responsible for maintaining the cleanliness 
of [Specific area, e.g., a large office building], ensuring all areas were spotless 
and safe for occupants. I am proficient in various cleaning techniques, including 
deep cleaning, scrubbing surfaces, and handling heavy equipment.

My dedication to maintaining a clean and safe environment, combined with my 
strong work ethic and organizational skills, makes me a strong candidate for 
this position. I am eager to learn more about this opportunity and discuss how 
my skills and experience can benefit your organization.

Thank you for your time and consideration. I look forward to hearing from you 
soon.
Sincerely,
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