THE COVER LETTER FORMAT 

BLOCK STYLE 


Your present address

City, State ZIP

Email

Phone

Date 

Contact person's name 

Title

Company 

Street Address

City, State ZIP 

Dear contact person's name: 
Paragraph One –The Hook…The opening paragraph is used to state precisely why you are writing the letter and entice the reader to read on. Name the position and how you became aware of it.

Body Paragraph(s) – The Sell… Here is where you sell your qualifications and personality. Tell the employer what you can do for them.  Sell yourself by describing two or three of your best qualifications and explain why you are the right person for the job. Use bulleted lists to show their requirements and your qualifications are a perfect match.  Maybe give a brief description of your academic background and how it relates to the position. Compare your resume to the job description and tailor your qualifications to fit the position for which you are applying. Give reference to the enclosed resume and invite the reader to review it. 

Paragraph Four – The Closing…Impress with a positive action paragraph. Use your best manners to request an interview at the employer's convenience. Be sure to include all the pertinent information as to how you can be reached. Thank them for their time and consideration.

Sincerely 

Type your name
 (If using your signature leave space to sign above typed name) 
Enclosure: Resume, References (list additional application materials enclosed) 

