
Quick Cover Letter Guide

Paragraph 1 – Introduction

• Job you are applying for and how you heard about it. Brief 
statement of relevant skills.

I am excited to apply for the software engineering position
posted on your website. At the career fair last week, I spoke with
the engineering manager, Inigo Montoya, who told me I would
be a great fit for his team. My skills in JavaScript, PHP, and front
end design, are a perfect match for this position. For that
reason, I have enclosed my resume for your consideration.

After my internship at Fantasia as an adventurer, I earned the
respect of my colleagues and manager by consistently
delivering my assignments ahead of schedule. During my most
recent experience at Atreyu Industries, I gained an in-depth
understanding of quests and monster hunting. I also won The
Empress Award for my excellent research methodology and
outstanding job performance. Based on all these experiences, I
am sure I will do well as part of the Falkor team.

I am extremely excited about the possibility of working with The
Knights Who Say Ni and am eager to discuss my candidacy with
you in further detail. I look forward to hearing from you soon
and hopefully scheduling an interview at your earliest
convenience. I will follow up again in 2 weeks to check on the
status of my application. Thank you for your time.

Paragraph 2-3 – Qualifications Summary

• What exact skills you have that relate to this position and how 
you have applied those skills. Don’t tell me; show me.

Paragraph 4 – Conclusion & Next Steps

• Thank you and follow up plan.

E
K
C
A
R
E
E
R
S
.C
O
M



Quick Cover Letter Guide

Make sure you answer these questions

• What is unique about you that will help you excel in this 
position?

• Why does this position interest you?

• How are you a good fit for that company?

• Were you referred by someone?

• What skills does that job description require? Make sure 
that you include these skills in your resume AND cover 
letter.

Final Tips

• Use the same header as your resume.

• Don’t talk about what the job will do for you; tell them 
what you can do for that company if hired.

• Be positive. Focusing on your lack of experience will not 
help you.

• Keep your cover letter less than 1 page long—about ¾ of a 
page is the ideal length.

• Proofread! Double check grammar and spelling. 

• Make sure the company name and position are correct. It 
is easy to use the same template and forget to change the 
position and/or company. Don’t make this mistake!

• Worry about your cover letter only after you have fine 
tuned your resume. Recruiters check the resume first, 
cover letter second.

Your dream job awaits!
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