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Opening Paragraph

« Explain the reason for the letter and/or identify the position you're seeking.
« Mention how you leamed of the position (newspaper, career placement
center, name of contact).
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Middle Paragraph x

« Demonstrate knowledge and interest in the organization.

« Address your ability to contribute to the employer's needs.

« Give examples of your relevant qualifications, accomplishments, and skills.
Refer the reader to the résumé for details (can be included in any paragraph if
placement is logical).
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Closing Paragraph b

« End with an action statement - a request for a personal interview.

« If you're inquiring about possible employment (not advertised), take the
initiative.

« Mention that you'll call to arrange an interview at the employer's convenience.

« Express your thanks.
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