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You should always include a cover letter when mailing, e-mailing, or faxing a resume. 
 
• A cover letter serves two basic purposes: as an introduction and as a marketing tool.  Your cover letter should 

describe specific reasons the employer should consider you as a viable candidate for a job opening.  Those 
reasons may include your educational training, your work experience, and/or personal qualities and attributes.  

 
• Address your letter to an identified person, as opposed to "To whom it may concern." (Call the organization and 

ask to whom your letter should be addressed).  If you are responding to a "blind ad" (PO Box only), you may use 
"To whom it may concern" as the salutation.   

 
• Tailor your letter to the position being filled or to the organization itself.  This means that you will have to write a 

specific letter for each resume you mail.  Generic cover letters look like just that (what do you do with mail 
addressed to "occupant"?) and have a very poor success rate because they are attributed to a lack of genuine 
interest on your part.  You will be able to use essentially the same structure in most of your letters, but 
personalize each one and emphasize how your training and experience relates to that specific job.      

 
• When printing hard copies, use good quality paper.  The paper should match that of your resume.  A cover letter 

should never be handwritten.  Keep the cover letter to one page. 
 
• The cover letter conveys a great deal about your writing skills.  Use clear, concise language and proofread 

carefully!  The letter should be free of any errors. 
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 The Career Center   

E-mail Cover Letters 
Your e-mail cover letter will follow the same protocol as the print version.  When e-mailing a potential         
employer the e-mail is your cover letter, you do not have to attach a separate document.   Here are more     
e-mail specific tips for writing your electronic cover letter: 
 
• Do NOT waste your subject line of the e-mail.  Never leave it blank.  The purpose of this line is to attract 

the reader and tempt them to open your message.  For example, reference the position title in the  
      subject line. 
 
• In the cover letter, make sure that you indicate if your resume is attached or if it can be seen below the 

cover letter.  Remember that employers will be wary of opening attachments, so including a plain-text 
version of your resume after your cover letter is usually a good idea. 

 
• When formatting your e-mail cover letter, use left justification for your margins.  Avoid indents and place 

a space between each paragraph. Avoid using emoticons, abbreviations, wild colors, and other distract-
ing and unprofessional items. Many e-mail systems cannot handle text enhancements like bolding,  

      bulleting, or underlining, so play it safe by using spaces and dashes -- if you feel emphasis is needed.  
 
• Be concise. Remember that reading e-mail on the screen is often harder than reading printed       
      communications.  
 
• Don’t forget to check your cover letter for spelling errors, style, and content before pressing the “send” 

button. 
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