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The following tips should help you write your 
cover letter:

Identify why you are writing and where you 
learned of the job opening.
Relate your skills and quali! cations to the 
position or organization for which you are 
applying. Doing so will demonstrate your 
knowledge of the organization and illustrate 
how you can be an asset to them.
Address the needs of the organization or 
position as expressed in the advertisement or 
position description.
Make references to your resume without 
restating it verbatim. Your goal is to draw 
attention to the strong points of your resume 
without being redundant. 
Avoid using clichés or " owery language.
Be speci! c: use examples to support your 
skills and quali! cations.
Indicate the action, such as a request for an 
interview, you would like to happen next.
Tailor your cover letters to different job 
applications. Generic letters are unappealing 
and are less likely to get you an interview.

Style

Remember to keep the reader’s perspective in  
mind when you write your letter. The most  
effective cover letter is clear and concise. It  
conveys your message in three to ! ve paragraphs. 
Your letter should not exceed one page in length. 
Like the resume, your cover letter must be typed 
and carefully edited. Have a staff member in 
Career and Academic Planning proofread it before 
you send it out. You should use the same type of  
paper for both your resume and your cover letter. 
You may use matching envelopes or plain manila  
envelopes.   

Format

Any business letter style, such as full block format  
or modi! ed block format, is appropriate. Always 
indicate whether there are enclosures, such as a 
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This section contains  information and examples 
 about the types of correspondence most frequently  
used during a job search.

Cover Letters and Letters of Inquiry
A cover letter introduces you and your resume to  
an employer and motivates the employer to meet 
you. A cover letter should always accompany your  
resume when you mail it to prospective e mployers. 
Your cover letter should capture the employer’s  
interest and communicate a personalized message 
about what you can contribute to the organization. 
A letter of inquiry is similar to a cover letter, but  
it asks about possible job opportunities rather  
than responding to a speci! c job announcement 
(see page 25 for a sample letter of inquiry).  

Content
Begin your letter by addressing it to a speci! c 
person. Research the organization to ! nd out 
the correct name and title of the person to whom  
you should write. Writing “Dear Sir/Madam” is  
impersonal and indicates a lack of interest in the  
organization.

Your letter should communicate a 

personalized message about what you 

can contribute to their organization.

J o b  S e a r c h  C o r r e s p o n d e n c e : 
Co mm u n i c a t i n g  w i t h  E m p l o y e r s
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resume, writing sample, or transcript.

Introductor y Paragraph

Your ! rst paragraph should include information  
about who you are, why you are writing, and  
where you learned of the job opening. If you 
learned of the position through another person, 
mention his or her name, since personal referrals 
often attract the employer’s attention. If you refer 
to a previous co nversation or correspondence, be  
sure to give speci! c dates as reference points.  

Body Paragraphs

The next one to three paragraphs contain your 
sales pitch, convincing the employer that you 
have what it takes to do the job. Highlight 
important features of your resume that pertain to 
the position. Your letter will be more effective if 
you incorporate speci! c knowledge of the position 
and  organization to which you are applying. It 
shows you have done your homework and are 
truly interested in the organization.

Follow-up Paragraph

There are two different approaches you may take
in formatting the follow-up paragraph. You may
use the active approach, which puts responsibility 
on you to make contact with the employer, or 
you may use the passive approach, which puts 
responsibility on the employer to make further 
contact with you (see Figure 6 on page 24 for a 
sample cover letter and example of the passive 
approach). If you choose the active approach, you
may write, “I would like to arrange for an 
interview. I will call your of! ce next Monday to 
speak with you and schedule a time and date.”

Thank You Letters
An effective way to stand out from other job 
candidates is to thank the people who have helped  
you with your job search, especially employers  
with whom you have interviewed. The better you 
stand out, the longer your impression will last on 
your interviewers. Remember to send a thank you 
letter after conducting an informational interview 
as well. You should write a thank you letter within
two days of your interview. The letter should 
restate your quali! cations and interest in the 
desired position and highlight your discussion 

with the interviewer (see Figure 8 on page 26 for a 
sample thank you letter).
Here are some guidelines to help with writing 
thank you letters:

Send a handwritten message, which c onveys 
a personal touch;  al though sending an e-mail  
is now considered acceptable and p rovides a 
more timely response. 
Address everyone who needs to  be thanked.
Be brief and concise.
Include something memorable about the 
interview.

Letters to Accept or Decline an O! er
As soon as you make a decision about a job offer, 
you should write a letter to the organization 
informing them of your decision and restating the
terms of your employment and your starting date.
If the organization requests additional information,  
you should include it in your acceptance  lette r 
(see Figure 9 on page 27).  

If you choose not to accept a job offer, you should 
write a positive letter thanking the employer for 
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Figure 6. Sample Cover Letter 

 

                                                        P.O. Box 0000
     J ames Madison University
     H arrisonburg, VA 22807

     J anuary 28, 2009

Ms. Stephanie Trinter
Prentice-Hall
College Division
Englewood Cliffs, NJ 07632

Dear Ms. Trinter:

 I  am writing in response to your advertisement in the January 24 issue of The 
Washington Post , and would like to be considered for a job as a college representative for 
Prentice-Hall. As a senior at James Madison University, I have maintained a cumulative 
GPA of 3.7 while pursuing a major in English and taking a variety of business courses. 
I believe this combination of studies, as well as my ability to handle responsibility, makes 
me quali! ed for a position at Prentice-Hall.

 Your advertisement states that one of the duties of a college representative would 
be to “locate and develop manuscripts for publication.” My studies in English have enabled 
me to develop skills that I believe are necessary for this job. I have taken courses in both 
creative writing and technical communication, which have helped hone my skills. The 
many literature courses I have taken, including an Independent Study of Shakespeare 
while studying in London, have enhanced my ability to analyze, interpret, and critique 
literature of all kinds.

 I  have gained the skills necessary for promoting textbooks to universities and 
colleges from my business and communication courses. I have also developed a capacity 
for communicating and understanding people—a skill I believe is vital in sales—with help 
from classes in marketing, management, communication, public speaking, psychology, 
and sociology. 

 My experiences living and studying overseas have enhanced these quali! cations. 
I am " exible, adapt easily to new situations, and enjoy working with people from diverse 
backgrounds. Enclosed is my resume outlining my unique quali! cations for a position as 
a college representative at Prentice-Hall. I appreciate your consideration and look forward 
to hearing from you. I can be contacted at the address listed above or at my cell phone 
number, (540) 555-0000.

                                                       Sincerely,

                                                       James A. Duke

                                                       Enclosure
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Figure 7. Sample Letter of Inquiry

300 Franklin St., Apt. 2
Harrisonburg, VA 22801
March 20, 2009

Ms. Tina Miller, Director
YMCA of Greater Atlanta
599 Mitchell St.
Atlanta, GA 30314

Dear Ms. Miller:

My professor, Dr. Smith, gave me your name and suggested that I contact you. I am writing 
to inquire about opportunities within your organization. I am a senior psychology major 
graduating in May and I am very interested in working for a nonpro! t organization such as 
the YMCA. 

Classes such as Social Psychology, Developmental Psychology, Counseling Psychology and 
Psychology of Child Abuse and Neglect have given me a strong human services background.  
In addition to my studies, I volunteered as a Big Sister to an at-risk eighth grader and am 
completing an internship at the Virginia Department of Youth and Family Services. This 
combination of education and experience has given me many counseling, interpersonal 
communication, and problem-solving skills that would be an asset in an organization 
dedicated to helping others.

As you can tell from my experiences, I have a strong desire to work with children and 
adolescents. I have read about the teen pregnancy prevention program at the YMCA of 
Greater Atlanta and would like to work in this type of program. I have spent my summers 
working for my local YMCA as an activities counselor. This experience not only enhanced 
my skills in working with children and adolescents but also taught me how important 
organizations such as the YMCA are to children and their communities. It is my goal to use 
both my experiences and educational background in a position with a nonpro! t organization 
as in" uential as the YMCA.

If possible, I would like to spend approximately 20 minutes talking to you about the YMCA 
of Greater Atlanta and any potential job openings. I realize that you may not have any 
positions to ! ll at this time but would still like the opportunity to speak with you about the 
organization and the human services ! eld in general. I will call you next week to ! nd out if 
this is agreeable to you. I have enclosed my resume so that you may become more familiar 
with my skills and quali! cations. I can be contacted by phone at (540) 432-0000 or e-mail at 
hallta@jmu.edu. Thank you for your time and consideration.

Sincerely,

Taylor Ashby Hall

Enclosure
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Figure 8. Sample Thank You for Inte rvi ew Letter  

                                                                  6524 Main Street
      H ometown, VA 90821

      D ecember 11, 200 9

Mr. Joseph Smith, Director
Human Resources Department
James Madison University
800 S. Main Street
Harrisonburg, VA 22807

Dear Mr. Smith:

 Thank you for the opportunity to int erview with you yesterday for the 
Human Resources Trainee position. I enjo yed meeting you and the staff, as well  
as learning more about Human Resources a t James Madison University.   

 Visiting the Human Resources Depar tment and interviewing with 
you and your colleagues, con! rmed my initial positive impressions of James  
Madison University. I am excited about the n ew initiatives your department 
is creating and I feel I could be a vital cont ributor to your team. I would like  
to reiterate my interest in the trainee positi on. My previous human resour ces 
experience, education, and desire to succeed  would enable me to become a 
productive new hire for you and your team. 

 Thank you again for your time and consideration. If you need any further 
information from me, please do not hesitate to contact me at (540) 555-1234 or 
dukema@jmu.edu.

      S incerely,

                                                                   Madison A. Duke
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5497 Main Street
Anytown, VA 90821
April 12, 2009

Mr. Kyle Martin, Director
Information Technology Department
IT Solutions Center
400 Maple Avenue
Vienna, VA 22180

Dear Mr. Martin:

I want to thank you for giving me the opportunit y to work at IT Solutions Center.  
I am very excited about the entry-level analyst position and I am pleased t o 
accept this position. The analyst role is the ty pe of job I have been preparing for  
and searching for; I look forward to this wonder ful opportunit y.  

As we discussed, I will begin working on May 27 , 2007.  I will compl ete the  
necessary forms and secure housing in the me antime. I will  be in Vienna at the 
beginning of May and would like to deliver the  forms in person if possible. I will  
call next week to set up an appointment to mee t with you so we can discuss  any 
additional issues regarding my employment.    

I greatly enjoyed interviewing with you and look forward to be ginning my position  
in the Information Technology Department at IT  Solution Center. Please do not 
hesitate to contact me at (555) 555-4567 or madi sonjm@gmail.co m if you need 
any further information. 

Sincerely,

James Madison

Figure 9. Sample Acceptance of Offer Letter
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3298 Main Street
Anytown, VA 90821
May 1, 2009

Ms. Joanna Hansen, Director
Accounting Department
Capitol Accounting Solutions 
4000 R Street NW
Washington, DC 20009

Dear Ms. Hansen:

I greatly enjoyed interviewing with you and your staff las t Friday for t he Account 
Services position. Learning more about the  company and position was a  
meaningful experience.  

As mentioned during our meeting, I feel that the interview process should be  
a time to explore mutual interests and deter mine the ! t between an e mployee  
and a company. After much deliberation, I have decided  to withdraw from the  
candidate pool. 

My decision is based on several factors, i ncluding the emphasis on audit. I  
understand the importance of internal audi ts, however I would prefer a  wider 
range of responsibilities in my ! rst position. The high volume of travel and  time 
away from home would be dif! cult for me as well.   

Thank you for interviewing me and giving m e the opportunity to learn m ore 
about Capitol Accounting Solutions. You an d your staff were most hospitable  
and welcoming when I visited. I wish you a ll the best in your search.   

Sincerely,

Jackson H. Harrison

Figure 10. Withdrawing from Consideration Letter 
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Figure 11. Sample Response to Rejection Letter

                                                                  9807 Main Street
               Anytown, VA 90821

               December 18, 2009

Ms. Jennifer Smith, Director
Aerotek Scienti! c
2400 Research Boulevard
Baltimore, MD 20850

Dear Ms. Smith:

 Thank you for giving me the opportunity to interview for the Associate 
Chemist position. I appreciate your time and consideration in the hiring process. 
I learned a great deal about Aerotek Scienti! c and the chemical industry ! eld 
from our meetings. 

 Although I am disappointed that I was not chosen for this position, I 
would like yo u to know that I greatly appreciate the professionalism and 
courtesy demons trated by you and your staff throughout the interview process. 
My time spent interviewing and interacting with your personnel con! rmed that 
Aerotek Scienti! c would be a great place to work. I enjoyed meeting you, Bob 
Jones, and the other members of your laboratory staff.  

 I  would like to con! rm my strong interest in working at A erotek Scienti! c. 
Please keep me in mind for any future positions at your organization.  

 Again, thank you very much for the opportunity to interview. Best wishes 
to you and your staff for a productive new year.  

               Sincerely,

                                                                  Dolley Madison 
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It is becoming increasingly common for much 
of your job search communication to take place  
via e-mail. Despite the informal nature of e-
mail, it is still important to maintain a level of 
professionalism that mirrors any other business  
letter.

General E-mail Etiquette
Here are some general guidelines to follow:

Choose a descriptive subject line for your 
e-mail.
Do not use symbols, slang, or abbreviations.
Use appropriate capitalization, punctuation, 
and spelling. You can copy and paste your 
letter into a Word document to do a spelling 
and grammar check before sending it if your 
e-mail provider does not offer these tools.
Be wary of sending large attachments—keep 
your ! le size to a minimum. It is also wise 
to label attachments with your ! rst and last 
name.
If you use an e-mail provider other than  
JMU’s Webmail, make sure that your  
e-mail address sounds professional and  
re" ects your full name. For example: 
Dol ley.Ma dis on@gma il. com . 
Keep copies of all job search e-mails that you 
send and receive. Store them in an e-mail 
folder for job search communications.
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E-mai l ing Job Search Correspondence

Composing Your E-mail
You should compose your e-mail using the 
following criteria: 

Begin by introducing yourself and stating the 
reason for your e-mail.
Follow guidelines for writing a cover letter or 
business letter.
Refrain from typing the date into your 
message since this will automatically appear 
in the header of your e-mail.
Start your e-mail with the salutation “Dea r 
Mr. Freedman:” 
Treat your e-mail as the cover letter; there  is 
no need to attach a cover letter. 
Attach your resume in Word or PDF format.
Close the e-mail with “Sincerely, Your Name” 
and include the word “Enclosure” on the next 
line if you are attaching a resume.
Make sure your e-mail signature includes  
your full name and all of your contact  
information including your address and  
phone number.

Knowing When to Use E-mail
You may use e-mail as the preferred means of 
communication when:

an employer has instructed applicants to e-
mail in reference to a job opening.
an employer contacts you via e-mail and you 
are responding. 
you follow up to con! rm important details 
that you will want in writing—like a 
scheduled interview time or a job acceptance.

Realize that some situations require more formal 
correspondence. E-mail may not be appropriate 
when:

a company speci! es that materials should be 
sent through the mail or submitted via the 
organization’s website.
you thank an employer after an interview. 
A mailed thank you note is the most 
professional; however, since many recruiters 
travel extensively, an e-mailed note of thanks 
may be sent instead. Use discretion. 
discussing job offers, salary, and bene! ts. A 
phone conversation regarding these topics  
is the best means of communication to  
eliminate any misunderstanding.
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...make sure that your e-mail 

address sounds professional 

and re! ects your full name.


