
What to Include in a Cover Letter 

By: Endia Hunt 

A cover letter is an introduction to your objectives and qualifications. However, it is not as simple 
as listing work experience in a resume.  If you’re having trouble preparing a cover letter for job 
applications, see the example below: 

Jane Doe  
345 Heights Ville Dr. Las Vegas, Nevada 89087 | 702-555-8794 | janed00958@hotmail.com 

12 June 1996 (include the date) 

Johnny Cart  
Casting Director  
Marvel Studios  
Burbank, CA  

Dear Mr. Cart: 

Paragraph 1: Introduce yourself.  

Here, Jane Doe will state the position she’s applying for and where she found it. She might also                  
include why she’s interested in that particular company. Jane Doe will then state why she’s a good                 
candidate for the position. When writing your introductory paragraph, you should answer these             
three questions: 

1. What position are you applying for and why? 
2. Why are you choosing to work for this company?  
3. What makes you a good candidate for this position?  

Paragraph 2: Sell Yourself.  

Here, Jane Doe will include her skills and relevant work experience. When writing about your               
qualifications, you should answer these three questions: 

1. What positions have you previously held? 
2. How are those positions relevant to the one you’re applying for?  
3. What skills did you gain while holding those positions?  

Paragraph 3: Request an interview.  



Here, Jane Doe will request and interview and discuss her objectives. When writing your              
conclusion paragraph, you should answer these three questions: 

1. What do you hope to gain from the position you’re applying for? 
2. How might you help the company?  
3. Why are you requesting an interview?  

Sincerely,  

Jane Doe  
 

*** 
 

Submitting a cover letter can be the most frightening part of the application process. However, if 
you know what a cover letter should include, writing one shouldn’t take much time.  
 
Good luck and keep on writing! 

Page 2 


