Guidelines for Cover Letters

Excellent written communication skills are not only highly valued in the corporate world, they are also required. Your cover letter can demonstrate your ability to potential internship supervisors. It takes time to construct an outstanding cover letter but it is well worth the investment, especially when it results in an interview!

Why write a cover letter if it is not required?
· Shows initiative and a commitment to put in extra time when required

· Provides an opportunity for introduction and to make a positive first impression

· Another tool to market yourself

· Can expand on information provided on your resume

What is the proper form of and content for a cover letter?
Write four short paragraphs
· First paragraph
      - State the internship you are applying and how you heard about it
· Second paragraph

- Show that you have done some research on the company or organization - mention some specific details
- Go on the company’s website and Google the company to learn more about them
- State why you are interested in an internship with the company
- What attracts you to the company - be specific (e.g. the product they offer, their commitment to corporate social responsibility, their management style, their creative marketing approach, etc.)

· Third paragraph
     - What skills do you bring to the table?

      - Opportunity to expand on skills listed on your resume (e.g. if you are a student athlete, you might expand on why you have excellent time management skills, or perhaps, how all those summer jobs of life guarding, babysitting, working in a restaurant have honed your people skills, allowed you to develop your self-confidence and provided opportunities to enhance your decision making abilities)

    - Why do you think you are the best candidate for the internship?

· Fourth paragraph
- What do you hope to learn?
    - What are your goals regarding the internship?
    - How will the internship offer practical application of theories you learned in courses?
    - Will the internship help to clarify your career goals, if so, how?

    - Remember to say “thank you” in your closing sentence and give your contact information
What are some general suggestions for writing a cover letter?
· Do not use a form letter - write your own cover letter beginning to end

· Pay strict attention to grammar, spelling, punctuation - one mistake could cause it to be tossed

· Invoke spell check, grammar check and have someone else proof your letter

· Use language that reflects your education - don’t begin every sentence with “I”

· Be professional - don’t use slang or colloquialism

· Don’t ramble on - be succinct

· Show your enthusiasm, confidence and personality - interns bring a fresh perspective that is valued
· Style should be a formal business letter

· Do not repeat what is already on your resume

· Offer to follow up with the company - turn the tables around if you are bold enough

