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§  Personal Info  
§  Accurate and up to date 

§  Summary 
§  A place to describe yourself and your experience as well as what you would like to do & plan to do 

in the future 

§  Skills 
§  Any special skills or certifications you currently hold 

§  Education 
§  Highest level of education 

§  Professional Experience 
§  Previous places you have worked starting with the most recent 

§  References 
§  Professional contacts that can be contacted on your behalf 



























§  Contact Info – list info and your target company near the top. 

§  “Intro” Paragraph - this will grab the reader’s attention – use it to introduce yourself 
and state why you’d be a good fit. 

§  “Hard Sell” Paragraph - this proves you are qualified and use bullet points to highlight 
achievements. 

§  “Research” Paragraph – this will show you understand what the company does and 
explain how you fit into their future. 

§  “Action” Paragraph - this lets the hiring manager know what times you’re available to 
interview and it always helps to mention you will follow up with them if necessary. 

§  Sign-off – use “sincerely”, “regards” or “best regards” and your name and you have a 
great cover letter. 


