Heading from Resume
Today’s Date

(2 - 4 blank lines, depending on length of letter)
Name of Recipient 
Title of Recipient
Organization

Street Address

City, State  Zip code
Dear Mr./Ms./Dr. Last Name of Recipient (or if name is unknown, job title of person most likely to receive documents):

PARAGRAPH 1: 
Name the position for which you are applying and tell the employer how you became aware of it. State why you are interested in the position and what you can contribute to the organization. Offer at least one sincere compliment (from your company research) about what the organization is doing well that has motivated you to apply to the position and/or organization. Preface the skills that you going to highlight in next paragraph that align with the position. 
PARAGRAPH 2:  
Indicate what you can do for the employer based on his/her needs. Explain how your academic background and the skills you have acquired from other experiences, such as internships, part-time jobs, and activities, make you a qualified candidate for the position. Identify your character and important soft skills and provide examples unique to the resume (work ethic, ability to go above and beyond, strong leadership skills, etc). 

PARAGRAPH 3: 
Provide a summary statement of experience and skills.  Parallel opening with company name and position. Ask for an opportunity to talk on the phone or have an interview. 

Thank the employer for their consideration.

Sincerely,

Written Signature (2 - 4 blank lines, use same number of spaces used above)
Your Name Typed

