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Cover Letter Format 
 
Introduction 
 
•This is similar to the objective/personal brand statement on your resume. 
•The two critical components that must be included in your introduction are your primary 2-
3 qualifications for the job and the position title. 

 
 

Body 
 
•In the body of your cover letter, you have the opportunity to expand on the qualifications 
stated in your introduction with specific supporting examples from your work/life 
experiences. 

•Two paragraphs is the maximum for the body. Each should focus on a specific skill set 
mentioned in your introduction.  

 
 

Closing/Summary 
 
•In the closing paragraph, you should reiterate your qualifications for the job and request 
an interview. It may be preferable to “ask” for the job by stating an assumptive closing 
such as, “I look forward to interviewing with you.” 

•If the job announcement requests that you indicate a desired salary, here is where you 
should address that request. In summarizing your qualifications, you can use them to justify 
your desired salary. 

•When addressing salary, it is recommended that you state a range rather than a specific 
amount.  
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Cover letter examples are included on next two pages. 
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The first step in obtaining an interview is grabbing the employer’s attention with your 
resume. This typically takes less than 15 seconds. Most employers follow a similar 
process: They look at your resume, and, in a matter of seconds, decide to sort it into 
one of three stacks of resumes: 

1. Definitely will take a closer look 

2. Might take a closer look if there aren’t enough in the “definite” stack 

3. No Way! 
 

The way you grab an employer’s attention is by TARGETING YOUR RESUME to the 
specific job you are applying for. This means you will need to create a new resume for 
every job application. However, you will not have to start from scratch each time. In 
most cases, you can target your resume to the specific employer and job by making 
minor adjustments.  
 

The Job Description is the most important document in the job search process and a 
key component in helping you target your resume. Here, the employer is telling you 
exactly what they are looking for.   
 

Using keywords are extremely powerful and essential; using the employer’s language in 
your   resume. Study the job description to identify those key skills, knowledge, 
experience and characteristics that are important to the employer  in order to  focus 
your  resume and  highlight the areas in which you are a great match. 
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The job description is the key to identifying the key words you need to use in your resume. In 
the example, the jobseeker has highlighted keywords in the job posting.  

 

This informative video on using Key Words is targeted to Job Applications, but the principles 
apply to resumes as well. You should use the employer’s key words throughout your resume; 
in your Professional Profile, Summary of Qualifications and in the description of your job 
duties in your work history. 

 

The video can be found at  

https://www.monster.com/career-advice/article/how-to-write-your-resume-1216 
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These two slides provide examples of how to adapt wording in your work history job duties or 
summary of qualifications to match employers’ keywords. Note that the tense of the word 
may be changed, and Applicant Tracking Systems will still be able to identify the word as a 
matching key word. 
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The slide above provides examples of two free websites that will help you to evaluate how 
well your resume uses an job posting’s keywords.  

Jobscan.co (not “.com”, “.co”) will provide a score on keyword matching. TagCrowd.com 
displays wording in a job description or resume by displaying words by size based on the 
frequency of use. 

 

Identify a recent job you applied to. 

1. Select two qualifications you have that the job requires. 

2. Create a statement that summarizes each qualification using keywords from your field.  
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Although you are a multi-faceted worker who has done a wide variety of jobs, and duties 
within each job, the employer needs to see the facets of you that closely relate to the job 
to which you are applying. In using the employer’s keywords and key knowledge, skills and 
abilities, from their job description, you will be able to paint a picture of you as a perfect 
match for that job. 

 

 In the exercise that follows, you will step into the role of a hiring manager, or resume 
screener. Carefully read the job description for the position of Leasing Agent. Highlight 5-10 
key skills or keywords for the job. You will use these keywords to evaluate four resumes for 
that job. Review each to look for keyword use. Also look for “red flags” about each person. 
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JOB ORDER ‐ LEASING AGENT   

 

Premier Property Management company is seeking a full‐Ɵme leasing agent for a 322 unit 

apartment complex in a park‐like seƫng to provide clerical and leasing support to the on‐site 

manager. Office duƟes include spreadsheets, deposits, leasing, documentaƟon, reports, and 

interoffice communicaƟon.  

 

JOB REQUIREMENTS:  

 

‐ Must have accurate 60 wpm word processing (MS Word), Excel, and 10 key Ability 

‐ Must be able to demonstrate excellent organizaƟonal skills 

‐ Must have general math apƟtude 

‐ Must be able to work in a fast‐paced, deadline oriented business 

‐ Must demonstrate excellent customer service skills and possess the ability to communicate 

with diverse clientele 

‐ Must be able to show and lease apartments to perspecƟve tenants as well as explain the 

lease agreement.  

‐ Must be able to coordinate with other staff for seamless move in/move out process 

 

PREFERRED QUALIFICATIONS: 

 

‐ Some sales and/or customer service experience a plus 

‐ Assist with maintaining a clean, safe, and posiƟve atmosphere for tenants 

 

SALARY/WAGE/BENEFITS: 

 

$15‐$17/hour D.O.E 

CLOSING DATE/DEADLINE: 
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This video focuses on the need to outshine the competition for a job by quantifying 
your achievements and accomplishments in past jobs.  

QUALIFY—Present proof that you meet the key qualifications for the job. 

QUANTIFY—Help the employer visualize you doing the job well by quantifying your 
achievements with numbers and percentage reflecting Time (in the job or time 
saved), People (how many served and to what degree) and Money (saved or 
made. 

QUALITY—Employers are not just interest in the quantity of your work but the quality 
as well so provide examples of quality work and service. 

The video can be found at  

https://www.monster.com/career-advice/article/how-to-write-your-resume-1216 
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Note how these statements of job duties from resume work histories were improved 
by quantifying the work done. 
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The purpose of a resume is NOT to get you a job, it is to get you an interview!  It is your 
primary marketing tool to sell yourself to an employer so they will want to interview you.  

There are a variety of reasons why a resume might not be working to obtain interviews.  

 

• Not applying: Not applying enough. You need to be actively talking to employers and 
applying.  

• Not a match: Apply to jobs for which you are qualified. You do not have to have 100% 
of all the desired qualifications, but you must have most of them. 

• Missing Qualifications: Even if you are well qualified for the job, if your resume does not 
include how you meet the main qualifications, it will look like you are not qualified. 

• Grammar: If your resume contains spelling and grammar errors, the employer is likely to 
assume you lack of attention to detail or passion to get the job rather than a lack of 
education. Use Spell Check, Grammar Check and a second person to proof read your 
resume. 

• Wordy: Employers are in too big a hurry to read dense blocks of text. 

• Formatting: The format of your resume should be consistent and professional. 

• Ageism: Including education dates and more than 10-15 years of work history can lead 
to age discrimination. 
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These slides illustrate the features of a Chronological Resume and when it is most effective to 
use this resume format. 
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These slides illustrate the features of a Functional Resume and when it is most effective to use 
this resume format. 
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This slide illustrates that a Combination Resume includes features of both a Chronological 
and a Functional Resume. 

The scenarios below include examples of work histories for which you can determine 
whether a Chronological or a Functional Resume format would work best. 
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Business Analyst 
 Analyzed and architected financial intelligence models to measure complex data, 

cash flows, NPV, and ROI. 

 Successfully connected internal sales, marketing as well as design teams and 
departments with external partners via Trello and Slack integrations, leading to 20% 
more efficient workflow and effective data tracking and sharing of projects. 

 Developed successful business models resulting in a revenue increase of 4.4% from 2015 
to 2016. 

 Analyzed and architected business intelligence models to measure ROI. Monitored and 
reviewed options, risks, and costs of company's $5 million budget. 

 

Customer Service 
 Delivered an exceptional customer service experience, resolved issues and shared 

benefits of additional services. Recognized for being positive, intuitive, and client-
centric. 

 Promptly responded to around 70 general telephone and email inquiries per day 
regarding existing business accounts. 

 Managed 100 clients' data and maintained up-to-date knowledge of account 
changes, operations, and financial options. 

 Demonstrated organizational skills and served as backup to customer service team. 

 Greeted and assisted customers with various issues and additional service packages. 

 
Finance & Accounting 
 Saved up to 25% on shipping costs by generating accurate reports for determining the 

cost, quality, and location of the inventory, and maximizing production efficiency. 

 Prepared monthly and quarterly investment forecasts of $4M stock exchange fund to 
evaluate precise margin call. 

 Performed external audits on +200 JEG listed companies, analyzing their financial 
statements, tax returns, expenditures, and revenues. 
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HR Manager 
 Successfully recruited more than 300 professionals via LinkedIn and alumni databases, 

ensuring background checks, individual offerings as well as contacting uprising talents. 

 Managed training programs for all new employees, including orientation, disciplinary 
procedures, safety, etc. 

 Created and implemented a self-improving employee's training system with well-
documented standard operating procedures (SOP) adopted company-wide. 

 Developed and improved recruiting system with friendly job application forms, practice 
tests, and questionnaires for filtering 100 new daily resumes to find the top talent. 

 

Mechanical and Electrical Engineering 
 Installed, maintained and repaired high-technology equipment for the semiconductor 

industry, Stepper NSR-SF155 and NSR-1505G2A. 

 Prepared BOQ and implemented SPC for various process steps to monitor 100% 
production quality. 

 Designed and implemented a working two-channel encoder for an FM modulator within 
a six-week deadline. 

 

Project Manager 
 Solved internal financial business challenges by reducing projects' costs by 25%. 

 Managed, lead and coordinated various teams of up to 70 people to perform 
marketing programs. This included collaboration both with internal and external teams. 

 Created, organized and implemented the company’s employee training program with 
the help of up-to-date educational book reading practices, which improved the ideas 
of the professional team members and workflow. 

 Monitored 42 end-to-end marketing and PR projects. 

 

Sales 
 Sold high-tech products with an average price point of $18,000. 

 Together with the sales team, planned and organized territory sales completing monthly 
goals of 100 meetings. 

 Increased unit sales goals by 260% and generated over $90,000 in revenue in six months. 

 Managed and maintained a portfolio of over 400 business clients. 

 Developed new relationships with over 70 business clients, helping them to solve their 
business challenges. 

 Worked independently and performed 80 - 100 daily cold calls, educating customers 
and building relationships. 
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Cover Letter Worksheet 
 

Introduction: Using the two qualifications you identified for the summary of Qualifications 
write an introductory paragraph a cover letter to accompany the resume. 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 
 

Body: Write an example of a situation in which you demonstrated one of the qualifications 
listed above. 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 

__________________________________________________________________ 
 

Closing: Write a closing statement restating your qualifications for the position and asking 
for an interview. 

______________________________________________________________ 

______________________________________________________________ 

______________________________________________________________ 

______________________________________________________________ 

______________________________________________________________ 
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Resume Worksheet 

 
Personal Brand Statement: Write a quick first draft of your personal brand statement. What 
do you want employers first impression of you to be. (This is just the beginning, it does not 
have to be perfect.) 
 

Example: Talented Social Media Consultant: Committed to helping business maximize their 
online presence to develop or expand the business. 

______________________________________________________________ 
______________________________________________________________ 
______________________________________________________________ 
 

Summary of Qualifications: Think of a job you recently applied for or are considering, what 
are two qualifications they are seeking that you have. Write a summary statement 
highlighting each skill. 
 
Example: Skill – Training: Excel in developing and presenting training in technical and non-
technical subjects to assist in achieving organization goals. 

 

 
Quantify Achievements – Identify two accomplishments you are proud of that have a 
quantifiable aspect to them. Write a statement for each to use within the job description of 
your resume.  
 
Example: Built sales team that in two years grew sales from just over $5 million annually to in 
excess of $20 million. 

 

 

1. 

2. 

1. 

2. 


