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Overview 
 A cover letter is a one-page document that accompanies your 

resume to introduce yourself to an employer and helps you stand out 

by outlining what makes you the best candidate. 

 Cover Letters are generally NOT requested within a position 

advertisement, but may be expected as part of professional job search 

etiquette.  However, with the influence of Social Media, some 

organizations will not read cover letters and instead review your 

LinkedIn, Facebook, and other sites.  How will you know what they 

prefer?  Unless they specifically state it or you learn at a career fair, 

you may not know.  Best prepare for either scenario by sending a 

cover letter (unless specifically told not to) and making sure your 

Social Media well-reflects your candidacy. 

 Use the same contact header and paper used with your resume and 

reference page for a professional look. 

 A cover letter will address the following questions: 

 1.  Who are you and why are you writing? 

 2.  What can you do for the organization? 

 3.  What will you do after submitting your application? 

 Another cover letter format is one in which two columns are used to 

respond to “what can you do for the organization” by matching the 

employer’s requirements with your experience.  Select 3-4 of the 

employer’s requirements for the left column and use the right column 

to provide your corresponding experience. 

 When applying for graduate/professional schools, you may wish to include a cover letter 

and a resume in addition to the required application materials to stand out as an applicant.  

Content Format on 

next page 

YOUR REQUIREMENTS: 

Knowledge of Industry 

 

 

 

Marketing Experience 

MY EXPERIENCE: 

Completed a 6-month business internship with Smith Airlines where I learned about 

general aviation, contract negotiation, and how to market services to corporations.   

 

Developed a set of brochures for 3 different companies that recently contracted 

with Smith Airlines and assisted with a $300,000 marketing campaign.  Also created 

marketing materials for my battalion events to include flyers and website pages. 
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Recipient’s Full Name with appropriate Title (Mr./Mrs./Ms./Dr./etc.) 

Business Title 

Company Name 

Mailing Address 

City, State, Zip Code 

 

Dear_______________________: 

 

 First Paragraph.  Address:  Who are you and Why are you writing?  Concisely state who you 
are and the reason for writing.  Include the specific position or type of work for which you are 
applying, the name of the company, and how you learned of the opening (The Citadel Career 
Center, hireLINK, company web page, a professor, a friend, etc.). 

 

 Second and Third Paragraphs.  Address:  What can I Do for this Organization?  In the 
second paragraph, indicate why you are interested in the position, the company, its products or 
services.  Most importantly, indicate what you can do for the employer vs. what the employer can 
do for you.  Explain how your academic background and/or your practical work experience make 
you a qualified candidate.  Provide specifics such as training, skills and unique experiences you have 
had and how they will be of benefit to the employer.  Refer to your enclosed resume and/or 
completed application form.  Use a third paragraph if this section is lengthy and would benefit from 
being divided. 

 

 Closing Paragraph.  Address:  What will I do next?  In the closing paragraph, indicate your 
desire for a personal interview.  Repeat your phone number and email address, as well as offer any 
assistance to help in a speedy response.  For example, state you will be in the city where the 
organization is located on a certain date and would like to set up an interview.  Or, state you will 
call on a certain date to follow up on receipt of your application.  Or, acknowledge your awareness 
(by phone or email) of their upcoming recruiting visit through The Citadel Career Center (check the 
web first for recruitment events) and indicate your plan to participate.  Or ask if the company 
desires additional information from you. 

 

Sincerely, 

Your signature. 

Type your name as it appears in your contact header. 
 
Email Address 
Phone Number 
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Citadel B. Student 

The Citadel: MSC 000, 171 Moultrie St, Charleston SC 29409 ▪ (789) 012-3456  

Home:  456 Elm Ave ▪ Anywhere, ST 12345 ▪ (789) 456-0123  

studentc2@citadel.edu 

 

October 12, 2015 

 

Ms. Jane Smith 

Vice President, Marketing and Sales 

ABC Dynamics 

123 Main Street 

Charlotte, NC 12345 

 

Dear Ms. Smith: 

I am an Electrical Engineering major at The Citadel in Charleston, South Carolina, graduating in 
May 2016.  I am writing to you because I am very interested in ABC Dynamics expansion in 
Charlotte, NC.  ABC Dynamics’ use of composites and energy-efficient power plants leads the 
industry, and I would like to be a part of your growth in the southeastern markets. 
 
Please find my resume enclosed for your review. In particular, please note my internship with XYZ 
Corporation that was recently acquired by ABC Dynamics. During this internship, I was able to learn   
about the power plant industry.  I had the opportunity to apply some of my classroom acquired 
knowledge by being assigned to work with an engineer on a power planning and forecasting 
project. At the culmination of my internship, I joined the engineer in a presentation to the 
department regarding our findings.  Also, please note my leadership positions at The Citadel, which 
require excellent time-management skills. I would like to use these skills to contribute to ABC 
Dynamics’ success. 
 
I will be in Charlotte the week of November 22 and would like to introduce myself and discuss how 
I may be of service to ABC Dynamics.  I will call you within ten days to request a convenient time 
for us to meet.  I look forward to speaking with you soon. 
 
Ms. Smith, thank you for your consideration.   

 
Sincerely, 
 
 
Citadel B. Student 
studentc2@citadel.edu 
(789) 456-0123 ▪ For more information, refer to 

additional resources via the 

Resume web page. 

http://www.citadel.edu/root/career/resources/resume

