








For this sample résumé template, see eRecruiting.
Uses Verdana font.
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Cover Letter Format

October 15, 20XX

Your Name
Address
City, State Zip

To

Title
Organization/Company
Address

City, State Zip

Dear Name:

Opening Paragraph: Capture the reader’s interest. Identify the purpose of your letter by referring to the posi-
tion or asking for information. Explain how you know about the job or why you want the information by mak-
ing a positive and knowledgeable comment about the organization.

Middle Paragraph: Convince the reader. State why you have an interest in this particular employer. Specify
concrete reasons for the type of work you desire and mention specific experiences that qualify you for this
position. Research the company by familiarizing yourself with the company’s needs.

Closing Paragraph: Elicit an interview or a response from the employer. Take control by suggesting one
strategy or response. Alternatives might include: Calling the organization on a specific date to arrange for an
interview or requesting an appointment during a particular period of time.

Sincerely,

(Signature Here)

Your Name Typed

Enclosure (This indicates that your résumé or additional materials are enclosed.)
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Sample Cover Letter

October 15, 20XX

Aaron Killerwhale
8888 Main Street
Anytown, MO 65432

Donna Pilotwhale

Director, Human Resources
Save the Whales Foundation
9876 Beluga Drive

Seattle, WA 99999

Dear Ms. Pilotwhale:

I am writing in response to the position of Assistant Director of Save the Whales Foundation, which I learned of
while visiting your website.

I am excited about the prospect of combining my love of working with people and my passion for whales. As you
will see from my enclosed résumé, I have been involved in a number of marine activities as a student at Truman State
University. I am most proud of the opportunity I had during the summer of my junior year to go to Alaska to par-
ticipate in an oil spill clean-up effort. The hands-on experience, combined with being surrounded by other passion-
ate volunteers, showed me that this is what I want to do with my life.

The numerous opportunities I have had at Truman to take on leadership roles have taught me how to help volunteers
maximize their contribution to the organization. The combination of a psychology major and biology minor has
given me the best of both worlds — facility with the technical aspects of such a position and the ability to truly under-
stand people.

Please give my résumé consideration, and know that I am extremely excited about this opportunity. I will contact
you by phone within ten days so that we may discuss the possibility of an interview. Should you desire to reach me

before that time, my phone number is (660) 665-1234; my e-mail address is killerwhale@hotmail.com.

Warm regards,

Aron Foillt L

Aaron Killerwhale

Enclosure: Résumé and references
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Sample Thank You Notes

(handwritten)

Decermnber 6, 2070

Deare Ms Campbell,

T wanted to afio/)y()/// a note lo let qot freow how meech J (yy'()y(,’z/ //21%(///)1;/ /()/Z/zy(m or 577%/(!% What «
C (& (& C (& (&
. /‘o/w;z//z/ f%/'/%/'/(/yf ('1)/7/}(//(@// T am (r()(/y‘/zz?//f that ey Trwmarn (,'(14/(’{#/'1)/4, coupled with 72y /'//f(,’/‘//A’A/J at (1((//2 make me
an cdeal (17/1(24%7/§/(}/y01//‘ /)04"/'//'0//. As T stated e the irnteroeco: (7/1/7'/{ y/bryom @ call next week to- touch base.

([/%// V7t / '{’y (7 (/"CI(/S' )

QD(}//// @ M 6?}/7‘(%(7

(e-mailed)

From: danij@gmail.com
Subject: Interview for Project Manager Position
Date: December 6, 2010 4:50:56 PM CDT

To: jcampbell@abcinc.com

Ms. Campbell:

Thank you again for the interview today. | am even more excited about the project manager position now that I've
had the opportunity to meet the staff and hear about the aggressive marketing strategies ABC company is imple-
menting.

As promised, I've attached the writing sample you requested. I've notified my references that you'll be contacting
them in the near future, and I'll touch base with you via e-mail at the beginning of next week.

Warm regards,
Dani Jones
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Sample Reference

This helps the reference
checker to understand
your relationship to this
individual

CYNTHIA RANDALL

References

David M. Bradley
Director of Management
Management Services Division
Datum Corporation
25 Brown Street S.E.
Olympia, WA 69847
770.555.0199
david.m.bradley@datum.com

——————— (internship supervisor)

Randall Boseman
Director
Consolidated Messenger
207 Oak Street
Buffalo, NY 30047
444.666.9876

randall_boseman@conmess.com

(former supervisor)

Bonnie Kearney
Management Lead
Graphic Design Institute
One South Place
700 W. EIm Street
Central, IA 65432
666.555.4321
bkearney@gdi.com
(former co-worker)

Dr. Joseph Matthews
Professor, Psychology
Truman State University
100 East Normal Street
Kirksville, MO 63501
660.785.1234
jmatthews@truman.edu
(professor and research mentor)

Sheet

These should be people
who know you in a
professional capacity

Most employers want to
check three references, so
providing four-five
should ensure that at
least three can be reached

List your references in
the order you want them
to be contacted




Career Center
Truman State University
McKinney Center
(660) 785-4353
careers@truman.edu
http://career.truman.edu





