
Sample Cover Letter
to Accompany Your Resume

To learn more about cover letters, resumes & 
social media etiquette  visit talgroup.net

Clearly include your contact 
details for the hiring manager.

CONTACT DETAILS

REFERENCE THE JOB
Clearly reference the job you are 
applying for - include job ID #s &

hiring manager details (if you can). 

CUSTOMIZE!
1.  Don’t submit the same cover 
      letter for every job, customize it.
2.  List relevant, critical skills that    	
      you’ve earned through real-life 	
      situations that make you valuable 	
      to the role. 
3.  When possible, use tangible 	        	
      examples that you can support 	
      with measurable metrics. 

FILL A “NEED”
Phrase your experience such 
that it addresses their “need”. 
Cherry-pick specific examples 
that demonstrate how YOU are 
the perfect fit for this particular 

Conclude by summarizing why 
you would be interested in

 joining the company, and state 
that you look forward to hear-

ing from them soon.

FIRM NEXT STEPS

BASIC DUE DILIGENCE
1. Grammar - spellcheck! Employers won’t consider applicants 	     	
     who fail to notice typos, misspelling or errors. 
2.  Sentence structure - avoid repetitive sentences. Vary it!
3.  Stick to traditional fonts, 10-12 pt & 1 inch margins. 
4.  Lengthwise, target half a page to 1 page.  
5. Don’t forget to attach the letter to the application!


