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COver
Letters:
The Basics



Introduce who you are and why you're an ideal

candidate for the position 

Convince the reader to look at your résumé 

Convey your enthusiasm, uniqueness and skills

Provide a sample of your communication skills 

Show your reader you're tailoring your application  

Need to be brief; one page 

Cover letters are required for most
jobs and should be tailored to the

specific position and company.

Introduction to Cover letters



PARTS OF
COVER
LETTERS

Make sure it's appropriate and accurate 
Avoid Dear Sir/Ma'am or To Whom it May Concern

Greeting

Most important part of your cover letter
Show you're interested, qualified and a good fit
Keep it brief, relevant, distinct and engaging 

Introduction

Explain your relevant experience and skills 
Organize by job type or hard skills and soft skills 
Include any necessary information 
Be brief, 2-3 paragraphs 

Body Paragraphs 

Reiterate most important information 
Thank the reader for the time and give follow up info if needed
Signing Sincerely is fine; a signature is a nice touch 

Salutation



A Tip:
Tailor your cover letter to the specific job and

company you're applying to. The more focused
and targeted it is, the better. Read the job

description to understand the key qualities and
skills needed, but also research the company's

values, mission and goals. 



Writing
Creative
Hooks



Use your introduction to hook your reader,
showing them your enthusiastic and qualified 
Highlight your personality, creativity and sense
of humor 
Taking the time to tailor your opening to the
specific job and company can really help you
stand out
Remember, writing is a process and it can take
several drafts to come up with a good hook

Introductions are the most
important part of your cover letter.

If you don't catch your reader's
interest with the first paragraph,

they might not move on to the next.

Writing creative hooks



A Tip:
It might seem easier to write one cover letter and

use it for every job application, but one size
doesn't fit all. Recruiters will know you didn't take
the time to show you care about their company or

this job. If you don't seem like you care, why
should they? 



Tell Your
origin Story
Few intros are as unique and
powerful as this. 

Reveal what choices led you to your current path 
Select key details that will make you stand out and
that are relevant to your area of interest and the job
Consider what makes you different from others in
your field
Segue quickly into why you're an good candidate 



Share an
Accomplishment
Great way to show you're effective,
qualified and get results. 

Discuss accomplishments, results and explain
importance if necessary
Give necessary background info/ context  quickly 
Provide numbers if possible 
Does not have to be related to your field but needs to
highlight a transferable skill 



Distinguish
Yourself
Set yourself apart from others
in your field. 

Avoid interests and attributes that are common in your
field/ amongst your peers  
Consider events and experiences in your life that will
make you stand out 
Be sure to connect this information to a skill or quality
that's relevant to the job you're applying to



Highlight
Shared Values
Connect with the company's
culture. 

Show that you're a good fit by discussing values, ideals,
beliefs or other interests you share 
Research the company's mission, goals, etc.  
Make sure this value or goal is evident in your work
Make sure you're genuine, don't exaggerate or inflate
information 



Cite a  Mutual
Connection
Reference an important contact
or connection. 

Name drop if it's important 
Use your best judgement to see if the name will mean
something to your reader
Provide necessary background information/ context 



Start with a
surprising fact
Pique your reader's curiosity or engage their
interest with new information. 

Share an important piece of information if it excites you
and is related to what you do or how you do it 
This can be a fact, news item, statistic, etc. 
Try not to tell the reader something they already know 



TIPS FOR
CREATIVE
HOOKS

Seem genuine, authentic and excited 
Remember to distinguish yourself from others in your field 

Show Your Passion

It's important you sound authentic and personable
Read your cover letter out loud and get feedback

Use Your Voice 

Paint an image in your reader's mind with strong details 
Favor concrete over abstract and specific over general 

Include Evocative Details 

Don't lose sight of your main point
Everything needs to support why you're a good candidate 

Stay Focused 

Stories are more engaging and memorable
Think of a story that expresses your best qualities 

Tell a Story 



A Tip:

Cover letters aren't about why you want a job, but
rather, why a job should want you. Make sure you

show the company you're a great candidate for the
job early in the letter by targeting your cover letter. 



What to 
avoid



What to 
Avoid
Don't waste your reader's time giving them
information they don't need to know.

Every sentence is an opportunity for new and
important information. 
Don't repeat information that can be found elsewhere
or that is unnecessary 
Make sure your introduction isn't too long 
Remove redundant, vague or unnecessary
information 



What to 
Avoid
Don't turn off your reader with your tone,
voice or style.  

Avoid arrogant, disinterested, overly causal or
otherwise off-putting voice, tone, etc. 
Don't tell the company how you can "fix" their problem
Don't only be a fan, you need to do the job they need
done, not just love the company
Don't tell the company what they already know 



What to 
Avoid
Poor, sloppy or unpolished written
communication skills. 

Cover letters show that you can write and
communicate well 
Read your work out loud, revise drafts and get
feedback if necessary 
Remember, some readers are just looking for a
reason to say no. Be sure not to give them one



Writing
Activity



Tell me what you do. Be as specific and detailed as possible.

Writing Activity:



Tell me what you do. Be as specific and detailed as possible.

Tell me why you do it.  Explain why it is important to you, what

motivates you, interests you, etc. 

Writing Activity:



Tell me what you do. Be as specific and detailed as possible.

Tell me why you do it.  Explain why it is important to you, what

motivates you, interests you, etc. 

Think of a story that shows this information. Write it. 

Writing Activity:



Questions?



Thank YOu!
Email

write@scad.edu

office
Jen Library 219

Phone
912.525.4707


