
How to Write a 
Cover Letter

An Informational Video



What is a cover letter?
A cover letter is an opportunity to give more concrete details or 

examples that demonstrate your skills

A cover letter should:

● Expand on what you summarize in 

your resume

● Highlight the soft skills you have 

developed

● Introduce yourself to the employer

● Motivate the employer to contact 

you for an interview

A cover letter should NOT:

● Just restate bullet points from 

resume

● Be full of generic statements with 

no specific reasons

○ “It would be a dream…”

● Be generic for every job/lack 

enthusiasm for specific position



Parts of the Cover Letter

4 Parts:

1. Header and Salutations

2. Introduction

3. Body paragraphs (2)

4. Conclusion/Call to Action



Header and 
Salutation

● Name and contact information

○ Address, email, phone 

number

● Date of the letter

● Name of the organization

● Organization’s address

● A formal salutation

○ Typically “Dear…”

■ Make it Specific to who 

you are writing to!





Introduction
● Let the employer know which 

position you are seeking

● State why you are interested in 

this particular position





Body 
Paragraphs

● Sell yourself to the employer

● Go into more detail about the 

attributes you possess, why they 

make you perfect for this job, 

and why you want this job





Conclusion

● End with a statement that 

reinforces your interest in the 

position

● Make a request for an interview

● Use a closing

● Sign and print your name                                       





Submitting a Cover Letter
Each job you apply for should have its own unique cover letter, 

explaining specifically how the general skills you possess make you 

perfect for that position

The resume is kept relatively the same for each job you apply for. You 

may some change information to make it more relevant. But the 

cover letter should change for every job



Cover Letter Example

https://docs.google.com/document/d/17EcjMZNPNWSa6tSd0GEQK9WOJpjRW2efu6La3RuwG3Y/edit


If you have any questions...
Call the Columbus Junction Public Library: 

319-728-7972

Email Mandy Grimm: mandy.grimm@columbusjct.lib.ia.us

Stop in anytime during open hours, and someone will 

gladly help you!


