
Cover Letters and 
Other Correspondence



Written Versions of You
• Cover Letters
• Emails
• Thank You Notes 



What Is a Cover Letter? 

• Often accompanies your resume when you apply for a 
position.

• Provides a positive first impression.

• Allows you to expand on your achievements and 
demonstrate your writing competency.

• Usually 1 page.

• Grabs the reader’s attention by matching examples of your 
skills with position needs.



When Do You Write One? 
• When do you write one?

• When requested by an employer.

• If you have a contact person and want to make a stronger 
impression. Note: it is always best to write to a specific person, 
when possible. 

• You should ALWAYS tailor your cover letter to the specifics 
of the position. NEVER write a generic letter.



Let’s Break the Cover Letter down
Be consistent with all your 

documents

You want this 
paragraph to be very 
strong! 



Example 2nd paragraph 

       
description

.

Sample Job Description
As a Product Data Specialist you will be 
accountable for following data entry 
policies and procedures. You will 
partner with finance on the standard 
cost process, providing timely updates 
to established costs when necessary. 
You will develop and publish status 
reports on task completion. You will use 
these to highlight and escalate issues to 
resolution.
•Bachelor’s degree 
•Written and verbal communication 
skills required.
•Must have strong analytical skills.
•Exceptional computer skills, especially 
Excel and PowerPoint. 

What you would say in your Cover Letter
I am well qualified for this position based on 
my education and experience. I am a 
recent graduate of Bryant University with a 
degree in Finance and a minor in 
Math/Statistics. I have also interned as a 
Data Analyst with Liberty Mutual. Here, I 
collected data and used my Excel skills to 
compare results, run reports, and present 
findings to senior managers. Furthermore, 
in my Business Operations class, I 
completed a case study where I had to use 
my analytical skills to compare costs 
between two companies. Finally, I balance 
my academics with Swim Team, a Division 
1 sport that requires 20 hours per week of 
training and competition.



• Try to grabs the reader’s 
attention by matching
examples of your skills with 
position needs

• More Cover Letter Samples

Who you are and what 
job are you applying for? 

Highlight your skills and experience 
here and make sure they match what 
the employer is asking for on the job 
description

Close with thanks and next 
steps

March 20, 2020

Examples

http://career.bryant.edu/resources/ResumeCovLethandout2013.pdf


1st paragraph – why writing 

Interest in position and/or company

November 1, 2020 

Recruiting Manager 
EMC Corporation 
176 South Street, Hopkinton, MA 

Dear Recruiting Manager: 

I am writing to you in reference to the Business Operations Analyst internship posted on the Bryant Career Connection. This 
internship sparked my interest because my uncle, Donald Blinkhorn, Director of Technology Systems, works for EMC. Through him, I 
have become particularly interested in EMC Corporation. My uncle has told me how much he enjoys the corporate culture and 
challenging work environment at EMC. 

I am currently a junior at Bryant University, double majoring in management, and computer information systems. I have the 
experience you are seeking in analyzing data and working with Excel. For example, I worked as part of a team on a course project to 
determine the success of a fictional company’s marketing program. Given specific information, our team used Microsoft Excel to help 
organize the data by using functions such as vlookups, macros, and “ if then statements”. After the information was organized, we 
used pivot tables in order to analyze the data and determine our recommendations. Finally, we presented our Excel spreadsheet and 
PowerPoint presentation to executives at Fidelity Investments. 

I have also developed leadership experience through multiple group projects at Bryant. In these group projects, I served as Team
Leader and was responsible for overseeing the operations of the group, delegating specific responsibilities and making sure that these 
responsibilities were performed on time. Being the group leader, I also had to ensure that all objectives were met and that we were on 
track to finish the project by the final due date. 

I am very excited about the possibility of an internship at EMC, where I hope to contribute my skills and continue learning. Thank you 
for your review of my application. I can be contacted at the information listed above should you need additional information or wish 
to set up a time to meet. 

Warm regards, 

Dennis Blinkhorn

Match your experience to what employer is looking for

Closing



The Closing! Go for it! 
• Give yourself permission to ask for 

something at the end of your cover 
letter

• Always remember to be positive and 
friendly



Your Brand in Writing: 
Emails and Thank 
You Notes

• Are Essential!

• Add something personal 

• Are a tool for rapport building

Be prompt respond the 
same day or day after! 

Draw on what you discussed 
and what you think was 
important for the  
interviewer to tell you. 

Time to highlight your skills 
again now as they relate directly 
to this position, company 
culture and what you believe 
the interviewer is  needing

Reiterate your genuine interest 
in getting the job. 

2020 UPDATE! 
Hand written notes are still ok! 
And meaningful! 



Do:
• Send your email right away, within 24 

hours of the interview, to thank the hiring 
managers and confirm your interest.

• Include all your interviewers or send 
separate emails to each person who spoke 
with you. 

• Include Your Name and the name of the 
position in the subject line, and the words 
"thank you." 

• Remind the interviewer of your 
qualifications, making sure to mention any 
keywords in the original job listing (or that 
came up during the interview itself).

• Offer links to your online portfolios and 
other professional sites and networks.

Don't:
•Stalk your interviewers. One thank you email and 
a follow-up a week or so later are more than enough.

• Send anything that makes you look bad. 

•Be too casual. No memes, internet acronyms, etc.

•Send misspelled, grammatically incorrect 
emails, or anything that hasn't been proofread by a 
trusted friend. 



Amy Ames
aames1@bryant.edu

Liam Hillery
lhillery@bryant.edu

Veronica Mansour
vmansour@bryant.edu

Just Ask Your Career Coaches
Questions? 



Instagram
@bryantcareer

Website
career.bryant.edu

Contact
401.232.6090
careers@bryant.edu
Summer Hours
M-F: 8:30am – 4pm
Fall Hours

M-F: 8:30am – 4:30pm

Staff & Contact

Dr. Kevin Gaw
Executive Director

Pat Miernicki
Assistant Director

Employer Outreach & Development

Scott Connolly
Assistant Director

Technology, Assessment
& Communications

Yvonne Combies
Office Coordinator

Denise Gormley
Sr. Internship Coordinator

Nancy Friel
Recruiting Coordinator

Veronica Mansour
Associate Director

Career Development

Liam Hillery
Career Coach

Amy Ames
Career Coach

Heather Grim
Internship Coordinator

Julie Carchedi
Assistant Director,

Events & Marketing

https://career.bryant.edu/
mailto:careers@bryant.edu
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