
Cover Letter Workshop Spring 2011 

Key to bad sample cover letter 
 
Address block & salutation: 

 It is ok to have a header on your cover letter that looks like the header on your 
resume. It’s like having your own letterhead. Just make sure the margins are 1” (you 
can make resume margins smaller,  to ¾”).   

 Never use “To whom it may concern”!  Always find a name and title through 
research (look for titles with managing, director, lead, chief, and administrator). If 
you need to, call and ask. Worst case scenario, use only a title and send to the 
“Director of HR”  

 Include both name and title in the address block. People work hard to earn their 
titles! 

 It’s ok to say that you’re sending via email in the address block. The letter is likely to 
be printed and passed on. This lets the fourth reader know how the letter was 
originally received.  

 The more formal style of a salutation is to not use “dear”, and to use a colon rather 
than a comma.  
 

Body of letter: 

1st paragraph 

 Be specific about the job title and the office for which you are asking to be 
considered; the sample ad says they have offices in Orlando and Tampa but doesn’t 
state whether it’s in just one or both offices they want a clerk.  

 Tell why, specifically, you are interested in the firm. Stating “diverse practice areas” 
does not show any research on that specific firm/business and sounds like a generic 
template letter.  

 If applying to a firm in Orlando, you don’t need to say that Barry is in Orlando, FL  

 Tie yourself to the location, referencing your family in the area or your intent to 
relocate.  

2nd paragraph  

 If you say you have superior research skills, back up the statement with facts and 
qualifications. When and how did you gain those superior skills? Why are they 
superior (e.g., you learned to research efficiently not just fast)? 

 Explain how you utilized your communication skills not just state that you have 
them. Did you have to give presentations or have you primarily developed your 
written skills? Be specific as to when you used these skills. Moreover, when 
referencing an employer or experience in a letter, be specific about it. Here, what is 
People USA (type of company) and what was your position there? Don’t force the 
reader to reference back to your resume.  

 Don’t use word “love” in a cover letter. Ever.  



 Why bring up personality and work ethic at the end of the paragraph and without 
explaining further? Either sum up the research and communication skills or expand 
on your personality and work ethic and give examples. Try to focus on three primary 
skills to highlight and then support those skills with examples.  

3rd paragraph 

 Ask for what you want in last paragraph. Do you want the opportunity to interview? 
Do you want the reader to consider the possibility of meeting in person for you to 
learn about their own career path? Remember, the words “possibility” and 
“opportunity” are magic words!   

Closing: 

 Use a formal closing such as “Sincerely” or “Sincerely yours” (but not Truly Yours). 

 Know the difference between block and modified block formatting, and be 
consistent with it (date and closing should be aligned). Also, fully justify your 
paragraphs for a clean look (actually done in the sample).  

General: 

 When applying through e-mail, send the letter in pdf not in Word (which can reveal 
editing). Also, you can either attach your cover letter or paste it in the body of email. 
However, never leave the body of an email blank if you attach your cover letter and 
resume. At a minimum, in the body of an email give a formal salutation and ask the 
reader to reference your attachments.  


