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● Look for skills, duties, and qualifications of the job so you can design your letter to prove you match 
these as much as possible 

3. 789:&E9FGH=IJB Reflect on your Background 
● Ask yourself what you have done that is similar to the duties required of the job, including classes, 

projects, work experiences, internships, volunteer, activities, travel, etc. (transferrable skills) 
 
-./(&("&+5!'*,$&+5&E"*%&!"#$%&'$(($%&
See page 4 for a sample cover letter with each of these sections 

KL .=@M=G4!98;@N;&0=N;O98&
a. Include your personal contact details: name, email address, and phone number 
b. Make sure your contact information is consistent across your resume and cover letter 
c. Use same contact header format as your resume to keep both documents uniform 

PL ,@;=&
a. The date you are submitting the cover letter 

QL $>?I9A=G&/MMG=HH&
a. Be specific - find the employer’s address on Google if you don’t see it on the job posting 

RL 0@IF;@;O9846G9?=G&)G==;O8S&
a. If possible, address the name of the hiring manager or the company: 

i. “Dear Mr./Ms/Dr. Last Name” 
ii. If you do not know the gender of your contact, you can write out the person's full name ("Dear 



 3 

language from the job description. Show that you possess the skills they’re looking for with 
examples of your past experiences to back it up. 

1. Use this section as a pitch for your fit as an employee and show what makes you a great 
candidate 

2. Describe what you have to offer the employer - what can you bring to the job? 
3. Make strong connections between your abilities and the employer’s needs (transferable 

skills) 
4. Mention specifically how your qualifications match the job you are applying for with 

specific examples from the roles mentioned on your resume 
5. Quantify achievements with percentages, numbers, or dollar figures when you can 

DL $V?I@O8&-<A&E9FWG=&$@S=G&;9&C9O8&
i. Along with needing you to be able to do the job duties well, the employer wants you to enjoy 
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See pages 2-
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If you need some inspiration for writing your own cover letter, you can: 
● View the NJCU Cover Letter Templates (see Center for Career and Professional Development website) 

https://www.livecareer.com/cover-letter/examples
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Subject: John Smith - Digital Marketing Internship Application 
 
Dear Ms. Williams, 
 
I’m writing to apply for the Summer Marketing Internship at Stellar Marketing Solutions. 
 
I have extensive digital marketing experience as a student content creator for the Office of Admissions at my university. 
Additionally, I serve as the Public Relations Chair for the Alpha Beta Gamma Honor Society for Business, where I have 
created various campaigns on social media platforms to encourage students to apply. As someone passionate about 
compelling storytelling and experienced in creating content on digital platforms, I am very excited to apply for the 
Summer Marketing Internship at Stellar Marketing Solutions. 
 
I’ve attached my cover letter and resume for your review. If there's any additional information you need, please let me 
know. 
 
Thank you very much for your consideration.

https://www.livecareer.com/cover-letter/examples
https://studentaffairs.baruch.cuny.edu/wp-content/uploads/sites/6/2020/04/Resume-and-Cover-Letter-Guide.pdf
https://www.thebalancecareers.com/cover-letter-format-2060205
https://www.thebalancecareers.com/cover-letter-template-2060213
https://www.thebalancecareers.com/student-cover-letter-samples-2063664
https://www.thebalancecareers.com/how-to-send-a-resume-and-cover-letter-attachment-2061596
https://www.thebalancecareers.com/how-to-address-a-cover-letter-2060281
https://www.thebalancecareers.com/write-a-cover-letter-in-5-easy-steps-2060709

