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cover letter?
what is a

A cover letter is a one-page document submitted along with your resume when 
applying for jobs. This is a chance to communicate in an authentic way who you are, 
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BENEFITS OF WRITING A COVER LETTERCOVER LETTER

•  Show dedication to the job or employer because you 
took the time to write the letter and personalized it to the 
company.   
•  Notify employers if you received a referral for the job or if 
you talked to someone from the company directly. 

Tip!
HOW’ activity on 

page 7 to identify skills and abilities 
relevant to this job which can set you 
apart from other candidates! 

Tip!
WHY’ activity on 

page 5 for a breakdown of how to 
demonstrate alignment between your 
interests and values with the company!

•   Stand out from other applicants by showcasing how 
and when you used the skills needed for the job opening. 
•   Showcase any research you did on the company’s 

company’s mission and values.  

align with those of the company.
•   Highlight your writing abilities.  
•   Address career changes. 
•   Opportunity to address any gaps in employment or potential issues with your application (i.e., 

and how you have made positive changes towards your career goals. 

truth:

myth: “I don’t need to write a cover letter if it’s not required.”

We highly encourage you to submit a cover letter if 
you have the option. Cover letters are a great way to 
stand out in a pool of applicants because it’s another 
opportunity to showcase your interest in the company, 
how your skills qualify you for the role, and how your 
professional goals align with what this position or 
company has to offer. 



4

do’s vs. don’tsdo’s vs. don’ts
COVER LETTER

Do:
Follow the recommended format for cover letters.   

Make it personal to the company and position by identifying how your goals and values

align with those of the company.

you took, and the results you’ve achieved.

story or motivation. Just don’t take up your entire letter with your background story.

Don’t:
Go over 1 page. This is a good general rule, but you can go up to 2 pages when applying for 

Tip!
See the “Cover Letter Breakdown
on page 9 and the “General 
Formatting Guidelines page 14 
for more info on standard cover letter 
formatting. 
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IDENTIFY YOUR WHY print these pages!v

Instructions:
company. As you formulate your responses to the questions below, look through the company 

why they do it.  

Part 1Part 1:    Why THIS company? Why THIS company? 

What is the organization’s mission?     

EX: To provide quality accounting services designed to meet the needs and 

goals of each individual client at cost-effective and inclusive prices. 

What are their values?  

EX: Growth, partnership, inclusion, honesty, empowerment 

What target population and/or community does this organization serve? 

EX: Working individuals, families, and small local companies

myth: “I can use a general cover letter for all of my applications.”

truth:
application. They are intended to be personalized to the position and company 
as much as possible! 
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IDENTIFY YOUR WHY

Part 2:Part 2:    Personal Career Goals and Values Personal Career Goals and Values 

What are my values?      

What are my professional goals? 

for 
hard-working community members.

Think back to how you answered the questions in Part 1. List 2 reasons  
how your goals and values align with the company you are applying to: 

feel 

limitations receive effective accounting services at an affordable rate.  
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IDENTIFY YOUR HOW print these pages!

Instructions:

you’ve used them. 

Part 1:Part 1:
Identify 2-3 main skills that are relevant to the position you are applying for. 

EX: (1) communication skills and bilingualism (2) time management (3) effective 
problem-solving skills 

Why are they relevant to the position?

identities to discuss their needs, goals, and my process of providing accounting 
services. Time management is important to meet demands of a larger workload. 

or unique financial circumstances.

myth: “The more skills I list on my cover letter, the more the 
hiring manager will be impressed.”

truth:
Instead of just summarizing your resume, pick out 2-3 skills or experiences that 
are most relevant to the job and go in depth on those. Take this opportunity to 
show your approach to key duties and give brief examples of how you have used 
the skills you highlight.
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IDENTIFY YOUR HOW

How might these skills set you apart from other candidates?  

EX: Other candidates might not be able to effectively communicate their work 
style and have strong listening skills in multiple languages to then be able to 

me to work with a larger caseload of clients at once without deteriorating
quality of work.

Part 2:Part 2:

Identify 1-2 experiences in which you can demonstrate when you used the skills you 
listed above. Remember, these do not have to be limited to only professional work 

experience.

and organizational skills by making lists and carving time into my calendar weeks in

my heavy workload feel manageable.  
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COVER LETTER BREAKDOWN

AA header:

number, email address, and the city, state, and zip code where you live. This should 
match the style and format of your resume header.

BB date:

address.

CC salutation:
Before beginning your intro paragraph, you will want to address your letter to the hiring 

‘Hiring Manager’ or ‘Search Committee’.

DD intro - paragraph 1:
• 
• 

code for the position, if you can) and where you found the position. 
• 
• Mention any referrals you have.
• 
• Preview what you will discuss in the rest of the letter.  

EE body - 2-3 paragraphs:
• 
• 
• 
• 

values listed on their website.

FF conclusion:
• 
• Thank the reader for their consideration of your application.    

GG closing signature:
Use a proper closing, such as “Sincerely” or “Best Regards.”  

Tip!

demonstrating your interest in a particular 

Jackson and Senepathy cover letters on 
pages 11 and 12.

Tip!
Refer to the “Identify Your WHY”  
activity on page 5 for your body  
paragraphs.  
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ON-CAMPUS POSITIONON-CAMPUS POSITION
SECOND-YEAR STUDENT WITH SECOND-YEAR STUDENT WITH

CUSTOMER SERVICE EXPERIENCECUSTOMER SERVICE EXPERIENCE

Jamie Douglas

Date

Dear Christopher Singh, 

customer service background to support fellow students at CU Denver.

every day to create a welcoming environment for our clientele and enjoy playing a small part 

the opportunity to serve a diverse community. Being able to adapt quickly and understand 
each person’s needs has raised my awareness of different cultures and been pivotal in 
helping me develop strong communication and interpersonal skills.

look forward to learning new ways to use each of them more effectively.

a hard work ethic, make me a strong candidate for this position. Thank you for your 

Sincerely, 
Jamie Douglas

A

B

C

D

F

G

E
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FIRST INTERNSHIPFIRST INTERNSHIP BUSINESS STUDENT WITH  BUSINESS STUDENT WITH 
“HOOK” AND CLASS PROJECT“HOOK” AND CLASS PROJECT

Jayden Jackson
j-jackson@cudenver.edu | Denver,CO | linkedin.com\jayden-jackson

Date

Recruiter / Hiring Contact Name 
Employer / Company Name 
Address

Hiring Manger,

course two years ago. Recent face-to-face talks with black professionals during a CU Denver 

perfect opportunity to continue working toward my goal.

As a major in Management, with a minor in Marketing, the most attractive element of this 
-

management. This internship would allow me to apply my classroom learning in a real busi-
ness environment while continuing to learn which direction to take my career.

described the product and its function, did a marketing analysis, and developed the initial mar-

program.

-
ciate your company’s emphasis on giving back to the community and the requirement that 

take part in a mentorship program for youth in underserved areas of Denver.

Respectfully,

Jayden Jackson

1111
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SECOND INTERNSHIPSECOND INTERNSHIP
INTERNATIONAL STUDENT WITH PREVIOUS INTERNATIONAL STUDENT WITH PREVIOUS 

INTERNSHIP EXPERIENCE PURSUING INTERNSHIP EXPERIENCE PURSUING 
MASTERS IN COMPUTER SCIENCEMASTERS IN COMPUTER SCIENCE

          SHIVANI KAKARLA SENAPATHY
s-enapathy@ucdenver.edu | 

Date

Dear Hiring Committee,

Martinez, told me about this internship during the University of Colorado Denver’s recent job fair. The 

-
sion of developing technology that enhances the lives of our local and global communities. 

Language Processing Translator using Python while operating in a Scrum team. This product focuses 
on medical terminology and eliminates language barriers by translating source language to a target 
language. 

hospitals such as Westchester Medical Center and Mason General Hospital to resolve concerns 
around the backup and antivirus of their servers. These conversations required a wide breadth of 

SQL commands that would streamline the backup process of our various databases and reduced 
system downtime during backups by 17%. 

This involved planning and coordinating with current and prospective students, staff, and faculty to 
-

-

to apply these same skills while beta testing solutions at Trimble to gain understanding of how users 
interact with our products and shape them based upon their input. 

Thank you,

Shivani Kakarla Senapathy 
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FULL-TIME PROFESSIONAL  FULL-TIME PROFESSIONAL 
POSITIONPOSITION

GRAD STUDENT IN GRAD STUDENT IN 
COUNSELING CHANGING COUNSELING CHANGING 

CAREERSCAREERS

                        LORENA RAMIREZ
                           (
Date

Dear Hiring Committee,

As a recent graduate from the University of Colorado Denver’s M.A. in Counseling, Clinical Mental 

our community’s youth receive therapeutic and educational services to process traumatic events 

conversations weighed on my career choices and were ultimately what drove me to pursue my M.A. 

direct role in transforming the lives of our community’s youth and empowering them to take ownership 
of their treatment.

clients dealing with acute and chronic crisis situations. My role also required marketing abilities 
using outreach to community partners, website and graphic design skills, and collaboration with the 

have prepared me for the demands and strict deadlines required for this role as a therapist, as well 

professional relationships with children and staff to provide effective therapeutic and educational 
services.

thoughts and ideas while allowing space to receive constructive feedback from students, parents, and 

of creating more accessible mental health resources. 

this position. Thank you for your time and consideration of my application. 

Sincerely,
Lorena Ramirez

13
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GENERAL FORMATTING GUIDELINES

VISUAL STYLEVISUAL STYLE

•
•
•
• Use standard font types such as Times New Roman, Arial, Cambria, or Calibri. 
•

FORMATFORMAT

•
• Use an identical header to your resume.  
•

WRITING STYLEWRITING STYLE

•
Hiring 

• Write with your audience in mind. Communicate in terms of how you will be an asset to 
them.  

•
•
•
• Address why you want to work for the company, if relevant and sincere.  
•

TIPS FOR EFFECTIVE WRITINGTIPS FOR EFFECTIVE WRITING

• Use concise language. 
• Use active verbiage. 
• Use correct grammar.  
• Have someone proofread before submitting. 
• Vary your word choices. 
•

for.  
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our refine your resume, discover other jobs 
s. At LynxConnect, we’re here to support 

ESS ON YOUR RESUME

k with a professional about your resume. Have some 

CONGRATS!
YOU LEARNED HOW TO FORMAT YOUR COVER LETTERYOU LEARNED HOW TO FORMAT YOUR COVER LETTER

At LynxConnect, we’re here to support you throughout the 
employment process!Schedule an appointment in Handshake to 
talk with a professional about your cover letter. 

Have some quick questions or would like faster assistance from 
a peer instead?Choose “LynxConnect - Peer Career Advisor” in 
Handshake for appointment options. 

NEED MORE HELP?
CHECK OUT THESE RESOURCES:CHECK OUT THESE RESOURCES:

CU Denver Career Center 
-

nect/career-center

CU Denver Writing Center 
Corner of 12th St. & Larimer St. (CU Denver) First Floor 

writing-center/ 


