
  

For additional assistance, visit the Center for Student Opportunity to meet with a Career Peer or Career & Personal Development staff member. 
You can also schedule an appointment by logging into Handshake, emailing careerdevelopment@alma.edu, or calling +1 (989) 463-7247. 

Build your Cover Letter 
Your cover letters are position specific and they describe why your experience and abilities make you a strong candidate. They 
show companies that you have taken time to carefully consider how you will be a good fit for the job and the organization. 

 

1. Header and Contact Information 
 Your name should stand out easily 

without overwhelming the rest of the 
page. 

 It should include your name, professional 
email, phone number, residential address 
and LinkedIn URL (if you have one). 

 All hyperlinks in the documents should be 
removed. 

 Create a consistent look for your 
application by using the same format, 
font, and size as your résumé. 

 

2. Formatting 
 Your cover letter should have a business 

letter format. 

 The letter should have the date you 
applied for the position and should be 
addressed to a specific person. 

 Your letter should be separated into an 
introduction, body, and closing section. 

 Do not use contractions in your letter. 
 

3. Introductory Section 
 Your introductory section should inform 

readers of the position you’re applying to.  

  You should introduce yourself with your 
major(s), college name, and anticipated 
graduation date. 

 You should briefly highlight 2-3 relevant 
skills that you will expand upon in your 
body section. 

 
 

4. Body Section 
 Each paragraph in your body section should show that you’re a good match for the position by expanding upon 

the skills that you mention in introductory section.  

 Include keywords from the job description. 

 Give specific examples of your skills and how you will use them at the position you are applying for. 
 

5. Closing Section  
 Your closing section should thank the employer for their time and consideration, reinforce your desire to work 

at the organization, and provide your contact information. 
 

6. Signature 
 A proper valediction should be included at the bottom of the letter followed by a signature and printed name.  

 

7. Appearance and Style 
 The cover letter style should be consistent with your resume with a margin of 0.5-1 inch. 

 The cover letter should be one page in length. 

 Only use appropriate abbreviations and correct spelling, punctation and grammar in your cover letter. 

 Proof read your cover letter before you submit it. 


