
Think of your cover letter as an introduction to your 
resume, you should always send one with the other. 
Here’s a few tips on writing one:

Cover Letter Tips
     Your contact 

information at the top. Use   

  the same header as your     
    resume.

Try to include 

           the name of the person 

who is hiring. If you don’t know, 

you can address the position.

                         Make 
            sure at least two 

           people look over your cover 
           letter and resume to catch 
           grammar, punctuation, or 
                        spelling mistakes.
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