
 

LITTLE GIANTS. BIG RESULTS. 

Writing Effective Cover Letters 
A cover letter severs to explain why you are applying for a position and why you are the ideal candidate. 
Resumes are only as good as the letter accompanying them. So make sure that you spend time on your 
letter and direct it to the appropriate person. What you write and how you write it tells potential 
employers a great deal about your professionalism, competence, and personality. 

Opening Paragraph: 
 What is your intent for writing this letter? 

 What position are you applying for and how did you learn about it? 
 
Briefly introduce yourself (and your major, and degree, if needed). Be specific about the position you are 
applying for. If someone recommended you for this opening/organization, this paragraph should 
mention them and the subsequent factors that prompted you to apply. Your interest is vital and needs 
to be conveyed professionally. Instead of writing “I really want to work as Analyst here”, write “My past 
experience as an Analyst Intern where I developed quantitative and communication skills learned 
through writing business reports and identifying financial status by comparing and analyzing results with 
forecasts have set me up perfectly for this opportunity here”. 

Second Paragraph: 
 What are your qualifications? 

 Why do you want to work for this organization? What would you enjoy doing for them? 
Describe the most relevant highlights from your background that would be of greatest interest to the 
employer. DO NOT regurgitate your whole resume or LinkedIn profile. For the Analyst example, further 
expand on your responsibilities and accomplishments. Include other relevant professional and personal 
experiences. Like the resume, appropriate use of action verbs is essential in this paragraph. Along with 
your skills, convey why you are interested in the organization and information you know about their 
services. Remember: Make your argument about how you add value to the organization. [This 
paragraph can be divided into 2/3 paragraphs based on content] 
 

Closing Paragraph: 
 What is your plan of action? 

Close your letter by stating that you would like to discuss employment opportunities or other 
information with the individual and that you will await their response. This demonstrates your interest 
in the position and organization and your initiative to actively seek out opportunities. 

Formatting Tips: 
 Use same font as your resume (Garamond) 

 Start off with your name, address, and contact information, then the addressee and 
organization name and address, followed by the date you are submitting [all left aligned] 

 Write in block format – do no indent 

 Revise, revise, revise for spelling and grammatical errors. [Print out a copy and read out loud] 

 If submitting online, make sure it is a PDF document, not Word. 
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Sample Cover Letters 

 

Job Posting: 

Intern (Arts & Culture)  

Company Name: Port of San Diego | Company Location: San Diego, CA, US 

Seniority Level: Internship | Employment Type: Temporary 

Job Description:  

Arts & Culture is focused on creating a vibrant waterfront destination with innovative artworks, 

cultural programming, and activation opportunities that enhance the visual excitement and cultural 

richness of Port tidelands. The intern position for Arts & Culture will provide an opportunity for 

an art-focused intern to gain both public service and real-world experience in the arts. Duties will 

include data collection and management; assisting with art-related events; helping create 

presentations; project support; and other administrative support, as needed. 

Qualifications: 

College level students currently enrolled in at least twelve (12) semester units at an accredited 

college or university, majoring in a field of study closely related to current vacancies, may qualify 

for Intern I appointments. Students in their final semester/quarter who need less than full-time 

enrollment to graduate with a 2 or 4-year degree need only be enrolled part-time in courses 

required for degree completion, with verification from the college or university registrar. 
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Business Analyst Intern 

Ricardo | Detroit, MI 

The Business Analyst Intern will focus on the analysis of issues and challenges faced by today’s businesses, 

contributing to the design and development of innovative strategies as well as delivering market and product 

knowledge for our clients. Typical assignments include competitive intelligence gathering, voice of the 

customer/market activities, aptitude for analyzing large databases of information, conducting financial and 

market analysis, developing client presentations and supporting clients with implementing the resulting 

recommendations. 

Core Responsibilities: 

Support clients on a wide variety of topics, including, but not limited to: 

 New product development and new market entry strategy development 

 Assessing market drivers and customer needs as part of product strategy development 

 Competitive benchmarking of products and technologies – Product cost estimation, performance 

benchmark, life cycle cost analysis, overall business model review 

 Collect data from secondary sources and assist the team in identifying new information sources 

 Design and execute qualitative and quantitative primary research 

 Support senior leadership team in business development activities, as required 

 Engage in overall RSC marketing activities by being active in authoring white papers, industry 

publications and presenting at market specific conferences 

 

Requirements: 

 Strong analytical skills and experience conducting in-depth data analysis 

 Relevant professional work experience in product planning, product development, 

purchasing/procurement  

 Self-starter with excellent organization and time management skills able to structure own work and 

work independently 

 Ability to communicate complex ideas clearly, with excellent written & verbal presentation and 

communication skills; also able to recommend solutions to senior client leadership 

 Skilled in using PowerPoint, MS Word, Excel 

 Previous experience in consulting role a plus 
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