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Cover Letter Guide

A cover letter demonstrates to the prospective employer why you are interested in the company or position you are 
applying to. It also provides an e�ective summary of your skills, experiences and why it would bene�t the company. In 
short, the cover letter suggests areas where your skills and attributes would bene�t the the employer.   

CODY COYOTE 
San Bernardino, CA 92407 | (909) 537-5250

 cody.coyote@coyote.csusb.edu | linkedin.com/in/cody-coyote

Date

Company Name & Address

Dear ______ (Name of supervisor, "hiring committee", "hiring manager"),
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Opening paragraph: Clearly state why you are writing, name the position or type of work (volunteer, 
internship). Introduce yourself and degree that has been completed. Make sure to correctly write the 
name of your degree. Avoid acronyms (i.e. CSUSB).
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Middle paragraph(s): Explain why you are interested in this employer and the reasons for desiring this 
type of work. If you have relevant school, project or work experience, be sure to highlight this by giving 
1-2 examples. Avoid reiterating your entire resume. Emphasize kills or abilities that relate to the job. 
Remember, the reader will view your letter as an example of your writing skills. 
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Organize your paragraphs according to skills, not experiences: Don’t simply include a separate 
paragraph about your experience; make the connection between the skills the employer seeks and your 
experiences that support your quali�cation for the job. For example, demonstrate strong writing skills by 
referencing two or three accomplishments related to writing. If possible, also identify a couple of 
personal qualities that pertain to the job and make you a strong candidate (i.e., responsible, hard-
working.) Try to o�er speci�c examples of where these qualities have been demonstrated.

Closing paragraph: Reiterate your interest and/or enthusiasm for using your skills to contribute to the 
work of the organization. Thank the reader for their consideration. 
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Sincerely, 
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CSU San Bernardino  | careercenter@csusb.edu  |  (909) 537-5250  |  Santos Manuel Student Union (SMSU) South 112  |  www.career.csusb.edu

Palm Desert Campus  | pdccareercenter@csusb.edu  |  (909) 537-8236  |  Indian Wells 102
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