
Writing a  
STAND OUT  
cover letter 

Taylor Rivers 



How important is a cover 
letter? VERY IMPORTANT! 

No matter how in depth your resume is, it is not enough to tell your whole 
story to potential employers. 

 

A cover letter reveals glimpses into your personality that a list of 
achievements can’t. 

 



“I don’t care if your 
resume is dozens of 
pages of awards and 

sheer greatness, 
you’ve lost me.” 

-laura nelson, 
communications 

specialist 



Simple 
steps to 

make your 
cover letter  

Stand 
out 

1.  Address your letter to a named 

individual 

2.  Focus on the qualifications that 

make you fit for the job requirements 

3.  Be relatable 

4.  Mention that you will follow up with 

the employer...and then do! 

5.  Be clear and concise 

6.  Avoid Mistakes 



Finally, 
Don’t 

forget a 
handwritte

n 
signature. 

 



Do’s and Don’ts for digital/ 
emailed cover letters Do: 

1.  Include the position title in the 
subject line of the email 

2.  Make more concise 

3.  Align text to the left 

4.  Illustrate the impact you’ve made 
in past positions 

5.  Test before emailing to employer 
by emailing it to yourself or a 
friend first 

Don’t: 

1.  Use bold, underlined, or 
italicized letters 

2.  Use anything other than 12 
point font 

3.  Don’t simply state facts, but 
talk about things you have 
done that would exemplify 
these facts  

 

 
 



“We look for specifics in 
email cover letters, 

which means skills and 
ability. Embellishment 

and fluff are not 
necessary.” 

-Diana Qasabiah, talent 
director at syndicatebleu 

 



Do  
this 



Not  
Thi
s 
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