
Cover Letter Sample 
 

Robert Troddard 
555-245-9030 ♦ roberttroddard@gmail.com ♦ www.linkedin.com/in/roberttroddard ♦ Rexburg, Idaho 

Header and Contact Information 
Include your name, phone number, email, and LinkedIn 
account. This header should match your resume header. 

Salutation 
Don’t write “To Whom it May Concern.” Instead, 
direct the letter towards a specific individual or 
the “hiring manager” or department. 

 

 

 

Introductory Paragraph 
Hook: Grab your audience’s attention so they will 
read the rest of your letter. 
Purpose: Specify the position you are applying for. 
Claim: Briefly explain why you are a good fit for the 
position.  

Body Paragraph(s) 
(Add only one space between paragraphs. A large space was added here for functionality.) Elaborate on 
your qualifications. Demonstrate through sound logic that your work experience, education, and 
accomplishments have prepared you for the desired position. Use the same techniques you would use 
to write bullet points. 

 
June 17, 2016 
 
 
Dear Ms. Thomas,  
 
I often innovate with teams to create, practice, and implement solutions to problems. I desire the opportunity to prove 
my inquisitive and creative nature by gaining the marketing research internship with the Modellers.   According to your 
website, members of the Modeller team question, predict, and discover. I cannot imagine a better culture or people to 
work with. I would be honored to be considered for this internship and feel that I am qualified for the position based on 
my experiences. 
 
 
 
 
 
I will be able to excel as an intern for the Modellers. In the posted job description you asked for creative leaders with the 
ability to collaborate and innovate. In my freshman year of college I demonstrated creativity and leadership by starting 
a service club called, “The Depression Fighters Club.” The purpose of the club was to provide friends for those suffering 
with mental illness. As a member of a committee to evaluate the Optimal Resume website used by the Church of Jesus 
Christ of Latter-day Saints, I proved my ability to collaborate with other committee members as we created and 
reviewed resumes to upload to Optimal Resume. As a Career Preparation Mentor at BYU-Idaho, I showed innovation 
when I developed the “Social Media Blast” initiative which exchanged prizes for student “likes” and “follows” of our 
social media sites. As part of this project, I developed Facebook, Twitter, Instagram, Pinterest, and Wordpress accounts 
for our office.  
 
Thank you for reviewing my cover letter and resume. I am excited by the possibilities of this internship and anxiously 
anticipate your decision. Please feel free to contact me using the information found in my header above. 
 
Thank you very much, 
 
 
Robert Troddard 

Concluding Paragraph 
Be gracious. Thank the recipient for reviewing 
your materials. Invite the employer to reach 
out to you at his/her earliest convenience. 

Closing 
Use a professional closing salutation such as: 
Best regards, Respectfully, Thank you, etc.  

Sign your name. If you are delivering the cover 
letter in person, add your signature in blue 
pen between your closing salutation and 
name. 

Margins 
Use the same margins as your resume. Half an 
inch is a good recommendation. 

No Errors 
Always have 2-3 qualified people proof-read 
your letter to make sure that it is error-free. 
This will also give you the chance to assess if 
what you have written accurately and 
effectively expresses the message you are 
trying to send. 


