
PURDUE OWL COVER LETTER WORKSHOP

The Purdue University Online Writing Lab serves writers from around the world These resources will help you
understand and write successful cover letters.

Avoid using a nickname to identify yourself. Include the names, addresses, and phone numbers of your
references. Write as complete sentences or as descriptive phrases with minimal punctuation. To land the
interview, you will of course need a great resume, but you will also need a compelling cover letter. Consider
giving your references a copy of your resume so they will be prepared to talk to employers. Be specific in
describing your special skills; name computer programs you know, how long you studied a foreign language,
or your dates of military service. Cover Letter Builder â€” You can use this easy and fun tool from Live
Career to create a customized cover letter. Cover Letter Samples and Templates The following links will lead
you to some excellent free resources for more cover letter help. Make the statement as specific as possible: A
position which allows me to apply my background in engineering and high performance computing to
biological problems. Print your resume with a laser or high quality ink-jet printer. A resume is a personal
summary of your professional history and qualifications. How to Write a Cover Letter â€” This
straightforward article from Forbes cuts right to the heart of what makes a great cover letter. These are the
fundamentals. This richly informative page comes from the University of California, Berkeley. These might
be both paid and volunteer positions. Consider including your URL address or fax number if you have one. Be
as concise as possible in stating information in each section of your resume. It is enough to state that
references are available upon request. Cover Letter Writing â€” This informative piece comes from the
Harvard Business Review and offers input from in-the-know experts. Be creative with this section of your
resume by describing and emphasizing your experiences in the most relevant way possible. Learn the
foundational principles of building a cover letter, from proper grammar and formatting to what kinds of
information you will need to include. Use the resources in this guide to make sure that your cover letter gets
noticed. Avoid statements that focus only on what a company can do for you: A position where I gain
experience in working on biological problems. Refer to the course by name rather than by number.


