
State your purpose: Clearly state the purpose for the letter in your opening
sentence. Then use the rest of the letter to support your candidacy.
Tailor to the company: Be sure that each cover letter is specifically tailored to
the company to which you are writing. Research the company to help you
determine your approach. Check the company's website and other resources
on the Internet. 
Address line: Try to find a specific individual to write to and include their job
title. Do not address your letter to "Dear Sir or Madam." If you cannot find
someone to address the letter to, use "Dear Hiring Manager", "Dear Search
Committee", or "Dear Recruiter".
Review: Ask someone else to check your grammar, spelling, and style. When
proofreading your own writing, it is easy to overlook silly mistakes. 
Notes:

If you are seeking a position in a field or industry that does not have an
obvious parallel or connection to your academic training, be explicit about
why you are interested in that particular field, organization or job, and
what value you bring. For example, you are an electrical engineer who
wants to use your quantitative skills in a finance or consulting position, do
not leave the reader wondering, "why is an electrical engineer writing to
me, the personnel manager at McKinsey?"
If you are applying for a summer job and do not yet have any experience
that is directly related to the position, focus on telling the employer what
experience you do have that may be of interest. 

Cover Letter Guide
Use this guide to develop a top-tier cover letter.

You will have to write a number of communications to employers while job searching,
including emails to follow up on interviews, arranging company site visits, and accepting
or declining job offers. But first, you need to submit a cover letter with your resume
when you are applying for the job. 

Overview

Quick Tips

Keep reading for the suggested
formula for a cover letter.



Cover Letter Template

Need help starting your cover
letter or want someone to review
it before hitting submit? Schedule

a time with UPOP staff! 
Email

upopstudentprogram@mit.edu

Credit to MIT Career Advising &
Professional Development Career

Development Handbook. See the full
resource here.

http://mailto/
https://cdn.uconnectlabs.com/wp-content/uploads/sites/123/2021/07/Career-Handbook-2019.pdf

